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I. Electronic Exchange Platform (EEP)

In order to simplify the procedures of the new generation of European Territorial Cooperation (ETC)
programmes and reduce the administrative burden on applicants and beneficiaries alike, the European
Commission has developed the e-Cohesion initiative.

"e-Cohesion" is a new European initiative intended to support the reduction of administrative burden for
beneficiaries and belongs to the elements that provide simplification and streamlining towards implementation
of Structural Funds including the European Regional Development Fund (ERDF).

The concept of e-Cohesion, as outlined in Article 122(3) of the Common Provisions Regulation (CPR), concerns
the electronic exchange of information between beneficiaries and Programme bodies during the
2014-2020 programming period.

The scope of the electronic exchange covers information, which must be submitted after the signing of the
subsidy contract. The information requirements - reporting on progress, declaration of expenditure and
exchange of information related to management, verifications and audits - shall be undertaken via electronic
exchange. It is not required to set up a facility enabling electronic submission of project applications, but if
wished so, Programme Authorities may decide to extend the concept of e-Cohesion to applicants as well'.

This is what the 2 Seas Programme Authorities have decided to do: besides the legal obligation to organise the
information exchange during project implementation in an electronic manner, the application procedure will
become a dematerialised process as well.

The 2 Seas Joint Secretariat has to this end been working together with an external supplier over the last years
to establish the “Electronic Exchange Platform” (EEP). The EEP will be an essential tool throughout the 2014-
2020 programming period as the main communication tool between project applicants as well as approved
projects on the one hand and the Programme Authorities on the other hand.

It is through this system that beneficiaries will be able to declare their project expenditure, at least
once a year for all projects they are involved in.

This user guide describes the 2 Seas process to declare project expenditure as beneficiary, as well as some
additional EEP functionalities and “tips and tricks”. It is meant as a first aid kit for beneficiaries who encounter
problems when completing their Financial Claim before submitting it to their First Level Controller (FLC).

The Programme Authorities wish to point out that beneficiaries can acquire additional help from the Territorial

Facilitators (TF) and Joint Secretariat (JS).

All the best,
The 2 Seas team

1 See http://www.interact-eu.net/e _cohesion/e_cohesion/512/12238.
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II. Glossary

AF
APR
Beneficiary
BL
CA
CPR
DDL
EEP
ERDF
ETC
FLC
IPR
JS
LoE
LP
MA
MS
PMC
PMS
PP
TF
VAT
WP
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Application Form
Annual Progress Report

All formal project partners (hence can also be a lead partner)

Budget Line

Certifying Authority

Common Provisions Regulation
Dropdown list

Electronic Exchange Platform

European Regional Development Fund

European Territorial Cooperation
First Level Controller

Intellectual Property Rights
Joint Secretariat

List of Expenditure

Lead Partner

Managing Authority

Member States

Programme Monitoring Committee
Programme Monitoring System
Project Partner (beneficiary)
Territorial Facilitator
Value-added tax

Work Package
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III. Step by step: submitting a Financial Claim through the 2 Seas EEP2

The red and black mouse cursors show in each step where to click in order to go to the next step.

A. Tab 1 - Claim Cover: logging in and starting a Financial Claim

1. Access the EEP through the following link: http://eep.interreg2seas.eu/

> Log in with your account details created at the beginning of the project using the following window:

Email

Password

Register if you don't have an account.

Forgot Password?

W) Log i

2. Choose your project from the "My Projects” section.

=  If you are involved in 1 project, you will automatically skip this step and go straight to the Dashboard as
shown in step 3, Start a Financial Claim.

=  If you are involved in more than one project, then select the project you want to start a financial claim
for, as shown below:

witerrey
2 Seas Mers Zeeén

# Home My Projects

Acw
The Concept Note e of the
call Flease select v
Form type Flease sekect v
Index Number Acrorym
Il 2501042 SSEnt
Il 2501-085 USAR

Active Project

Acromym: none  Index Mumber: none
Dashboard | My Projects
= ive.
Status Flease seleot
Keyword

Title

Spark Social Enterprise

Testsystem Rev: T80

[ ]
@ Regular Project Partner 2-

x
Programme priority Flease seleot T
Q Sea
Programme Form
= priority Type fE
P Technological and - Financial Claim in
L= social innovation b progress

2 Some screenshots in the text below may be slightly outdated as a result of ongoing EEP updates since the drafting of this user guide.
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3.
2>

Starting a Financial Claim

Click on the “+ Partner Claim"” button to start a Financial Claim, as shown below:

Active Project

—_—

Testsystem Rev: TE005

Application Form Annexes

Notification Letter

Document Center

Name

JS Number Name of organisation in original
0770372018 18:10 language

Change Fiter

Q

Created on

Size

m
s
I
T

uniterr cYy - Acronym: USAR (Initiation Stage Vakidated) Index Number: 2501-085 & Unload & Regular Project Partner~
2 seas Mers zeeén Dashboard My Projects
Project History Partner Claims
Title Version Last Update
Application Form
Projecl Users Application Form (Version 2 v

Status

>

The following pop-up window will appear, click “Yes"” to start a claim:

Create Partner Financial Claim

You are about to create a new partner financial claim.

Please note that this will automatically save a financial claim in the
database. No explicit saving operation is needed.

Do vou really want to proceed?

+ Yes ‘ @ cancel

HiIltCIrcy
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4. Entering the Financial Claim: Claim Cover

=  The Partner Financial Claim will be opened:

Active Project
Acromym: USAR (In%

winerrey

2 Seas Mers Zeeén

Dashboard | My Projects

# Home  Financial Claim Partner  Claim Cover

¥  Claim Cover v ral Elements a

Expenditure

L Back to list

Partner Financial Claim

Project data

Project number

USAR

Project acromym

Project title Using sediment as a resource

Project partner data

Partner number 3

Role in the project Partner

Mame of partner organisation ARMINES

Legal status Frivate

Staff costs methodology Real costs

Outside the programme area?

VAT recoverable? No

Claim code 2501-085_PP02_ClaimD05

v Exp. Cutside Programme Area

The partner financial claim is to be created by the concerned project partner on the Electronic Exchange Platform [EEP) and to be completely filled out online. The entry point is the declaration of
each item of expenditure in the EEP. For each item of expenditure, the project partner has to click on the button "add amount™ and provide all required information. Once each item of expenditure is
added, the project partner is required to indicate the portion of claimed expenditure that is linked to activities undertaken outside the Programme area, as well as to fill in the “external
contributions follow-up™ table. In addition, a short description of the activities undertaken for each Work Package shall be provided to facilitate the FLC's control. The provided information must
allow the FLC to understand the link between the financial claim and the application form (envisaped activities and progress towards planned deliverables and outputs).

Iestsysfem eV, Toe0T

[
& Unioad @ Regular Project Partner 2«

Reconciliation and Submission

INSTRUCTIONS

=  The Claim Cover provides basic project and partner information automatically filled in from the most
recently approved version of the Application Form (AF).

nterreg H

2 Seas Mers Zeeén

EEP User Guide: Financial Claims Beneficiaries - Update June 2017 - 6/43



5. Navigating through the different tabs

> By clicking on the different tabs, one can freely navigate through the different sections of the Financial

Claim:

L Back to fist

Partner Financial Claim

Project data

Project number
Project acromym

Project title

Project partner data

Partner number

Role in the project

Mame of partner organisation
Legal status

5taff costs methodol gy
Outside the programme area?

VAT recoverable?

Claim code

mmiLer les - Acronym: USAR (Int

2 Seas Mers Zeeén

Acfive Project

# Home  Financial Claim Partner  Claim Cover

¥  Claim Cover ¥ (General Elgments :  Expenditure

The partner financial ¢laim is to be created by the concerned project partner on the Electronic Exchange Platform [EEF) and to be completely filled out online. The entry point is the declaration of
each item of expenditure in the EEP. For each item of expenditure, the project partner has to click on the button “a2dd amount™ and provide all required information. Once each item of expenditure is
added, the project partner is required to indicate the portion of claimed expenditure that is linked to activities undertaken outside the Programme area, as well as to fill in the “external
contributions follow-up™ table. In addition, a short description of the activities undertaken for each Work Package shall be provided to facilitate the FLC's control. The provided information must
allow the FLC to understand the link between the financial claim and the application form [envisaged activities and progress towards planned deliverables and outputs).

USAR

Uising sediment as a resource

(=]

Partner

Waterwegen en Zeekanaal

5_PPD2_ClaimD

Index Number: 250

Dashboard | My Projects

Testsystem Rew: TEEDS

[ ]
& Unload @ Regular Project Pariner-

% Exp. Cutside Programme Area ! Reconciliation and Submission

INSTRUCTION §

2 Seas Mers Zeeén
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B. Tab 2 — General Elements: information on procurements and external contributions

In tab 2, the General Elements tab, a beneficiary is expected to list its procurements and to keep track of its
external contributions. There are two buttons to add procurements (1) and to add contribution sources (2).

Testsystem Rev: 70205

Active Project ®
miLernn eu - Acromym: USAR (Inziation Stage Valdated) Index Number: 2501-085 A Unload @B Regular Project Partner~

2 Seas Mers Zeeén

Dashboard My Projects
M Home  Financial Claim Partner General Elements
v Claim Cover v Gesaral Elemants - v  Exp. Outside Programme Area ! R 3 M 55
L Back to st

General elements follow-up

Procurements follow-up

& Frocurement
External contribut ow-up
o Contritution Source

1. Procurements follow-up

> By clicking on the “+ Procurement” button in the window above, the pop-up window below appears.

Procurement

Contract ID | Contract Type

Contract Amount 0.00 Currency ease Select ¥
Procurement Procedure Supplier Name

Used

Comment

=  The beneficiary is expected to fill out the pop-up screen and click on Save to insert a Procurement.

HiIltCIrcy m
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2. External Contributions follow-up

>
appears.

By clicking on the “+ Contribution Source” button in the window

above, the pop-up window below

Contribution Source

Name of Organisation / |
Source of Contribution

Legal status Dlacs Sila . Contribution Type st .
Amount (€) Date of Receipt
Comment
Save Cance
=  The beneficiary is expected to fill out the pop-up screen and click on Save to insert a Contribution Source.

3.

Overview after adding Procurements and External Contributions

Once a Procurement or External Contribution has been added, a table will be created in which each line

represents a Procurement or External Contribution (see screenshot below).

The beneficiary can modify the provided information by clicking on a given line which will bring back the

pop-up window for that specific Procurement or External Contribution. Obviously, if the beneficiary
modifies some fields, this must be saved by clicking that button (see screenshots above).

the line (see red arrow below).

The beneficiary can delete Procurements or Contribution Sources by clicking the X button at the end of

Active Project

Acronym: USAR (Irifaion

witerrey
2Seas Mers Zeeén | ;.o

# Home . Financial Claim Partner

v  Cldim Cover v G

L Back o Bsi

General elements follow-up

Procurements follow-up

Contract ID Contract Type Contract Amount
123123A5D Fhoad price 100,000.00
1 Thme and malesias 50,000.00
1232 asd 10000

= Procurement

External contributions follow-up
g:"l:'ta":nruﬁﬂanlmlcn ! Source of Lagal status
University of Gant Pul

Testeystam Rev: 73305
Stage \ildsiad)  Index Numbsr: 2501-055 & unicaa & Regular Project Partner.
ects
Exp. Cutside Programime Area ! Reconclisiion and Subm
Currancy P Suppdiar Nams Commant
Procedurs Lsed
EUR Pume Universsest Gam Procurement is reiaiad i
=] a et County Coun
EUR asd a=d asd x
Contribution Typs amount {€) Date of Recalpt Comment
n-uind 1.000.00 09082016 Free leciures pravided o gain commean undersianding Sboul X000 a X

nterreg E
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=  Once a Contribution Source is added, the beneficiary can also upload a bank statement proving the

receipt of that contribution by clicking on the “Upload” symbol on the given line in the overview table
(see black arrow in the previous screenshot).

External contributions follow-up

Name of Onganiestion / Sourca ot
Contribution

Upload Bank Statements x

Universiy of San ilanding about 13X a x

TOTAL |

Q) setect || D Uploaa
== Coniriinlion Source

Document title Upload time Uploaded by

No documents uploaded yet.

LS

=  The pop-up window above will appear which allows the beneficiary to select and upload a PDF version of
the bank statement by respectively clicking the “Select” and “Upload” buttons (red arrow).

=  The bank statement will appear underneath as a line in the small table (black arrow), where the user can
also delete the document using the X button.

EEP User Guide: Financial Claims Beneficiaries - Update June 2017 - 10/43




C. Tab 3 — Expenditure: declaring & re-declaring project expenditure

Tab 3, the Expenditure tab, is where a beneficiary declares new expenses and re-declares excluded expenses
from previous claims.

=  As such, this third tab on expenditure is divided in two main blocks ‘List of expenditure items — current
partner financial claim’ and ‘List of previously excluded expenditure items’.

> Each of these blocks has got its main button “+ Expenditure” (red arrow) and “+ Redeclare Selected”
(black arrow).

. . Testsystem Rev: TRO0E
Active Project 4

1] |Le' I eu - Acromym: USAR (Initiation Siage Vahdated) Index Number: 2501-085 & |nload & Regular Project Pariner 2=

2Seas Mers Zeeén Dashboard | My Projects

# Home  Financisl Clsim Partner  Expenditure
=ments ! Expenditure v Exp. Outside Programme Area ! Reconciliation and Submission

List of Expenditure & List of Excluded

v Claim Cover v G

L Back to fist @C... of EITors

ltems

Expenditure declaration and details

B List of expenditure items - current partner financial claim

Filter
Eudget Line T Currency v Amount
Contribution

Work Package A Type - Payment Date
Search Term Contract 1D Please Seleot v Claim Code Fleass Sslect -’

Q, search % Resat

no expenditures for applied fiter found

= Expenditure
B List of pn xcluded expenditure items

Filter
Budpget Line Flease Select T Currency Flease Select - Amount
Work Package Flease Select T _?;;ﬁenbmlnn Flease Select - Payment Date

Search Term Contract 1D Please Select T Claim Code Please Select T
Excluding Body = Flease Sslect -

Q, search % Resat

no expenditures for applied fiter found

1. Declaring expenditure items

=  To declare expenditure one presses the “+ Expenditure” button in the first block ‘List of expenditure
items — current partner financial claim’, as shown below.

HiIltCIrcy m
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- THO05
Active Project Testsystem Rev: 7o

In ter reg ! Acromym: USAR {Initiation Stage Valdated} Index Number: 2501-085 A\ inload & Regular Project Partner 2+

2Seas Mers Zeeén Dashboard | My Projects

#& Home  Financial Claim Pariner E:xpenditure

" Claim Cover +  General Elements ! Ex penditure v Exp. Qutside Programme Area ! Reconciliation and Submission

1 Back to list @ Check for ermaors @ List of Expenditure & List of Excluded Items

Expenditure declaration and details

B List of expenditure items - current partner financial claim

Filter

Budget Line Please Select T Currency Please Select T Amount

Work Package | Flzase Sslect l T:;Pel” bution Flease Select v Payment Date

Search Term Contract 1D Please Sskect v Claim Code Plzase Ssleot v
Q Search X Reset

no expenditures for applied fitter found

=} Expenditure || 3 Delete selected

=  C(licking this button will make appear the pop-up window shown below in which the beneficiary shall
declare its expenditure. By completing the fields and clicking the “Save button” an expenditure item will
be saved in the Expenditure list by replacing the green bar in the previous screen by the expenditure
item just saved through the pop-up window.

Expenditure *®

Budget Line [ Please Select - ] Work Package Please Select -

Internal Reference

MNum ber Supplier Name

Invoice Mumber Contract ITDV Please Select A
0/ 100 characters |

Invoice Date Payment Date

Claim Code 2501-065_PP0Z_Claim005 -

Comment |
0 f 200 characters

Financial Details

Currency Please Select - Contribution Type Please Select -

MNet Amount 0.0 VAT 0.00

Gross Amount 0.00 Declared Amount 0.00
Save

interreg M
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=  Below all dropdown lists are opened, in order to show the possible options beneficiaries will be presented
with upon clicking the ‘Budget Line’, ‘Work Package’, ‘Currency’ and ‘Contribution Type’ dropdown lists.

[ =~ 2 T -~ - m—
|
Expenditure x
$
Budget Line Pleaze Select v Work Package Please Select - !

:('::nbe: Ref - BL1 Staff costs Supplier Name
843 Travel and accommedation
. BL4 Exxernal expertise and services
Invoice Number 8LS Equipment Contract 1D
BLE Infrastructure and works
Net revenue)
Invoice Date Payment Date
Claim Code 2S01-065_PP02_Clarm005 .
Comment ‘|
|
0/ 200 characters I
[
Financial Details
Currency Please Select . Contribution Type ‘ Please Select v !
Net Amount EUR - VAY | cash
Gep |_n-kind 7J
Gross Amount :ﬁy[: Declared Amount 0.00
{ ALL
AMD
ANG Save Cancel J
— { ADA )
ARS
AUD
AWG L for applea fker found

interreg M
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2. Modifying and / or deleting added expenditure items

Each number in the list below represents a button click available to the user, as shown in the screenshot below.

> Besides adding expenditure, the beneficiary has four options to correct their list of expenditure, before

submission, the beneficiary can either:

1. Modify expenditure items by clicking on the line, which will open the expenditure declaration window
again allowing the user to modify the fields as he pleases for that specific expenditure item.

2. Delete one single expenditure item by clicking the “X button” at the end of that line.

3. Delete multiple lines at once by ticking the box at the end of each of those lines (Arrow 3') and
subsequently clicking the “X Delete Selected” button (Arrow 32).

4. Delete all currently displayed lines by ticking the ‘select all’ box (Arrow 4') in the title bar after which
one should click the “X Delete Selected” button (Arrow 42).

Active Project

Expenditure declaration and details

B Listof expenditure items - current partner financial claim

Filter

Budget Line Please Select -

Work Package Please Select T

Search Term

Q == X Rese

Budpget Work
TR Package Intermal Reference Number
BL WP
BL Wi
BL: wer4 egative ammount
Page Items pes e 125

e Expa: e || 3 Delete selected

miternnr Ua - Acromym: USAR {Initiation Stage \akdated
2 Seas MEI'S zeeen Dashboard | My Projects
#& Home  Financial Claim Partner * Esxpenditure
v Claim Gover v  General Elements
1 Back to list @ Check for emors List of E

Currency

Contribution
Type

Contract 1D

Contract 1D

Index Number: 2501085

! Re Submi
Flease Sel - Amount
Flzass Sel= r Payment Date
Flease Sel= b Claim Code Flease Sslect A
Payment Declared Contribution 5
Date Currency e Type Claim Code

Testsystem Rew: 72005

[ ]
& Unload @ Regular Project Pariner 2+

HiIltCIrcy m
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3. Re-declaring previously excluded expenditure

This section is only applicable once a partner has amounts that were excluded by the Lead Partner, Joint
Secretariat or Certifying Authority (i.e. this second block on the third tab could become applicable only as from
the second Financial Claim).

> Below the first block called ‘List of expenditure items — current partner financial claim’ a second and
visually similar block ‘List of previously excluded expenditure items’ is available. The latter block can be
used to re-include the expenditure items that were excluded in previous Financial Claims.

- - Testsystem Rew: TERDE
Active Project stsystem Rev

miverns CB - Acronym: USAR (Iniistion Stage Vahdated) Index Number: 2501-085 A 1nload a Regular Project Partner 2-
2Seas Mers Zeeén

Dashboard | My Projects
# Home  Financisl Claim Psrtner * Expenditure
v O ! Expenditure Cutside Programme Area ! Re Submi
L Back to list of E Li ed |tem:

Expenditure declaration and details

B List of expenditure items - current partner financial claim

Filter
Budget Line A Currency Plea v Amount
Contribution

Work Packape A Type T Payment Date
Search Term Contract 1D T Claim Code Flea T

Q| s=arch XK Reset
=k Expenditure
B List of previously excluded expenditure items

Filter
Budget Line Please Select v Currency Please Select A Amount

s Eelent . Contribution [ .

Work Package ease Select Type ease Select Payment Date
Search Term Contract 1D Please Select M Claim Code Please Select M
Excluding Body Please Select A

Q| s=arch XK Reset

=  The beneficiary will be able to re-insert a previously excluded expenditure item in a similar fashion as the
deletion of expenditure items explained above, i.e. by selecting a (or several) line(s) and subsequently
clicking the “Re-declare selected” button. The more detailed procedure looks as follows:

1. The user can filter the list of excluded expenditure items, as per instructions under header 4. “Extra
functionalities” below. An additional filter called “Excluding body” is available too. The latter allows the
user to filter excluded expenditure by the excluding body (Lead Partner, Joint Secretariat or Certifying
Authority).

2. Select one (blue arrow 1) or several lines at once (blue arrow 12) as shown in the screenshot below.

HILCIIrcy m
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EEP User Guide: Financial Claims Beneficiaries - Update June 2017 - 15/43




A Home

Financial Claim Partner - Expenditure

v  Claim Cover v General Eements |+ Expenditure v  Exp. Outside Programme Area || ! Reconciliation and Submission

L Back to list @ Check for errors List of Expenditure & List of Excluded ltems

Expenditure declaration and details

List of

expenditure items - current partner financial claim €

[ List of previously excluded expenditure items €
Filter €
Budget Line Please Select r Currency Please Select v
Work Package Please Select v _?;;:ribution Please Select v
Search Term Contract ID Please Select v
Excluding Body | Please Select v
Q, search X Resst
Declared
B e S == s
currency)
BL4 WPE Portstream B\ 26/07/2016 EUR 510517 cash
BL4 WPE Portstream B.\. EUR 2631.75 cash
BL4 WPE Portstream B\, 24/07/2016 EUR 318.23 cash
BL4 WPS 20526149 05M11/2016 EUR 2117.50 cash
BL4 WPE Portstream B.\. 02122016 EUR 556.43 cash
Page 1 Items per page: | 25| 50 | 100 | 200 | show all |

+ Redeclare selected

Amount

Payment Date

Claim Code

Claim Code

2501-065_LP_ClaimDD1

2501-065_LP_ClaimDD1

2501-065_LP_Claim0D1

2501-065_LP_ClaimDD1

065_LP_ClaimD01

Please Select

Excluding Body
Iy

Joint Secretariat
Joint Secretariat
«Joint Secretariat
Joint Secretariat

Joint Secretariat

Total Validated
Amount by FLC

5

>

3. Once the user is happy with the selection of previously excluded expenditure items, he clicks the “Re-
declare selected” button to eventually re-include the selection of expenditure in the current financial

HiIltCIrcy
2 Seas Mers Zeeén

claim (black arrow).

A warning message will appear, prompting the user to confirm that the selected expenditure items must
be re-declared in the current claim. The user clicks “Yes” to confirm or “Cancel” to cancel the re-

declaration of the expenditure selection.

Redeclare Expenditures

in your current claim.

Do you want to redeclare the selected expenditures?

Please refresh the page (F5) to make the re-declared expenditure items show

v Yes | @Cancel

EUROPEAN UNION
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5. As described in the warning message, upon pressing F5, the user will see the selected previously
excluded expenditure items appearing as newly declared expenditure items in the block called ‘List of
expenditure items — current partner financial claim’.

6. Once previously excluded expenditure items have been re-declared, users will be able to modify and/or
delete those re-declared expenditure items as per instructions above under header 2 “Modifying and /
or deleting added expenditure items”.

4. Extra functionalities in the Expenditure tab to increase user-friendliness

This tab 3 — Expenditure also contains the following functionalities to increase user-friendliness. The
numbers in the list below represent the different arrows in the screenshot.

The user can download the list of expenditure in Excel by clicking the “List of Expenditure & List of
Excluded Items” button (red arrow). This file always provides the user with the most recent state of play.
For example, if the user has added or removed an expenditure item since the last time he downloaded the
Excel list of expenditure, this will show in the most recently downloaded version.

The user can collapse and expand the two main blocks in this tab by clicking the “-” or “+" button next to
their titles (black arrows).

The user can filter the full list of added expenditure items as he pleases. By setting one of the 9 filters or
multiple filters at once and subsequently clicking the “Search” button only the expenditure items
corresponding to the chosen filter(s) will be shown in the list view. For example, setting the ‘Budget Line’
filter on BL1 and the ‘Payment Date’ filter on 1/1/2016 will make the system return only those BL1
expenditure items with the payment date of 1/1/2016 assigned to them. Filters can be cleared by clicking
the “X Reset” button, which will bring the user back to the full list of added expenditure items.

Filtering the full list of added expenditure items could be useful when looking up specific expenditure items
before modifying or removing them.

The user can sort the list of displayed expenditure items by clicking on the title of a given column (this is
very much comparable to ‘Sort A to Z’ and ‘Sort Z to A’ in Excel).

The user can choose the number of expenditure items shown on one single page (orange arrow).
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D. Tab 4 — Expenditure Outside Programme Area

=  In Tab 4, “Exp. Outside Programme Area”, beneficiaries located INSIDE the Programme area are asked to
indicate, if applicable, the amount spent outside the Programme area by clicking the “+ Amount” button
(see screenshot below).

Active Project Tasteystom Rev: 73305

Interreg - Acronym: USAR (inidadon Sage\alldated)  Index Numibsar: 2501-055 & Unicad

‘ Regular Project Partner .
2 Seas Mers Zeeén

Dashboard | My Projects

# Home - Financial Claim Pariner - Exp. Outside Programme Area

w  Clam Caver ' Genral Bemerts || ! Expendiure «  Exp. Outekde Programme Area ! Reconcllalion and Submissian

tsacknnst|| [Bsave || cneckremos

Expenditure outside the programme area

Please click the below button to add expenditures cutside the programme arsa

e Amnount

=  Clicking that button opens a line in a simple table as shown in the screenshot below. The beneficiaries
located INSIDE the Programme area are asked to fill in the amount and the currency in which the
expenditure was incurred. And finally click the “Save” button.

=  Several of those lines can be added if expenditure outside the Programme area was incurred in several
different currencies.

i i Tastsystem Rev: 73905
Active Project
Interreg ! Acronym: USAR {nifaton Sage\alidated]  Indax Number: 2501-055 & Unigad & Reguiar Project Partner.

2 Seas Mers Zeeén Dashboard | My Prajects

#& Home . Financial Claim Pariner . Exp. Qutside Programme Area

«  Clam Caver ' Genoral Bements || ! Expendiure «  Exp. Outskda Programme Area ! Reconcllalion and Submission

tsacknmst|| [Bswve || @ cneotoremars

Expenditure outside the programme area

Amount Cumency
m meazeSaet - X
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E. Tab 5 — Reconciliation and Submission (to the FLC)
1. Overview

Tab 5, "Reconciliation and Submission”, is the final tab where the beneficiary sees an overview of the declared
amounts per BL and WP, totals per BL and WP as well as the grand total. The overview table displays the
declared expenditure calculated in EURO, automatically applying the official European Commission average
exchange rate of that month.

= In this final tab the beneficiary can export the claim overview in Excel by clicking the “Partner Financial
Claim Overview” (red arrow). This file always provides the user with the most recent state of play. For
example, if the user has added or removed an expenditure item using the third tab (see above) since the
last time he downloaded the Excel overview, this will show in the most recently downloaded version.

" v 79905
Active Project Tasteystam Rav TH90S

pnivernrn t:B - Acronym: USAR (nidajon Siage \Sidaed)  Index Number: 2501-055 & Unicad a Regular Project Partner 2.
2 Seas Mers Zeeén

# Home . Financial CI

'  Claim Cover ! Reconciitation and Submission

L Baxomst

Reconciliation and submission

Owverview partner financial ¢laim in EURD #» Exchange rates

Moot it olommma  oltedme WA e B aidems peliiee  Metmews  ALEICELE
WPD a.0a a.0a .00 a.oa .00 aoa 000 .00 L]
WP a.00 Q.00 .00 .00 Q.00 a.00 000 Q.00 000
wWe2 .00 0.00 Q.00 Q.00 0.00 .00 000 0.00 LX)
WP3 a.0a a.0a .00 a.oa .00 aoa 000 .00 L]
WP4 a.00 Q.00 .00 .00 Q.00 a.00 000 Q.00 000
WPS a.0a a.0a .00 a.oa .00 aoa 000 .00 L]
WPs a.00 Q.00 .00 .00 Q.00 a.00 000 Q.00 000
Total LX) 000 LX) LX) 000 LX) 000 000 LX)

Reconciliation between expenditure and activities, outputs and results

WP/
:ﬁ;"ﬂ:“- Howr does the declared expendibure par Work Packags relate to the project activities, produced cutpute and results to be achleved?
& results

WP
0/ 1,500 characiers
W

Q71,500 characters

WP2
0/ 1,500 characiers
WP3

Q71,500 characiers

WPL

0/ 1,500 characiers

WP5

Q71,500 characiers

WPs

0/ 1,500 characiers
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The following exchange rates have been applied for the declared
expenditures of the current partner claim.

Currency Exchange rate Last update
(Amount * Rate = EUR)

EUR 1.00000 01/08/2016

GBP 1.18737 01/08/2016

The shown exchange rates are rounded to 5 decimals and therefore

represent only an approximation of the exchange rates used to calculate the
amounts in the table below.

The exchange rates are provided by http://fec.europa.eu/budg/inforeuro.

2>

By clicking on “ @ Exchange rates” (black arrow in the screenshot above) a pop-up window will appear
providing detailed information regarding the applied exchange rates as shown in the screenshot below.
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2. Reconciliation between expenditure and activities, outputs and results

> Below the overview table, the beneficiary is obliged to connect expenditure to activities, outputs and
results. This is done per WP by filling in a field (red arrow below) in which the beneficiary is expected to
describe how the expenditure relates to the activities, outputs to be produced and results to be achieved.
The fields must be completed for all work packages of the project.

Reconciliation between expenditure and activities, outputs and results

WP/
Acthvities,
outputs
& rapults

How doss the dectansd sxpenditurs per Work Package ralate to the project acthities, produced cutputs and results to be achisved 7

WPD

WP

WpP2

WP3

WP4

WPS

'WPs

3. Final submission of a Financial Claim

=  If the beneficiary wishes to claim the declared costs, the user can submit the claim for verification to the
FLC by clicking the “Submit” button.
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A final warning pop-up window (as below) will appear where clicking “Yes” finalizes the claim and “No”
brings the user back to the editable open claim.

As the warning message suggests, this step is final. After having clicked “Yes" the Financial Claim will be
frozen: nothing can be edited anymore, yet the download buttons in tabs 3 and 5 remain available.

Submit Financial Claim Partner X

Yiou are aboawt 1o Submat the opened Ninandal cdaim Do the FLL.
LA Yo 'warnl 1o Coavliue

Please be reminded that a submitted financial claim cannot be
réverted.

W' Yo | @C:"_-_

Upon submission, the system shall automatically apply the exchange rates where required, using the
European Commission average exchange rate of that month for the currencies inserted by the beneficiary
when adding expenditure items.

CIrecy m
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F. What happens afterwards with the beneficiary’s claim in the EEP?

=  After a claim is submitted the dashboard of the project will look as in the screenshot below: the status of
the claim in the project dashboard (see ‘IV. Other EEP functionalities) has changed to “submitted to FLC".

. . Testaystem Rev: 79305
Active Project &
linwer reg B conymusam jrsemon g siamss insx Numbsr: 2501055 & Unioad & Regular Project Partner-
2 Seas Mers Zeeén Dashboard | My Projects
Project History Partner Claims o Dartner Clam
Ttk ‘ieralen Last Updats Clalm Code Status Laet Update
yhavershhsinl —= requiarprofeciparinen Egmal com
Application Form 2 S OTSED 2501-085_PPIZ_Clalm0a1 submitied fo FLC 03050015 1554
yhaversbhnsi ri
Application Ferm Annexes 1 s 12 . .
Prﬂject Users Agppilication Fonm {\arsion 2} & Modily Users
5
Notification Lattar 1 o
TF32016 16:10
Mumbsr Nama of nnn:émn In caiginal Emall Status
mkiation stag 1| retcmpgec
Hoogheamraadschap van Schidland en de N .
=} P —— yhaversmnnsini Actve
Document Center ¥ Downicad c Fifler FLC Hi rasdscnap van Scrisand en da I )
Q, crang= e i el e b LCLPUSAR BUsaLC0m Actve
Nama Elza  Craated on -
A2 Waalenkagen an Zeskanaal requarprjecipannen@gmaleom | Active
[F 1507 Loc_arminES par S321KE 21072015
m 1507 LoC_BHC.par kS 24772013 e Walerwegen en Zeckanaal quiciiesifiiesicom Active
[£) 1507 Lo ez patt STO3KE 22075 =
[£) 150721 AF contrmatian sheet pdt BE4MKE  2ANTAS PR3 SO AEER LS T AT Sz
[E 150721 Loc_srisx par 3THWES AR
- PR3 ARMINES requarprojciparnar2@gmancom | Active
[F 150721 Loc_wrTpar 3BEITHE  21TFANS
[F] 2015_05_11_USaAR_imtiaton mesting_Masting Reporlpdf  £28.39K8 18072015 i Westounry Rivers Trust FLCPRAUSARQUSE com Actve
[F1 2501-027_acranym_appscatonorm. pdt 172MB 03032015
FLC H ~ duncan.cochrans- .
[ 2501-055-USAR_CN Consalidated Reparlpdf OByles 140423015 oo s Srngriingsad Harbour Commizsimeans dystEmiiig.ca Active
[£] 2501-055-USAR_CN Final Recommendations Reporipd!  0Syles (7052015 =
= Brighilingsaa Harbour Cammisskaners FLCPPSUSAR usar com Active
[£} Appscation Form pr OByls 10072015 &
[Z Appacation Form par 435MB 21122015
[E] ARMINES - Letiar of Commitmen - Projel USAR.pdr S373INE Q222016
[F 5+c etier of commetmean par GA7INE Q2022016
[F] concep Nate 25 par OByles 18022015
[£] concept Nate FR_par OByles 18022015
[ concapt Nate NLpdr OByes 18022015
[F] ==rcummypar 127548 DAUS2016
[F] ==rcummypar 127548 DAUS2016
[ s Letiar of Commamen.par 3041145 Q2022016 v

=  The beneficiary is now to wait for the FLC who will need to verify the eligibility of the declared
expenditure.

=  Meanwhile, the beneficiary can start preparing a second claim. To do so, a new Financial Claim shall be
added by clicking the “+ Partner Claim” button.
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G.

After FLC verification: transmitting the verified partner claim to the Lead Partner

The beneficiary will receive automatic email notifications to inform the user that the FLC has finished
his/her verification work in the system. The partner financial claim is now ready to be submitted to the
Lead Partner.

In order to do so, the beneficiary shall enter the EEP and go once more to its recently verified claim. A
new tab will have appeared at the end: ‘Overview and Submit to LP’.

In this tab, the beneficiary user can see the partner claim figures as declared by him and as verified and
thus considered eligible by the FLC. An overview of this page can be downloaded in Excel, as well as the
List of Expenditure as verified by the FLC also in Excel format. Finally, the PDFs of the FLC Certificate and
FLC Checklist are available for download too. Downloading these files can be done separately or all at
once by selecting the wished option in the dropdown list and clicking the “Download” button in the upper
right corner (see red arrow in screenshot below).

In order to confirm that the beneficiary takes on the responsibility for the partner financial claim as well
as the liability towards the Programme Authorities and to submit the partner financial claim to the Lead
Partner, the beneficiary shall click the “Confirm Validated Claim” button (see black arrow in the
screenshot below).

ey 80 5
Active Project Testsystem Rev: 89425
mmiLernr cb - Acronym: SSEnt (Financial Claim in progress) Index Number: 2501-043 A \nioad a Alexander DETREMMERIE ~

2Seas Mers Zeeén Dashboard | My Projects | MSAssessment | JSAssessment | User Management

#& Home - Financial Claim Partner ~ Overview and Submit to LP

" Claim Cover General Elements Expenditure Exp. Outside Programme Area Reconciliation and Submission Overview and Submit to LP

4 Confirm Validated Claim ©  Aldocuments as zip v | ¥ Download

2 Seas Mers Zeeén

A warning message will pop up to remind the beneficiary about its obligations, also stating that the
current partner claim will be frozen upon successful submission to the Lead Partner and asking whether
the beneficiary wants to proceed. The partner financial claim will be transferred to the Lead Partner upon
clicking “Yes" (see screenshot below).

Confirm Validated Claim ®

By submitting your claim to the Lead Partner vou confirm that vou take on the
responsibility for this claim as well as the liability towards the Programme
Authorities.

After successful submission the current claim will become frozen.

Do you want to proceed?

v ‘Yes @ cancel
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IV. Lead Partners: creating a consolidated claim and submitting it to the JS

=  lLead Partner users will receive automatic email notifications to inform them when their partner
organisations have submitted partner claims to them once they have been verified by their respective
FLCs (for a ‘how to’, see explanations under header III — subsection G).
=  These partner financial claims will have to be gathered into one consolidated financial claim before
transmitting the full set of financial data to the Managing Authority / Joint Secretariat.
= In order to do so, the Lead Partner must click the button “+ Consolidated Claim” as shown in the
screenshot below. Please note that this button can only be seen by actual Lead Partners as consolidating
project expenditure is solely his/her responsibility.
Active Project Testsystem Rev: 89425
Interreg - Acronym: SSEnt (Financial Claim in progress)  Index Number: 2501-043 A \nioad a Alexander DETREMMERIE -
2 Seas Mers Zeeén Dashboard | My Projects | MSAssessment | JS Assessment | User Management
Consolidated Claims = Consolidated Claim
Claim Code Status Last Update

2501-043_
ConsolidatedClaim001

ceo@theplatform.org.uk

CeiledbycA 10/1/2016 1313

>

Clicking this button will result in a prompt in which the Lead Partner must click “Yes” in order to be taken
into the consolidated claim section which is explained in more detail below.

Create Consolidated Claim x

You are about to create a new consolidated claim.

Please note that this will automatically save a consolidated claim in the
database. Mo explicit saving operation is needed.

Do you really want to proceed?

v Yes @ cancel
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A. Tab 1 — Overview Current Claim

=  This tab contains read-only information: all partner financial claims included in the consolidated claim so
far (ordered per partner number), as well as the aggregation of this information on project level (at the
bottom of the page).

=  As indicated in the blue box above, it must be emphasised that newly submitted partner financial claims
will be automatically added here for as long as the consolidated claim is not submitted to the Joint
Secretariat. The EEP will ensure the new aggregation at project level automatically.

=  The full page is available for download in Excel by clicking the “Partners & Project Current Claim
Overview” button in the upper right corner as shown in the screenshot below. Obviously, the data shown
in the spreadsheet will depend on the moment one downloads it, as in the meantime an additional
partner claim may have been added to the consolidated claim. The spreadsheet however contains a date
and time stamp to avoid confusion in this respect.

Active Project Testsystem Rev: 89425
mniLverr ca ! Acronym: SSEnt (Financial Claim in progress) Index Number: 2501-043 & \nioad a Alexander DETREMMERIE ~

2Seas Mers Zeeén Dashboard | My Projects | MSAssessment | JSAssessment | User Management

# Home - Financial Claim Lead Partner - Overview Current Claim
v Overview Current Claim + Overview Cumulative Spending +  Exclusion Module +  Submission to JS

[#] Parners & Praject Current Claim Overview
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B. Tab 2 — Overview Cumulative Spending

=  This tab contains read-only information: the most recent cumulative spending figures, shown in different
dimensions as they are arranged by partner, work package, budget line, et cetera.

=  The EEP shows the most recently known information, which means it takes into account previously
accepted and paid claims, potential exclusions of expenditure, and the current partner financial claims.

=  The full page is available for download in Excel by clicking the “Partners & Project Cumulative Spending
Overview” button in the upper right corner as shown in the screenshot below. Obviously, the data shown
in the spreadsheet will depend on the moment one downloads it, as in the meantime an additional
partner claim may have been added to the consolidated claim, which will sort an effect on the cumulative
spending figures. The spreadsheet however contains a date and time stamp to avoid confusion in this
respect.

V- 80425
Active Project Testsystem Rev: 80425
mmiLeri c” _ Acronym: SSEnt (Financial Claim in progress) Index Number: 2501-043 A \nioad a Alexander DETREMMERIE ~

2Seas Mers Zeeén Dashboard | My Projects | MSAssessment | JSAssessment | User Management

A Home - Financial Claim Lead Partner - Overview Cumulative Spending
" Cverview Current Claim v Overview Cumulative Spending + Exclusion Module " Submission to JS

@ Check for errors Partners & Project Cumulative Spending Overview

= It is in this tab that the EEP automatically verifies compliance with the so-called ‘flexibility rule’ (see
Programme Manual, fact sheet 6 for a general understanding and fact sheet 8 for a more detailed
explanation, including an example).

=  Should the EEP show a red exclamation mark for this tab, then the flexibility rule is not respected. This
will prevent the Lead Partner from submitting the consolidated claim to the Joint
Secretariat, meaning that the Lead Partner is obliged to solve the flexibility rule violation
beforehand. (For an explanation on how to solve this issue, see subsection C on excluding expenditure
below.)

=  As always, clicking the “Check for Errors” button will show the Lead Partner user which overall partner
budget, work package budget or budget line has been exceeded. The concerned cells will be encircled in
red and a more detailed explanation will be given in the red box on top of the page, as shown in the
screenshots below.
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Active Project Testsystem Rev: 80425

. S : . s [ ]
miLernr E” ! Acronym: SSEnt (Financial Claim in progr Index Number: 2501-D43 & nioad @B Alexander DETREMMERIE ~
2Seas Mers Zeeéen Dashboard | My Projects | MSAssessment | JSAssessment |  User Management
# Home - Financial Claim Lead Partner - Overview Cumulative Spending
' COverview Current Claim ! Overview Cumulative Spending + Exclusion Module + Submission to JS
@ checkorerors || £k Erors @ Partners & Project Cumulative Spending Cverview

« According to the flexibility rule, partner PP6 cannot spend more than 120% of their approved budget
+ According to the flexibility rule, projects cannot spend more than 120% of total WP4 budgets as approved in the [ast AF.

CUMULATIVE AMOUNT VALIDATED SO FAR (PREVIOUSLY PAID CLAIMS + CURRENTLY VALIDATED BY FLC) @

partner  AbDlication Form - Total  Previously claimed & certified - Incertification process - Currentclaim(s)- Total  Total Eligible Costs 1o 100 EVONE " gernaining budget - Total
Eligible Costs Total Eligible Costs Total Eligible Costs Eligible Costs claimed so far = Eligible Costs
Lp 1,121,605.50 107,366.56 0.00 0.00 107,366.56 9.57% 1,014.238.94
P2 52408250 9,852.87 0.00 19,403.30 20,256.17 5.58% 40482633
pP3 744,079.40 6,046.72 0.00 0.00 6,046.72 0.81% 738,032 68
PP4 244,935.95 6,048.82 0.00 1475209 20,800.91 8.49% 224,135.04
PP5 153,866.10 5,058.50 0.00 0.00 5,058.50 3.29% 148,807.60
PPG 297,063.75 2,802.24 0.00 1,157,030.30 1,159,832.54 -862,768.79
TOTAL 3,085,633.20 137,475.71 0.00 1,191,185.59 1,328,361.40 43.05% 1,757,271.80

N B - B9
Active Project Testsystem Rev: 69425

miLerr es - Acronym: SSEnt (Financial Claim in progress)  Index Number: 2501-043 A | nioad a Alexander DETREMMERIE =
2 Seas Mers Zeeen Dashboard | My Projects | MS Assessment | JS Assessment | User Management

# Home  Financial Claim Lead Partner ~ Overview Cumulative Spending
+ Overview CurrentClaim | ! Overview Cumulative Spending «  Exclusion Module + Submission to JS

@ checkforerrors || &k Errors [£] Partners & Praject Cumulative Spending Overview

« According to the flexibility rule, pariner PP6 cannot spend more than 120% of their approved budget
» According to the flexibility rule, projects cannot spend more than 120% of total WP4 budgets as approved in the last AF.

SUMMARY OF COSTS PER WORK PACKAGE @

Previously claimed &

WP Number Application Form ey In certification process Current claim Total claimed so far % Spent Remaining budget

WPO 50,000.00 50,000.00 0.00 0.00 50,000.00 100.00% 0.00
WP 1,021674.95 23,801.90 0.00 10,887 .95 34,560.85 3.40% 986,985.10
wp2 576,261 65 84.94 0.00 8,536.17 862111 150% 567,640.54
wP3 526,349.60 0.00 0.00 0.00 0.00 0.00% 526,349.60
WP4 57177165 62,014.79 0.00 1,169,315.90 123133069 -659,5509.04
WP5 339,575.35 127408 0.00 244567 371975 1.40% 335,855.60
TOTAL ELIGIBLE 3,085,633.20 137,475.11 0.00 1,191,185.69 1,328,361.40 43.05% 757,271.80
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Tab 3 — Exclusion Module

This is the tab to be used by the Lead Partner to exclude certain expenditure in duly justified cases
(violation of the flexibility rule, suspicion of fraud by one of his partners, et cetera). Excluded expenditure
can be retrieved by the concerned partner(s) in the subsequent partner financial claim as explained in
chapter III, subsection C.

The Lead Partner can only exclude aggregated amounts, not single expenditure items3. The procedure to
be followed is explained below; the numbers of the different steps correspond to the arrows in the
screenshot.

In order for the Lead Partner to retrieve the amounts he is looking for, some filters are available. The Lead
Partner shall choose a value for one or several available filters and click the “Search” button. Conversely,
clicking the “Reset” button afterwards will cancel all filters. The example below already shows a filtered
view.

The Lead Partner shall select the line(s) he wants to exclude by selecting them at the end of the line(s). As
always, all visible lines can be selected at once by ticking the box in the header. Subsequently, by clicking
the “Exclude Selected” button, the selected aggregated amount(s) will be excluded from the consolidated
claim.

Excluded expenditure can be included again if need be. The procedure is similar as in point 2: the line(s)
must be selected, and afterwards the “Re-include Selected” shall be clicked.

ey 80425
Active Project Testsystem Rev: 89425

nmiLerr cb — Acronym: SSEnt (Financial Claim in progress} Index Number: 2501-043 A\ nload a Alexander DETREMMERIE ~

2Seas Mers Zeeén Dashboard | My Projects | MS Assessment | JS Assessment | User Management

# Home - Financial Claim Lead Partner - Exclusion Module

« Overview CurrentClaim | ! Overview Cumulative Spending +  Exclusion Module + Submission to JS

Exclusion of expenditure @

Filter €@

Budget Line Please Select A Claim Code 2501-043_PP0O6_Claim00z v

Work Package | WP4 v Status Please Select v

Q search X Reset

Budget Line 4 Work Package Amount Claim Code Status
BL1 WP4 1,002 640.00 2501-043_PP06_ClaimD02 INCLUDED
BL3 WP4 1,924.30 2501-043_PP06_ClaimD02 INCLUDED
Page 1 {tems per page: | 25 | 50 | 100 200 | show all |

LIRS

3 For information, when the Joint Secretariat and/or Certifying Authority exclude aggregated expenditure amounts following assessment of
the submitted claims, the exact same module is used and the very same methodology as described here is applied.
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D. Tab 4 — Submission to JS

=  This is the final tab with read-only information which is to be used for formal submission of the
consolidated claim to the Joint Secretariat. The different sections on this page contain guidance next to
their titles which further information on what is exactly shown in the tables and how to interpret them.

=  The Lead Partner can download here all partner financial claim documents at once or separately by
making the corresponding choice in the dropdown list and subsequently clicking the “Download” button in
the upper right corner (see red arrow in screenshot below). This may be kept in the Lead Partner’s audit
trail.

=  This download will also include a PDF overview of the current tab, which is available as a separate
download with the dedicated “Current Tab as PDF” button (black arrow). The overview will obviously also
change in function of excluded expenditure.

v 80425
Active Project Testsystem Rev: 89425

mmiLterll c” _ Acronym: SSEnt (Financial Claim in progress)  Index Number: 2501-043 A \nioad a Alexander DETREMMERIE ~

2Seas Mers Zeeén Dashboard | My Projects | MSAssessment | JSAssessment | User Management

#& Home - Financial Claim Lead Partner - Submission to JS
+  Overview Current Claim + Overview Cumulative Spending + Exclusion Module +~ SubmissiontoJ$§

Claim can be submitted starting 24/07/2017 until 31/07/2017 All documents v ¥ Download | @ Currenttab as pdf

| S

=  The consolidated claim, thus including all partner financial claims received up to that point and since the
last consolidated claim submission, can now be submitted to the Joint Secretariat. However, there are
only four periods during which the consolidated claim can be submitted to the Joint
Secretariat, which is in line with the rules laid down in the Programme Manual (see fact sheet 6):

24 - 31 January;
23 — 30 April;

34 — 31 July;

24 — 31 October.

O O O O

= It is not a problem if the Lead Partner carries out the consolidation work in the EEP outside these
timeframes — as stated above, the consolidation section is accessible at any given moment. The EEP will
in that case show a red error message that the consolidated claim cannot be submitted yet as well as
indicate what the earliest submission window is (see screenshot above).

=  Only during the four weeks mentioned above the “Submit to JS” button in the upper left corner will be
activated (blue arrow). Upon clicking it, a final prompt will appear which requires the Lead Partner to
click “Yes” in order to submit the whole set of financial data to the Joint Secretariat.
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Submit to 1S x

By submitting your consolidated claim to the Joint Secretariat yvou confirm that
you take on the responsibility for this claim as well as the liability towards the
Programme Authorities.

The submission of the consolidated claim to the 15 cannot be reverted.

Do you want to proceed?

v Yes @ cancel
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V. Other EEP functionalities

A. Exiting and entering the claim during the expenditure declaration process

= At any moment you can save your work by clicking the “Save” button provided on the tabs where
relevant and exit the EEP afterwards.

. . Testsystem Rev: TBROS
Active Project stsystem Rew

miterr e‘a - Acronym: USAR ({Initiation Stage Wabdated) Index Number: 2501-085 e oad & Regular Project Parmer 2~
2Seas Mers Zeeén Dashboard | My Projects
# Home  Financial Claim Partner * Exp. Outside Programme Area

¥  Claim Cover ¥ General Elements !

= Expenditure ¥ Exp. Outside Programme Area ! Reconciliation and Submission

L Back to list Esus @ Check for emors

Expenditure outside the programme area

Flease click the below button to add expenditures cutside the programme area

=  If there is no “Save” button your work is saved automatically by the system: the system will either show
a short message that an element was saved or the user will see for himself that elements were added
through saving data in pop-up windows.

=  As soon as the beneficiary wants to continue to work on the claim, the user can log back in and navigate
to the project dashboard.

= A line will have been added in the Partner Claims window every time the beneficiary adds a Financial
Claim with the “+ Partner Claim” button. From that moment onwards, its status will say that it is ‘open’
as shown in the screenshot below. By clicking on this line the user enters the opened claim again.

Active Project Testsystem Rev. 80215
miLeri cb - Acronym: USAR (Initiation Stage Validated) Index Number: 2501-065 A nioad a Regular Project Partner 2+
2Seas Mers Zeeén Dashboard | My Projects

Project History Partner Claims

Title Version Last Update Claim Code Status Last Update

yhavers@hhsknl FLCPPZUSAR@usar.com

Application Form 2 Al 2501.065_PP03_Claim001  Control work started S

Application Form Annexes 1 D;‘B;?ﬁm’zﬂ 2501-065_PP03_Claim002 Submitied to FLC reg“'amrg’éf&ﬁgg;‘;fﬁﬂm” com

Notification Letter 1 A 1610 2501-065_PP03_Claim003 SubmiteatoFLg | "eOularmraleciarier2@omal.com

Initiation Stage 1 R 2501.065_PPO3_Claim0na  Submitedtoflc  COUIAPIOEcbamners@amall com )
Concept Note 1 yhaversEalipak) 2501-065_PP03_Claim005 Opened reguiarprojectpartner2@omail com - g

14/02/201511:16 30/08/2016 15:58

=  The beneficiary is therefore not obliged to complete the process of opening a claim, declaring all
expenditure items and submitting everything to the FLC in one sitting. One can easily save, quit the EEP,
and continue later on.
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B. Changing passwords

The EEP will generate a random password for the user during the process of creating or activating an account.

If the user wishes to do so, s/he can change this password.
This is done through the following steps:

1. The user must click on his/her name in the upper right corner of the screen as shown

below.

W Active Project
miLerrs Ub H Acronym: UserGuideTest ( Submitted ) Title: Test CN to write User Guide
2 Seas Mers Zeeén Dashboard | My Projects

[ ]
@@ Alexander Detremmerie =

=  The following menu will be displayed:

@ Alexander Detremmerie =

Change Password
Profile

Log off

2. The user selects "Change Password” from the list.

=  Adialogue box will now pop up:

Change Password

Password policy

At least 8 characters long

At least one upper character

At least one number

At least one special character (1 " % & /() =7 +°

Old password

MNew password

Low

Confirm password

OK Cancel
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3. The user is requested to complete the following fields:

e 0ld password

¢ New password, fulfilling the password policy requirements as indicated in the screenshot above
e Confirm new password

4. If all password policy requirements are fulfilled, the user must click "OK” and a
confirmation message saying that the user’s password has been changed will appear.

C. Guidance in the “i” fields

Guidance on questions asked and information sought can be found in the o next to those questions.

The user can open these guidance bubbles by clicking on the o symbol. The following speech bubbles will

What are the common territorial challenges
that will be tackled by the project?

Flease describe the relevance of your project
for the Programme area in terms of common
challenges and opportunities addressed. The
commaon territorial challenges for the 2 Seas
area are analysed in chapter 1 of the
Cooperation Programme. You can find the full
text in the Programme's website.

appear when doing so:

These pop-ups contain questions and/or further explanation on what type of information is sought in a given
field to be completed.

Some general tips and tricks on how to use these pop-ups are provided below:

e  The pop-ups do not disappear when typing in text fields. Therefore, the user can formulate an answer to a
question or provide the required information on an expenditure item while reading the corresponding
guidance.

e  One can open as many i pop-ups as wished at the same moment.

e By clicking and holding the empty bar next to the , one can drag the pop-up to any place wished on
the screen.

e  The pop-ups can be closed by clicking
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D. Saving your progress

It is imperative that the user saves frequently in order not to lose any progress made since the last save.
Some general information on the “Save” functionality of the EEP is provided below:

e The “Save” button is usually the button at the far left in the button bar, regardless of the page displayed at

# Home  Concept Note = Partners  Edit Partner

! Project Summary ! Partners !  Project Description Owverview and Submit

Save @ Check For Errors + Mew Partner (' Back To List

any given time:

e When all goes well while saving, the EEP will display a message confirming that the user’s progress was
saved successfully:

©

Summary saved

This message will automatically disappear after a couple of seconds.

e A safeguard is built into the system if a user’s click would make the system switch between tabs without
having saved first.
In this case, the EEP will generate a warning message saying that the user has unsaved data:

¥ou have unsaved data, do you want to save the changes?

- Clicking ‘OK will save the changes and direct you to the new page.
- Clicking ‘Cancel’ will discard the changes and direct you to the new page.

Cancel

The system needs to know what to do with this data before moving to the requested page. The user can
either save the data or discard the changes by respectively clicking “*OK” or “Cancel”.

e On a final page where a task is to be submitted, such as on the Financial Claim’s tab 5 — “Reconciliation
and Submission”. If the user forgets to save and tries to submit he will get the following pop-up which
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prevents submission. This is to guarantee that the data submitted corresponds to the data the user had
just removed or added (if no such check would be in place the last known saved data would be submitted,
i.e. without the data the user had just removed or added).

Unsaved data ®

You must save yvour changes before submitting this page.

v 0K

e Last but not least, it is stressed again that the user should save very regularly by clicking the standard
“Save” button.

E. Checking for errors

The system has a built-in feature that is meant to aid the user in properly completing a step in line with the
requirements.

The “Check for Errors” button will help spot any element that blocks the submission of a task. These issues can
be manifold: empty fields, fields which exceed the allowed character limit, fields which contain words but
require numeric information, etc.

Some general information on how to use this functionality is provided below:

e  The “Check for Errors” button is always situated right next to the “Save” button in the button bar:

# Home ~ Concept Note ~ Partners  Edit Partner
! Project Summary ! Partners ! Project Description Cwerview and Submit

Save @ Check For Errors -I- Mew Partner (- Back To List

e Clicking this button will generate on the top of the screen a list of errors to be rectified in order for the

Project Summary

save | @ CheckForEnors || & Enors sz [0 =

= Acronym is required. x
= Title is required

= Overall objectiv
« Main outputs is

« Cross-borderapproach is required
* Whatis new? is required.

user to be able to eventually submit:

& Errors

e This list can be hidden and shown again by clicking the button that has now appeared in
the button bar or by clicking the X in the top right corner (cf. screenshot above).
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e In addition to the list of identified errors, the system will also visually indicate which fields these errors
relate to. These fields will be circled in red:

Part A - Concept Note Summary

A1 Project identification

Acronym €} l

Title

01250 characters

Lead partner
Project duration Start date

]

Total N° Months

e In most cases, the user can save his/her progress even if there are some errors present in the current
version. This feature was added so that users could easily log out of the system and continue filling in later
on.

For example, the text field in the screenshot below largely exceeds the allowed character limit. This text
can be saved nevertheless. But if the user clicks the “"Check for Errors” button, s/he is notified of this error
and the relevant field is circled in red.

+ The field Common challenge is invalid

A.2 Project Summary €

Common challenge o Lorem ipsum dolor sit amet, mei ut debitis denique. Stet antiopam vis ex, qui ex graecis urbanitas assentior, reque dolor sed eu. Augue labore verterem eum et, cu his |atine facilis
forensibus. Vel volumus percipitur in, cu solum splendide his. Est ex possim prodesset, exillum omnesque disputationi sea.
Lorem ipsum dolor sit amet, mei ut debitis denique. Stet antiopam vis ex, qui ex graecis urbanitas assentior, reque dolor sed eu. Augue labore verterem eum et, cu his |atine facilis
forensibus. Vel volumus percipitur in, cu solum splendide his. Est ex possim prodesset, ex illum omnesque disputationi sea
Lorem ipsum dolor sit amet, mei ut debitis denique. Stet antiopam vis ex, qui ex graecis urbanitas assentior, reque dolor sed eu. Augue labore verterem eum et, cu his |atine facilis
forensibus. Vel volumus percipitur in, cu solum splendide his. Est ex possim prodesset, exillum omnesque disputationi sea.
Lorem ipsum dolor sit amet, mei ut debitis denique. Stet antiopam vis ex, qui ex graecis urbanitas assentior, reque dolor sed eu. Augue labore verterem eum et, cu his latine facilis
forensibus. Vel volumus percipitur in, cu solum splendide his. Est ex possim prodesset, ex illum omnesque disputationi sea

1,223/ 600 characters

e However, in other cases, the user cannot save before completing some absolutely essential fields. For
instance, in the screenshot below, the system refuses to save until the user has completed the “Acronym”
and “Title” boxes. Corresponding errors are displayed upon clicking the “Save” button, while the concerned
fields are circled in red.

Save @ checkForErmors | £ Errars ss 1 =

« Acronymis required
+ Title is required

Part A - Concept Note Summary

A.1 Project identification

Acronym € [ | ]

Title

017250 characters

interreg H

EUROPEAN UNION

2 Seas Mers Zeeén
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e The “Check for Errors” functionality is dynamic in the sense that it will help users in a different way
depending on the progress they have made on the page they are on: the functionality checks the possible
errors on the page where the button is clicked.

F. User management by the Lead Partner

The Lead Partner is capable of and should create additional users for a given project in order to provide his
project partners with EEP accounts in order for them to declare project expenditure, access the document
centre, et cetera.

The process is as follows:

1. The user clicks on “Dashboard” on the top of the screen. An overview of the project the
user is currently working on will be displayed, as shown in the screenshot below:

¥ Active Project
mnmiLerI Us ! Acronym: TEST 06/01/2015  Index Number: 2501-002 & Interreg Admin +|

2Seas Mers Zeeén Dashboard | My Projects | User Management

Project HiStOfy Project Users Concept Note (Version 1) |E| Modify Users
Title Version Last Update Number Name of organisation in original language Email Status
Concept Note 1 interreg@gecko.de - 06/01/2015 15:10:39 LP interreg@ugecko.de Active

2. The project users are displayed at the right side of the page. To add one, the user must
click “"Modify Users”.

=  An overview of all project users is displayed:

A Home  Modify Users

o= niew User

Project users for project "TEST 08/01/2015", version 1

Number Name of organisation in original language Email Status

LP interreg@gecko.de Active 4

interreg M
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3. To add a user, one clicks the "+ New User” button in the upper left corner of the page as
shown in the screenshot above.

= A dialogue box will now pop up:

Add User x
Partner Please select |E| ‘
Role Please select
Email

Add User Cancel

4. The user fills out the requested information.

The Lead Partner selects the concerned project partner and shall provide a valid email address before
eventually clicking the “Add User” button.

5. The newly added user will receive an email in his or her inbox (or spam folder) with an
activation link. Once s/he has clicked this link, his/her account will be activated and s/he
will be able to access the project for which they were granted access by the initial user
with the login credentials provided by the system.

EEP User Guide: Financial Claims Beneficiaries - Update June 2017 - 43/43




