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1. General information

Once a project is set to the status “contracted” in eMS, the reporting section becomes available to all
project partners. When accessing the project you are automatically directed to the reporting overview
section.

Partner reports cover activities and expenditure of individual project partners and need to be verified by
the authorised national controllers. All partner reports need to be created for reporting periods as defined
in the application form.

A new partner report can be created 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.

Please always remember to press “SAVE REPORT” before leaving a section!

erreg [ ;]
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(e SAVE REPORT >

é) Partng Sport

Q) Check Saved Report

'Zij Delete Report
Q) Application Form
i) Supplementary Information

é) Print Report

2. Assigning users to a partner report

In the “Supplementary information/User assignment” section the lead partner (LP) assigns one or more users
to a project partner (PP) institution. This user(s) will then have access rights to the partner report of the
PP they are assigned to.

For the LP institution a user is assigned by default, who is the so called lead partner user. It is possible to
assign additional users to the LP institution that will then have access to the partner report of the LP as
well as to the joint progress report.

3. Accessing the partner report

To access your partner report, login to eMS with your user name and password.

Select the project from the overview table and open it by clicking on “view reporting”.
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5) Logout Call/step2 usage in publc infastnuctures
@) Add Project

If a user has multiple roles in the project (e.g. LP and PP), it is necessary to select the role from the
dropdown menu at the top of the interface called “Select role”. For filling in the partner report, make sure
that the correct role is selected: “PP”

Select Role
Fo -

Partner Reports

1 - Ministery ABC - ABC

T e e B
Report

Period 0 01.072015 - 01.06.2016
Report 0.1 01.07.2015 01.06.2018 Repart F Le Cartfied 15.00.2018 Pariod 0 Project Regort 1 €1800.00  (8)
Period 101.072016 - 31122016
Regort 1.1 01.07.2018 31122018 Report F Le Certfied 18.08.2018 Mot Included £3385000 (6)
Period 201.01.2017 - 30.06.2017
Period 3 01.07.2017 - 31.12.2017
Period 4 01.01.2018 - 30.06.2018

Period 501.07.2018 - 31.12.2018

@) Create New Repont ) (81 Partner Living Tables

Open a new report by clicking on “Create new report”.

Enter the report by clicking on the magnifying glass in “View report”. You are redirected to a partner
report corresponding to the chosen reporting period.

You now have access to the different sections of the partner report.

NOTE!: The LP can view partner reports of all PPs, once they have been created by the partner. The LP can
view also not submitted partner reports.

Select Role

Lp =

Project Reports

Raport _Roportstart | ReportEnd | State Do OfProjctsubmision _TotaExpentures

Period 1 09.06.2016 - 09.06.2018

Report 1.1 09.06.2016 09.06.2018 Report Submitted = 09.06.2076 £ 2150.00 J::I

4. Filling-in a partner report

Partner reports consist of several sections (i.e. ‘A+B - Partner report’, ‘C - List of expenditure’, D - Co-
financing and forecast’ and ‘Annexes’), each of which must be filled with information.

Fields in the partner report depend on the AF of the project.
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4.1. Section A+B - Partner report

Please provide info on the partner’s work. For detailed information refer to the “Implementation manual”.

Interreg Bl  TESTPROJECTREPORT  CE744 (Gmwwes) Partner Report 1 ABC Period 2 S

x

eMSdemo
A+B Partner repon C - List cfexpendilure D- Cc»ﬂnancmg and forecast Annexes
Q Fp—

A+B Partner report
Period 2 - 01.01.2017 - 30.06.2017

@) Partner Finance Report
18) Check saved report
@) Deete Report

(@) Agplicztion form 01.01.2017 30.00.2017

&) Print report Summary of the partner's work

in fod. In particular, 2 IFapphcable,

(%) Ext Ca B I U axx x|f SIS

DHee
2) Contacts

@) Logaut

emMs

electronic
monitoring

(Charasters (piuing HTMLY: 0 (UTIE 2000), Words: 0

Project outputs delivered

Provide information on the development of outputs by clicking on “Add output” and then selecting the
relevant output from the drop down menu (outputs as defined in the AF). Insert information in the
description text box; output evidence can be directly uploaded here.

Project outputs delivered

Plezse selact the relevant outputs an which the pariner was working during the curent pesiod.

Output
Index and flle anns
T1.1 Stratagy dasdkiGasldkd - '+) Output Evidence
Description of progress achizved in the development of the output k

Filename Filetype Date Uploaded By Options

£00 Cherscies Remaring N reconds found

Provide information on the target groups reached by clicking on “Add target group” and then selecting the
relevant target group from the drop down menu (target groups as defined in the AF). Quantify the reached
target group (the target as defined in the AF is displayed) and insert explanations in the description text
box.

Target groups reached
Sed vil <q i ristique seneotus et netus et malesuada fames ac furpis egestas. Integer luctus, lectus at ullamcarper molestie, orei risus convallis nuns. eget porta felis leatus nec forfor. Efiam tellus sem, iaculi
Targst group target valus 1000
Targst Group m providad quantf fion of the targst group involvsment
Local publc authoriy -
Quans? e e [T ——
.00

All work packages as defined in the AF are listed. An overview on the achieved progress and problems
/deviations, if applicable, has to be provided per work package.
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To provide more detailed information per deliverable you need to report, please click on “Add deliverable”.
Evidence per deliverable can be directly uploaded. Information on expenditure included in the current
report as well as reported so far is displayed.

M Management (07.2016 - 06.2019)

Ewpaggjture - current report Expenditure reported 5943

£0,00 e
Please describe the activities and the prograss made within this work package in the current reporting period. For thematic and communication If applicable, please deseribe and justify any problems and deviations including delays from the work plan as presented in the application form and

work packages, ph target ived in the activities and  the project outputs.  the solutions found.
2800 Crarsotees Ramaining 4008 Grarastars smaining
select 0 on which the partner i the current period)

D.M1.1 - Subdisy Contract signed

Desription of progress achieved in the development of the deliverable

00 Crarncters Ramaining

/@) Remove Filename Filetype Date Uploaded By Options

No records found.
D) Add deliverable

Please always remember to save the report!

dierrey E Esl
Please describe the activities and the progress made within this w

L
ms d e mo work packages, please explain how target groups (and other staki

A+B

SAVE REPORT
? - Deliverables (Please select the relevant deliverables on which the

Mo records found.

A+B |

! Fartnar Finance Report
= &

B Save Report

O Add deliverable

4.2. Section C - List of expenditure

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

Select “Add real cost” to add a new expenditure. (Please note that “Add lump sum” is only required for the
preparation costs).

Warning! Always add expenditure by clicking on “Add real cost”. The button “Add lump sum” is for JS
internal use only!

| A+B Partner report C - List of expenditure D - Co-financing and forecast  Annexes

List of expenditure
Seq Mo ¢ Budget line ¢ WP 3 Int.ref No & Inv. No & Inv. date & Paym. date & Descripioni ¢ | Description2 ¢ | Pariner com

Opfions
No match found

<
.@-Expun B Save columns | Columns | =

+ e
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Insert information on the single expenditure and press “Add” to include the expenditure in the partner
report. Please thoroughly follow the instructions in the “Factsheet_List of expenditure” on how to properly
fill in the LoE which can be dowloaded from the programme website http://www.interreg-
central.eu/Content.Node/implement/Implementation_Documents.html .

p D-Cofinancing and forecast _~ Annexes

Edit Expenditure _ ) ) ® A
Partner Report 1 ABC Period 2 List of Expenditures

Budget line 7| [J] Descriptioni .
0 Workpackage [T . |

255 Chamciers Remaining

Internal ] o
reference Description2
number

Invoice number
255 Chamders Remaining

Invaice date Pariner comment
Date of payment

Currency EUR-EURC = 255 Chamcters Remsining

Total value of
item in oniginal
curency

VAT

Declared amount
in original
curency
Expenditure
outside (the
Union part of)
the programme
area?

In Kind

Amounts inserted in currencies other than EUR will automatically be re-calculated into EUR based on the
available exchange rates of the European Commission. The system recalculates the amounts several times
- first time when the expenditure item is created and each time it is modified before submission of the
report. The value is updated when clicking on “Check saved report” and once more at the moment of
submission of the report to the controller. It is not modified ever again.

If the flat rate option for staff costs has been selected in the AF, the BL1 staff costs will be automatically
calculated. Given that BL2 office and administrative expenditure is reimbursed according to a flat rate
calculated on the basis of direct staff costs, the BL2 is automatically calculated.In the LoE you should mark
any expenditure spent outside the Union part of the programme area. These will be summed up in the
appropriate report summary table and taken over to project and programme statistics. Please note that it
is possible to change this tickbox also during management verifications, if a national controller considers it
was ticked incorrectly.

“In kind “ contributions are not applicable for Interreg CENTRAL EUROPE. Therefore this item will disappear
from the LoE in the future.
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A+B Partner report C - List of expenditure D - Co-financing and forecast - Annexes

List of expenditure
) Seqlo & Budget ine & WP ¢ Int.ref No ¢ Inv. No & Inv. date ¢ Paym. date ¢ Descripti
Options
(=) Delete 1 BL1 Staff costs M Management 4 45 20/08/2018 1007018 fgh
C 1 BLZ Office and admin. M Management FR NAFR D
(=) Delate 1 BLITravelzndaccom. | 1 Sman metering, bulding energy mant system and dizpiay of Energy vEloes i Sehosls of Srgard DE 54 546 130082018 13002018 dlklk
<

() Export () Save columns  Columns| +

(#) Addrealonst  (+) Add lumg sum

4.3. Section D - Co-financing and forecast

A spending forecast on the next reporting period can be provided to give the project finance manager and
LP a better overview and ease project planning.

‘ A+B Partner report C - List of expenditure D - Co-financing and forecast Annexes

Partner report forecast

Estimated Expenditure

Estimated expenditure for next reporting pariod

Information on the partner co-financing has to be provided. The target value is displayed and calculated
based on the expenditure included in section C. The different partner co-financing sources and amounts as
defined in the AF are indicated. If necessary, additional co-financing sources can be added by clicking on
“Add contribution”.

Paripecce-fmarcing reporting
Partner co-financing target value in Euro
860,00
Mame of co-financing % Legal status ¢ Total co-financing amount as indicated in AF & ) Previously reported %
e % of total (according to AF) +  — Current report Total reported so far % of total reported 2

Ministerio ABC public £0.00 0,00% £0.00 £000 £0.00 0,00 %
Rotation fund automatic public £30.279.05 100,00 % £7.050,00 £000 £7.050,00 100,00 %
Sub-total public co-financing £€30.278.05 100,00 % €7.050.00 €0.00 €7.050.00 100.00 %

Sub-total private co-financing

0,00 %

€000 0,00 % €0.00 £€0.00 £0.00

4+ Add Contribution

4.4, Section E - Annexes

Additional documents can be uploaded here.
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| A+B Partner report C-Listofexpenditure D - Co-financing and forecast

Upload

Attachments

Filename % Filetype Date % User %
Mo records found

Before submitting the partner report click on “Check saved report”. In case the partner co-financing is not
or not properly filled-in a warning message appears.

lnterreg H TESTPROJECTREPORT  CE7#44 (stwmor )  Partner Report 1 ABC Period 2 Contribution and Forecast

i

demo
7Y T

| A+B Partner report C - List of expenditure D - Co-financing and forecast Annexes

Partner report forecast

@) Application form Estimated Expenditure

(2} Supplementary Information

- Estimated expenditurs for next reporting period
(&) Print repart porting pe

I

Gea
(7) Help Partner co-financing reporting
(&) Contacts Partner co-financing target value in Euro
£860,00
(0] Logout
—_ . | Mame of co-financing & Legal status + Total co-financing amount as indicated in AF < % of fofal (. ing 10 AF) & Previously reported = BT T
Ministerio ABC public €000 0,00 % €000
M Rotation fund automatic public £30.279.05 100,00 % £0.00
‘Bub-total public co-financing €30.270.05 100,00 % €000 £0,00
electronic .
‘Sub-total private co-financing £€0.00 0,00 % €000 £0,00
monitering
system s I =) <Y ") I
) oot (+) Ata Contton
——e

5. Submitting the partner report

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. After successful checks, the ‘Checked saved
report’ button is replaced by the ‘Submit report’ item in the left menu. The report is automatically
submitted to the responsible national controller for verifying the expenditure and to the LP for including
the information into the joint progress report. A submitted partner report is locked and the partner cannot
modify it anymore.
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|nterreg HE TESTPROJECTREPORT  CE744 [ showmee |  P:

eMSdemo |

Q | A+B Partner report C - List of expenditure 2B aek |

SAVE REPORT

o Pariner Finance Report

Partner report forecast

Estimated Expenditure

:,' Submit report
(%) Delste Repart

€0,00

C Estimated expanditure for next reporting period
Ui} Application form

J Supplemantary Information

(%) Exit Partner co-financing reporting

As long as a report has not been submitted, it can be deleted by clicking on the “Delete report” item.

The approved application form, as well as the supplementary information can be accessed via the left menu.
The menu item always leads you to the latest approved version of the AF. Older AF versions are available in
the “project history”.

The partner report can be printed as pdf document by clicking on “Print report” and is then available in the
“filebrowser” of the general project menu.

The financial overview tables of the report can be accessed by clicking on “Partner finance report” in the
left menu. Financial tables can be exported to xls-files.

To leave the partner report and go back to the partner report overview section click on “Exit”.

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

1 - AT cooperation agency - ATCoop

m_ Date Of Partner Submission Included In Project Report Total Partner Expenditure Declared ERDF

Period 1 09.06.2016 - 09.06.2018

Repart 1.1 09.06.2016 09.06.2018 Repart FLC Certified 09.06.2016 Period 1 Project Report 1| Report submitted, FLC certified and included in submitted project report t

Repart1.2 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

Report 2.1 09.06.2018 05.06.2018 | 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
Repart3.l 09.06.2018 09.06.2018 Repart Submitted 09.06.2016 Not Certified 1
Period 4 09.06.2018 - 09.06.2018
Repart4.l 09.06.2018 09.06.2018 Repart Submitted 13.06.2016 Not Certified 1

Period 5 09.06.2018 - 09.06.2018

Report5.1 09062018 03.06. 2018 |Reportin Progress In Progress Mot Certified | Report not yet submitted to FLC

(8) Parmer Living Tables

6. View a certificate of expenditure

As soon as a national controller has issued a certificate of expenditure, its electronic version is accessible
from the reporting overview table. Click on the magnifying glass to view it.
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View Certificate
Repert
£315000 (A E
o B

5

gort £415000
€200000 (B)

€1000.00 e

£000 (B

7. Partner living tables

In the partner report overview section click on “Partner living tables” to access the different financial
overview tables.

Partner living tables are financial tables at the partner level that summarise partner expenditure processed
through all partner reports. Like other living tables (e.g. at project 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 the partner reports. To access
partner living tables, click on the button under the partner report overview table.

Select Role
Pp -

Partner Reports

1 - Ministery ABC - ABC

T s
Report

Period 0 01.072015 - 01.06.2016

Report 0.1 01.07.2015 01.06.2018 Repart F Le Cartfied 15.00.2018 Pariod 0 Project Regort 1 €1800.00  (8)

Period 101.072016 - 31122016

Regort 1.1 01.07.2018 31122018 Repart F Le Cartfied 10.00.2018 Mot Included €£33850.00 (6
Period 201.01.2017 - 30.06.2017
Period 3 01.07.2017 - 31122017
Period 4 01.01.2018 - 30.06.2018

Period 501.07.2018 - 31.12.3018

ner Living Tables

IES | FRUJEC | REFUK I CE744 [ smwmers | FINAnce Keporung Weloome Rita Riot
Project ID:
Partner expenditure summary
Programme co- Partner total Previously reporied Previously reported {total amount Total reported 9 of total Remaining Total amount declared by Total amount validated by Total amount included in project
financing budget (certified by CA) declared by partners) U budget budget partners controller finance report
Total co-financing €157.116.20 €1.230,00 €26.820,00 € 28.200,00 18,00 % €123816,20 €28200,00 €27 060,00 €1.280,00
Of which ERDF €157.116.20 €1.230,00 € 26.820.00 € 28.200.00 18,00 % €123818,20 €28.200,00 €27 060,00 €1.280,00
Partner co-financing €30.279.05 €320.00 €6.730.00 €7.050.00 18,00 % €32.22005 €7.050,00 €6.000,00 €320.00

(@) Expont

Partner expenditure per budgetline

Errre Pariner total Previously Previously amount % of total Remaining Total amount declared by~ Total amount validated by Total amount included in project
budget (certified by CA) declared by partners) ‘budget ‘budget partners controlier finance report

BL1 Staf costs €58.51781 €000 £21.00000 £21.00000 B0 % £37.517.81 £0.00 €21.00000 £0.00
BL2 Office and admin £37TT.8¢ €000 €3.450,00 €3.450,00 B/O0K €5627.34 £0.00 £2.150,00 £0.00
8L3 Travel and accom. £5000.00 €000 £500,00 £500,00 10.00% €450000 £0.00 £500.00 €000
::‘_Em"“‘m =nd €20800.00 €1.600,00 €3.00000 €4600,00 22.00% £16.20000 €35250.00 £4300,00 €1.600.00
BL3 Equipment €13300.00 €000 €8.000,00 €8.000,00 5.00% €7.20000 £0.00 £6.000.,00 £0.00
BL8 Infrastr. and works £00.000.00 €000 €000 €000 0.00% £90.000,00 £0.00 £0.00 £0.00
Total 10630525 £1.600,00 £33.850,00 £36.250,00 18,00 % £101.145.25 €36250,00 £34.05000 £1560000
Net revenues €000 €000 €000 €000 0,00 % €000 £0.00 £0,00 €000
(B) Expont
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