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1. General information 

 

Once a project is set to the status “contracted” in eMS, the reporting section becomes available and the 

lead partner (LP) has access to the joint progress report. When accessing the project you are automatically 

directed to the reporting overview section.  

Joint progress reports cover activities and expenditure on project level in the respective period. Joint 

progress reports are created by the lead partner based on partner reports including expenditure previously 

certified by their national controller. 

It is not possible to have two joint progress reports open at the same time. A new joint progress report can 

only be created once the previous has been submitted to the JS.  

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

 

 
 
 
 

2. Assigning users to a joint progress report 

Attention! 

Currently only one user has the lead partner role in eMS and thus access to the joint progress report. This 

is the user accepted as LP by the JS in the handover procedure. Even if more users are assigned to the LP 

institution in the section ‘Supplementary information/User assignment’, they do not have the right to 

create, edit and/or submit joint progress reports. Such users can only work on the partner reports of the LP 

institution. It is always possible to see which user is the LP for the project by clicking the ‘Show more’ 

button at the top of the project/reporting view. 

 

 

3. Accessing the joint progress report 

Login as lead partner user and select the project from the overview table. 
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The LP has write access to its own partner report and view access to all partner reports of the other partners 

as soon as the partner report has been created.  

For all reports (joint progress reports and partner reports) the current status is visible from the reporting 

overview tables. One can see if a partner report was already certified by the national controller and, if yes, 

whether it was included in a joint progress report. The LP can access the partner reports and the certificates 

of all partners.  

In order to create a joint progress report the LP needs to select the role “LP” from the drop down menu 

and to 

click on “Create new report”. The system redirects you to the joint progress report corresponding to the 

respective reporting period. 
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Attention!  

It is not possible to have two open joint progress report at the same time. You can create a new report only 

once the previous one has been submitted to the JS.  

 

It is possible to delete the joint progress report only as long as it has not been submitted to the JS. In order 

to do this, the LP needs to click on the ‘Delete Report’ button in the left-side menu. 

 

 

 

4. Filling-in a joint progress report 

A joint progress report consist of a financial part and a content part. The financial part is compiled 

automatically by the system based on available certificates of expenditure included in the joint progress 

report by the LP. The content part of the report needs to be filled-in manually by the LP and required 

documents can be attached via an upload function. 

Some parts of the joint progress report depend on the contents of the approved application form (e.g. 

defined work packages etc.). 

For how to fill in the content related information of the joint progress report please refer to the 

Implementation manual. 

 

4.1. Section A – Joint progress report 

The LP has to provide a summary information on the main achievements so far. 

In the list of available certificates of expenditure all available certificates of the different partners are 

listed and can be included in the joint progress report by ticking “include in project finance report”. The 

related expenditure is then automatically included in section C and D of the joint progress report. The LP 

can decide which of the available certificates to include in the joint progress report. Only the selected 

certificates will be taken into account for the project finance report. 

Once certificates are selected to be added to the joint progress report, they can be accessed from two 

sections in the joint progress report: navigation toolbar tab ‘C- Certificates of expenditure’ or the table 

‘List of Partner certificates’ under the ‘Reports’ tab (see also chapter 4.3). 
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Information on the level of achievement of the project specific objectives (as defined in the AF) needs to 

be provided (drop down menu with different levels of achievement) and related explanations.  

 

 

Information on the level of achievement of the outputs is automatically displayed in an overview table based 

on the information provided per work package in section B. 
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Information on the achievements for the thematic and communication result indicators which were selected 

in the AF needs to be provided. The targets (as defined in the AF) and cumulative figures reported so far 

are automatically displayed.  

 

 

Information on the level of reaching the target groups which were selected in the AF needs to be provided. 

The targets (as defined in the AF) and cumulative figures reported so far are automatically displayed.  

 

 

Financial explanations need to be provided. 

 

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

 

Please always remember to save the report! 
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4.2. Section B – Reporting per work package 

Select a work package from the drop-down menu 
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Information on the work package, activities and deliverables indexes and titles, as well as work package 

start and end dates are automatically displayed based on the information in the AF. Expenditure on the 

current report are transferred from section C and the percentage of expenditure reported so far 

automatically calculated.  

The status of the work package and progress of activities and deliverables has to be selected from the 

respective drop-down menus.  

A desciption on the work package progress and eventualproblems and deviations is required.  

For deliverables explanations on their progress have to be provided and related documentation can be 

uploaded (obligatory for finalised deliverables). 

 

 

Within thematic work packages and investment specifications, if foreseen within the AF, reporting on the 

foreseen outputs is required (quantification, current status, upload of documentation). 

 

 

For the communication work package information on the level of achievement of the communication 

objectives (as defned in the AF)  and related explanations are required.  
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4.3. Section C – Certificates of expenditure 

All the certificates of expenditure as selected in section A are listed in section “C – Certificates of 

expenditure” and accessible for checks by the LP. By selecting a certificate of expenditure the related list 

of expenditures (LoE) is shown and single expenditures can be accessed by clicking on the item in the 

overview table.  

 

 

 

In well justified cases, the LP can decrease (but not increase!) in the list of expenditure amounts certified 

by the controller and provide an explanation.  

Expenditures can be edited by a LP directly in the item overview table or in the expenditure item form by 

setting the difference in the corresponding field. The values previously inserted by a partner and by the 

national controller (Budget line, work package, Internal reference number, Invoice number, Invoice date, 

Date of payment, currency, VAT) cannot be modified anymore. 

 

Please remember to always save the changes! 
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4.4. Section D – Joint progress report financial tables 

This section provides various summary tables of the expenditure included in the joint progress report. Please 

note that the tables are updated before the report is submitted. All the cuts done by the LP should be 

immediately visible in the tables. 

Joint progress report tables follow the same logic as those in the partner report but take into account all 

certificates included in the joint progress report. 

Please note that the ‘Currently reported’ column changes its values (and name) each time a joint progress 

report changes the status. Before the report is submitted it is ‘amount to be declared to the JS’ and once 

it is submitted it changes into ‘amount declared to the JS’. Likewise, the column ‘Previously reported 

(certified by CA) also changes if new CA confirmations become available. After submission of the report to 

the JS, the values do not change anymore. 

Tables can be exported to xls-files. 
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4.5. Section E – Annexes 

Documents that are required to be attached to the joint progress report can be uploaded in this section. 

 

5. Submitting a joint progress report 

From the menu at the left side, the joint progress report needs to be checked before it is submitted to the 

JS. Only after the check has been successful, the system will allow for the report to be submitted and the 

‘Checked saved report’ button is replaced by the ‘Submit report’ item in the left menu. By pressing this 

button, the joint progress report is automatically submitted to the JS. A submitted joint progress report is 

locked and the LP cannot modify it anymore unless the JS re-opens it for amendments during the clarification 

prosess. The report state is changed from “Report in progress” into “Report Submitted” and the submission 

date is displayed in the overview table. 

As long as the report is not submitted it can be deleted. 

The left menu gives direct access to the AF and the supplementary information section. 

The joint progress report can be printed as pdf-document. The pdf file is then available in the “Filebrowser” 

in the project general menu. 

In order to leave the joint progress report and go back to the report overview tables please click on “Exit”. 
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6. Project living tables 

From the menu in the report overview section the project living budget overview tables can be accessed. 

Project living tables are financial tables at the project level that summarise project expenditure processed 

through all joint progress reports. Like other living tables (e.g. at partner level), project living tables grow 

over time as expenditure is declared by the project and processed by the various authorities. 
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You can use living tables to keep an overview on expenditure declared in the joint progress reports. To 

access the project living tables, click on the button “Project living tables” in the left menu. 

 

 

 

 

 

 


