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1. INTRODUCTION

1.1 PURPOSE OF THE DOCUMENT

The purpose of this document is to assist Beneficiaries of the Hungary-Slovakia-
Romania-Ukraine ENI CBC Programme 2014-2020 in preparing, submitting and
managing Beneficiary Reports (hereinafter referred to as BRs) in the INTERREG+ IT
system.

The document presents the steps and rules of preparation and submission of BR in a
process-oriented illustration.

1.2 WHO IS THIS DOCUMENT FOR

This document is for the Beneficiary who are required to report their progress on a
Beneficiary-level as set forth in the Project Part.

1.3 ACCESS MANAGEMENT

The Users can access INTERREG+ IT system in order to manage BRs of the Project
Part at the link provided here: https://huskroua.interregplus.eu.

1.4 USER ACCOUNT

The User profiles in the INTERREG+ IT system are managed in so-called User accounts,
where each User have their roles assigned, which determines what the User can do in
the system and what modules they can use. A Front office User may have only one or
several project parts assigned to, where they can manage tasks regarding Beneficiary
Reports. User can only edit and view Beneficiary Reports for the Project Part of which
they are assigned to.

For specific rules and policy on user management, please refer to the User Manual for
Lead Beneficiaries and Beneficiaries of User Management Tool for INTERREG+ IT
system document available on the official Programme website.

User Manual for Interreg Hungary-Slovakia-Romania-Ukraine ENI CBC Programme 2014-2020
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2. GENERAL REMARKS

In this chapter those functions are presented, which work exactly the same way
independently of which form or screen they found on.

2.1 THE BENEFICIARY REPORT MAIN MENU AND HEADER

The Main Menu is set in the left side of the Header (Fig. 1); in here the Beneficiary Report
and the Project Data menu can be found; whereas in the right the User Account menu
access, the Sign-out button and the Messages menu are located. (Fig. 2).

= INTERREG:: wosom %

as
m

i

1. Figure: INTERREG+ Beneficiary Report header

HUSKROUA x

Legend: Overview map of the HUSKROUA counties/regions

2. Figure: Main Menu

Under the Beneficiary Report menu item the Beneficary Report management can be
accessed, under the Project Part View menu item the Project Parts can be viewed in
detail (e.g. Contact persons, Budget, Documents, etc.). In the User Profile menu the
User’s credentials, such as password can be maintained. In the Messages menu the
User can manage their messages or send new messages to other Users.
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2.2 THE “ACTION’ BUTTONS

The ,action buttons” are to manage the BR under preparation can be find at the bottom

of the screen; they are always visible:

< Validate  x Cancel & Generate & Task comment v Continuelater > Drop  » Send for signing

3. Figure: The ,action” buttons

e The Beneficiary Report form (in pdf format) can be generated at any time in the
recording process by pressing the Generate button, on which a “DRAFT”
watermark is printed. The final BR document is generated automatically when the
BR submitted to Back Offife.

e When the Users press the Validate button, the system checks if all the required
fields have been filled in and if the built-in rules have been complied with. If an
error or defect is detected, it is listed in the error message showing up at center
top of the screen. If all mandatory field are filled and all rules are coplied with,
confirming messages would appear.

e To save the recorded data and leave the BR (close the window) click Continue
later. By doing so, all data will be saved with no validation running. The Users can
return to BR from the Beneficiary Report list screen by clicking the Continue
button after selecting the BR in question.

e By pressing the Drop button, the report is deleted, but it remains viewable and its
status is "Deleted". Note, a droped BR cannot be restored!

e By pressing the Send for signature button, the process will proceed to the next
step. The validation will run automatically and if the program does not detect any
deficiency, the task moves to the Signatory User’s task list; the BR is no longer
editable to the Recording User.

e By clicking on the Cancel button, all recorded and unsaved data will be lost and
the BR returns to the last saved state.

e The Exchange rate refresh button will become active if during the BR recording
the exchange rates have changed and there is at least one invoice recorded. The
BR cannot be sent for signature until the exchange rates are not refreshed.

e The BR refresh button will become active if there is a modification implied which
affects the given project part. Until the BR refresh does not happen, the BR cannot
be sent for signature.
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2.3 THE ‘FUNCTION’ BUTTONS
The so-called function buttons are those, which always call the same functions:

e the K (+) button always initiates a new form generation, such as an Invoice, or
Tender, or Revenue form;

e the (View) button initiates the viewing of a selected list item (e.g. an Invoice
form, an Activity form, etc.);

e the 4 (Modifiy) button initiates the modification of an already existing list item
(e.g. an Invoice form, an Activity form, etc.);

e the - (Delete) button deletes the selected list item; Note, if an item is deleted it
can no longer be restored!;

1
e the ™ (Upload) button initiates a pop-up communication panel where the User
can either browes among the files on the computer or just simply drag and drop
even multiple files at once; the upload button is usually placed in forms;

= INTERREG Benahiary Report seach T ) T D=

Upload file(s)
Project Part 1D Reporting periods
KR RPY

Beneficiary

4. Figure: Upload file(s) communication panel

e the o (Download) button allows downloading even multiple selected files from
the list once

the ] [x] (Export to) buttons initiates exporting the content of the list screen
into the selected format (xIsx, docx, pdf). Note that using the function would export
the visible content of the screen list, if a screen is expandable remember to expand
it, otherwise the hidden content will not be exported!

e bythe o (info) button the details of a field can be viewed, such as a Contract on
the Invoice form
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3. BENEFICIARY REPORT

The purpose of the INTERREG+ Beneficiary Report (BR) Front Office interface is for
Beneficiaries to prepare and submit their reports on their commitments under the
contractof the project part concerned.

The steps to submit a new BR are summarized in the figure below:

N

Back to modification

Normal validation
Simple validation

Record Send for signing

&=
Record BR data

Drop

Ilore sign

5. Figure: Recording workflow

1. BR Recording: Recording Users are authorized to record BRs

2. BR E-signing: After recording, the Signatory Users specified in the Project Part
are entitled to endorse (E-sign and submit) or return back to modification (Back
to modification) the BRs. They cannot edit BR data. After the last signatory
endorsedment, the BR is submitted and added to the Back Office interface.
The BR submission is the condition of all the Signatory Users’ e-signature of
the Project Part.

3. BR verification: After submission, the BR will be verified by the project
controllers/auditors in the INTERREG+ BR Back Office interface. The
Beneficiary User is notified of the status and result in the Front Office interface,
and system generated e-mail is also will be sent when the status change
concerns the Beneficiary.

4. BR reverification: an already approved BR can be re-verified, if needed, e.g.
due to irregularities observed during inspection on the project location,
changes of legislation for the favor of the Beneficiary, etc. In the event of a
request for reverification, the original BR with the BR number of x is closed,
and at the same time a new BR is created with the same data and the BR
number will be x.1.

BRs are status-managed allowing the User to keep track of the progress of submission
and also the verification of the BR.

User Manual for Interreg Hungary-Slovakia-Romania-Ukraine ENI CBC Programme 2014-2020
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3.1 RECORDING NEW BENEFICIARY REPORT

The submission of a new BR can be started from the Main Menu under the Beneficiary
Report menu item. Previously submitted BRs are also listed listed here. Users can only
edit and view BRs the Project Part of which they have been assigned to as Recording
and/or Signatory Users.

= |INTERREG: wo0n (osy; AT

S ® ® Funddnecords + B e

6. Figure: Beneficiary Report list
The main rules for BR creation are:

e Recording of a new BR for any given reporting period can only be started if the
previous BR has been submitted, ie with the status Submitted.

e Only one BR can be edited at a time unless a BR has been returned for
completion.

e Another BR cannot be submitted for verification until the BR previously submitted
one is verified (Approved / Rejected / Closed without verification status).

e The BR has to cover a whole reporting period, it's not allowed to submit to
fractional period, but it's allowed to merge periods.

e IfaBRisrejected, a new BR (with a new BR ID and serial number) can be created
for the associated reporting period.

e The number of deleted BRs will be reassigned.

3.1.1 Starting a new BR recording

For starting a new BR, click the (+) button, as a result a communication panel pops in,
where the fundamental parameters can be set for the new BR. Here the project part (if a
User manages reports of more than one project parts) and the reporting period(s)
(hereafter referred as RP) can be selected When selecting a predefined RP the start and
end dates are automatically filled, however the end date can be modified if needed to
create assymetrical period.

User Manual for Interreg Hungary-Slovakia-Romania-Ukraine ENI CBC Programme 2014-2020
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= INTERREG™ Reneficiary Report search HUSKROUA % % = oF I3 =m0 o
~ Rlters Beneficiary Report - New ®
Only submitced
BR Number Project Part ID *
O ® @ MNorecordsfound + Reparting periods + W x [=
Reporting periods -
BR start date BR end date *

v Validate X Cancel

7. Figure: Beneficiary Report — new

Periods for which a report has already been made are not displayed in the Reporting
periods dropdown selector. Reported periods must be continuous and must not overlap.
The system supports submitting a BR covering a subperiod or an interim period, but the
start or end date must coincide the start or end date of a predefined reporting period.

By clicking the “Continue” button, BR datasheet generates, where the BR data can be
recorded.

= |INTERREGr: Beneficiary Report search HUSKROUA X ~ % f I3 mo skreg

Beneficlary Report - Under preparation )
Project Part ID Reparting periods * BR Number BR start date BR end date * Final Beneficiary report
HUSKROUA/1702/7.1/0063/LB RP1x X 1] 011012019 30/09/2020( i ]
Project Acronym Project title Start date of project  End date of project
CGTN Cross-border green transport network 01/10/2019 30/09/2020
Lead Beneficiary Beneficiary Contact person Status
Vikonavel] komitet Ivano-Frankivskoji miskol radi Vikonaveij komitet vano-Frankivskoji miskol radi Ihor Popadyuk Under preparatio

mkhiwmanu Procurements Invoices Activities Revenues Budget Cost Sources of Funding History Documents

Reported amount

Total reported amount

0,00

Accepted amount by NAJA

Total accepted amount by NC/A Accepted amount by NC/A - EU contribution Accepted amount by NC/A - National contribution Accepted by NC/A - Own
0,00 0,00 0,00 0,00

Accepted amount by JTS

Total accepted amount by JTS Accepted amoun t by JTS - EU contribution Accepted amount by TS - National JTS - Own i
0,00 0,00 0,00 0,00

Incame comment Date of state contribution contract

v Validate  x Cancel &' Generate (& Task comment v Continuelater > Drop  » Send for signing

8. Figure: Creating Beneficiary Report

The main details of Project Part are automatically displayed at the top of the screen, in
the BR header. It is still possible to edit the BR end date and Reporting Periods, to
accomodate the User if changes have arisen since the commencement of BR recording.

Final BR selection is automatically made for the last report, if previous BRs have been

submitted and the end date of that BR coincides the end date of the last Reporting Period
(and the Project).

User Manual for Interreg Hungary-Slovakia-Romania-Ukraine ENI CBC Programme 2014-2020
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3.1.2 Main data

Under this tab (the first on the tab header), the most important information of the given
BR is found, such as financial information on Reported and Accepted amounts. As long
as the BR is under preparation, the Total reported amount cell continuously fills in by the
total amount of the invoices added by the User. Distribution among the sources of funding
(i.e. ENI, national, and own) is not shown, only after the BR is verified by the NC/A. Once
the BR is verified by the NC/A and/or the JTS, the cells of Verified amount by NC/A and/or
Accepted amount by JTS section will also be filled by the relevant values.

= wa 3eneficiary Report search HUSKROUA X ~ F I3 =mo «
= @ AN

Beneficlary Report - Under preparation

Project Part ID

Reporting periods * BR Number BR start date BR end dats * Final Beneficiary report
HUSKROUA/1702/7.1/0063/LB RP1x X v 019 30/09/20201 ]

Project Acronym Project title Start d project End date of project
CGTN Cross-border green transport network 0111012019 30/09/2020

Lead Beneficiary Beneficiary Contact person Status

Vikonaveij kamitet vano-Frankivskoji miskol radi

Vikonavéij komitet ivano-Frankivskoji miskoi radi Ihor Popadyuk Under preparatios

mkhiuﬂm!nu Procurements Invoices Activities Revenues Budget Cost Sources of Funding History Documents

Reported amount

Total reported amount

0.00
Accepted amount by NAJA
Toral accepted amount by NC/A Accepred amoun: it by NC/A - EU contribution Accepred amount by NC/A - National contribution Accepred NC/A - Own
0,00 0,00 0,00 0,00
Accepted amount by JTS
Total accepted amount by JTS Accepred amoun: t by JTS - EU contribution Accepred amount by JTS - National JT5 - Own
0,00 0,00 0,00 0,00

Income comment Date of state contribution contract

« Validate x Cancel

& Generate @ Task comment v Contnuelater > Drop  » Send forsigning

9. Figure: Main data
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3.1.3 Achievement

= 2945
E IN T E R R E G :: Beneficiary Report search HUSKROUA X ~ :IE Es BER0 ol

Beneficiary Report - Under preparation ®
Reporting periods * BR Number BR start date BR end date *

UA partner (Official name of the Partner)

Activities Revenues Budget Cost  Sources of Funding History Documents

[ [x] (5]

~ Validate % Cancel

+ Checklist &) Generate @ Task comment ¥ Continue later > Drop » Send for signing

10. Figure: Achievements

The Achievements tab displays the questions assigned to the Beneficiary concerning its
Project Part. By selecting an item from the list and clicking on the Modify button, a
communication panel pops in, where the User may record the answer. Once the
modification is made, the recording has to be finalized by the ‘Save’ button.

= |INTERREGX Benefciary Report search HUSROUA % - . R me o

Achievements - Modify ® ®
~ Seq.no. eneficiary report -
HUSKROUA/1702/8.1/0198/LB

Project Pare ID

b | 1
Project Acronym ~ Key Aspect

Acronym Acronym Acronym Acrony ————
Lead Beneficiary '

UA partner (Official name of the Partner)

Meain daca - iy Bl EEEEE Ero

a

f preparatic

O ® @ Found1 records =z

« Validate x Cancel « Validate X Cancel

slater > Drop  » Sendforsigning

11. Figure: Achievemets — modify
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In the lower part of the communication panel the given Achievement’s history can be
seen, where answers of the given Achievement are from the previous BRs. The history

aims to ease overlooking the progress of an Achievement.

3.1.4 Procurements

29:30

= INTERREGTF: Beneficiary Report search HUSKROUA X @ E\E Es =0 ol

Beneficiary Report - Under preparation
BR Number BR start date

®

Reporting periods * BR end date * Final Beneficiary report
RP3X RP4X .

w x] [2

Duration of the contract (m___

Date of Decision

Type of Procedure Start date of procurement

ddddd

~ Validate x Cancel o Checklist  §) Generate @ Task comment * Continue later > Drop » Send for Signing

12. Figure: Procurements

Use the add (+) button to add a new Procurement to the report. Procurements recorded
in previous BRs will also appear, however Procurements can only be deleted and edited
in the BR they are created, before it is ever submitted. Procurements can be assigned to
Invoices. Procurements launched in the respective reporting period without finalizing
shall also be added. However, it is possible to comment on the Procurements recorded

in the previous BR by pressing the Modify button.
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Beneficiary Report / Procurement - New
Project Part ID.

HUSKROUA/1702/8.1/0198/L8 ]

Contract Numbar * Subject *

Type of Procedurs * . nal Beneficiary report

2507
= | N T E R R E G :: Beneficiary Report search HUSKROUA X . E‘E ﬁ B0 fol
—
®

Project Acronym
Acronym Acronym Acronym Acrony

]Snrldau of pr + Data of Decision * Date of Contracting *

Lead Beneficiary

UA partner (Official name of the Partner)

Main data  Achievements m Name of Contractor *

O ® @ Found3records + B [#

] Contracted Net Amount in Original Currency * Currency *

Comment

Contract Number

| Procurement plan ID * Duration of the contract (month) *

ctrilcontr subj

> seeececece 24
111 55555 Type of contract * Description of itams to be purchased * seeeececee.. 24
ddddd 555555555555 2eeeeeeeee... 4

Contracted net amount in EUR *

> Filters

S ® @ @ © MNorecordsfound ™ X E

File name Creation date v Created by Version

Generated

« Validate % Cancel @ « Validate x Cancel tinue later

> Drop  » Send forsigning

13. Figure: Procurements— modify

A Procurement within a given BR can only be deleted if it is not linked to any invoice. In

case of a Procurements change, the Procurement data of the related account is
automatically updated with the modified data.

3.1.5 Invoices

— INTERREG®: Beneficiary Report search HUSKROUA X v @ EE Es =0 23:15

Beneficiary Report - Under preparation

®
Project Part ID Reporting periods * BR Number BR start date BR end date * Final Beneficiary report =
HUSKROUA/1702/8.1/0198/LB RP3IX RP4X X 4 || m11/2019 20 =
Project Acron Project title Start date of project  End data of project
Acronym Aci Acronym Acrony roject tide, Project title, Project title, Project ntle, Project title, Project ¢ | | 01/01/2019 31/12/2020

Lead Beneficiary

UA partn

Beneficiary Contact person Status

ficial name of the Partner) UA partner (Official name of the Partner) Kickckkkkk ek bk ek ke ik ke kkkkekkkekekkkkk | | Undier preparatl

Main data  Achievements Ilrocurem!nrsﬂl:lhliil!s Revenues Budget Cost  Sources of Funding History Documents

S ® @ Foundlrecords + * B Addinvoice

Budget heading - Budget line Budget item

Invoice number

Description

Supplier name . Performance d_ - Reported Amo_ - Currency

Exchange rate Reported Amo__ - Accepled amo.

3-Equipment a... 3.1 -Purchase ... 3.1.1 - rrrrremT...

Supplier! 500,00 EUR

« Validate x Cancel

o Checklist g3 Generate ¢ Task comment ¥ Continue later > Drop » Send for signing

14. Figure: Invoices
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Beneficiary Report search

HUSKROUA X v

28:47
o
= L o o

EcjecHRaEiD) R Invoice number *
[ HuSKROUAN 702/8.1/0198/L8 | §

Project Acronym

[(Acronym Acronym Acronym Acrany |

Lead Beneficla Contract number

[ UA partner (Official name of the Partner) | .

Deseription
Maindata _Achievements _Procurements [{1]

Issued *
@ Found 1records + =z @ A

a
(o}

Budget heading . Budgetline [N Budget heading

Beneficiary report invoice - New

supplier name * Multiply Info box

Subject Type of procedure

Performance date Pald on

Budget line

®

VAT Reclaimer AGID*

3-Equipmentan. 31-Purchaseor . 3.1.1- et

|| ves

Currency *

Comments of the Control Body

_ Different exchange rate

NET Amount

VAT Amount

Gross Amount

Reported Amount

Amount In selected currency * Amount In EUR

| Final Beneficlary report

U
[] Under preparation

W X [=

Project Part ID
[ HUSKROUA/1702/8.1/0198/LB

Project Acronym
[ Acronym Acronym Acronym Acrony

Lead "

[UA partner (Official name of the Partner) ‘

R
] I Accepted amount by |TS

N d amount by JTS

Main data  Achievements Pn:cllremen(s Comments of the LB/B

e}

O ® @ Foundlrecords + [2 @ A Reason of deduction

Budget heading Budget line Budget item [l

| Justlficatlon of deduction

3 -Equipmentan... 31-Purchaseor . 3.1.1-rrrrrrr|

Under Judiclal procedures

Comment on completion

[» Fikters |
S ® ® @ © Norecords found Fa Wl
File name Title Creation date 5 Subject Created by Version Generated

v Validate ® Cancel

« Validate

X Cancel

Accepted amount by NC/A Checked [
Non-accepted amount by NC/A
v Validate  x Cancel BB i x Gl v Conunuelster > Drop  » Sendfor signing
15. Figure: New invoice 1.
28:08
[ .
= |INTERREGT: Beneficiary Report search | HuskrouA  x ~ | . =LY o o
Beneficiary report invoice - New ® ®

+ | Final Beneficlary report

|
Status
) (Gnder preparation
W

500,00

v Continuelater > Drop b Send for signing

16. Figure: New invoice 2.

Use the add (+) button to add a new Invoice to the report. By the (+) button an invoice
form pops up (Fig. 16-17). Note that invoice can be edit only until BR submission; after a
BR is submitted neither the invoice nor its content (e.g. uploaded documents) cannot be

User Manual for Interreg Hungary-Slovakia-Romania-Ukraine ENI CBC Programme 2014-2020
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modified or deleted; except for those, which are sent back for amendment during the
verification process.

The Add invoice button can be used to add invoices to the given BR from the previously
recorded BRs, only those invoices appear on the list, which have not yet been fully
accounted for. An invoice can be submitted throughout multiple BRs, until they are fully
accounted for. If an invoice is selected from the list of Add invoice, its details will be
filled in automatically, and the Reported amount field will be filled in with the not-yet-
settled amount. This automatically filled in Reported amount can be edited.

In case of an invoice already being partially settled, the related Project Part and BR ID
will be displayed (including the BR under preparation) in the Multiply Info box field (see
in Fig. 1.). Invoices of Deleted and Rejected status do not considered as partially settled
or once-reported, thus they do not appear in the Multiply info box.

Beneficiary Report search HUSKROUA

Beneficiary report invoice - New ®

----- . Reporting Pel |,,51ce number Suppller name Multlply Info box
| RR3x RPA (. cunnlier]? HUSKROUA/1702/8.1/0198/LB - BR

ell supplieriZ

17. Figure: Multiply info box

In the Contract Number field on the Invoice form, the User can select the contract number
associated with the invoice from the contracts being recorded on the Procurements tab.
If “Not relevant” is selected in the Procurement field, the Contract field is inactive. The
details of the selected contract can be viewed by the info button.

When recording an invoice, the Budget fields must be filled in. Only Real Cost line items
can be invoiced in the Budget fields. Technical invoices are automatically generated for
Flat Rate lines (i.e. 7. Administrative costs).

The exchange rate is calculated based on the actual exchange rate of INFOREUR,
however, the Users can enter a unigue exchange rate by clicking the Different Exchange
Rate check box.

Amounts of the invoice need to be filled in by the User, however the Gross Amount is
automatically calculated.

The Users must upload at least one supporting document to the Invoice. However, until
the content is not validated the upload button is not active; the system runs a validation
by clicking on the Save button, and sends a warning message of document upload
necessity.

Under Judicial procedures
urement

.
| e W
Budget i u.. . Accepted amou.
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18. Figure: Document upload reminder

Once an Invoice is recorded, its details can be edited by the Modify until the BR is not
submitted. However, the Invoice number and the Supplier name can only be edited by
the Main data modification button.

2946
= INTERREG?: Beneficiary Report search HUSKROUA X + § & Iy =m0 skeem
Involce / Main data modification ® ®
Project Part ID Reporting periods * rt date BR end date * Final Beneficiary report o
Invoice number *
HUSKROUA/1702/7.1/0063/LB RP1x (4 2019 30/09/2020 B
q oo
Project Acronym Project title = | o late of project __ End date of project
CGTN Crossiborder green °PP!°" "™ w2019 30/09/2020 |
Lead Beneficiary Beneficiary L | ¢t person Status
Vikonavéij komitet lvano-Frankivskojl miskol radi Vikonaveij komitet iy v Validate x Cancel Popadyuk | | Under preparatior

Main data  Achievements Pm(uremenrs@A(nviues Revenues Budget Cost _Sources of Funding History Documents

@® @® Found1records + [ @ Addinvoice Main data modification

01/10/2020

1-Human Reso... 1.1-Salaries of i.. 1.1.1-Project m...

19. Figure: Main data modification

3.1.6 Activities

- a1
= |INTERREG?: Task List HUSKROUA X ~ ER -

Beneficiary Report - Under preparation ®

Reporting periads * BR Number BR end date *

RP3X RP4X X v 4| | 012019 31/08/2020

Project title
Acrony Project title, Project title, Project title,

B

of project  End data of project

2020

Project title, Projact title, Project

Status

Y

r (Official name of the Partner) UA partner (Official name of the Partner) Under preparats

Main data  Achievements Procurements Invoices [0l Revenues Budget Cost Sources of Funding History Documents

o
(e

® @ Found3 records [ (=

AGID* AG name AG type
0
T

20. Figure: Activities list screen

In the INTERREG+ system the Activities are grouped into Activity Groups (AG) providing
the ease of navigating among the different Activities. After selecting, the AG of interest
the Activities within can be accessed by the Modify button. By selecting the Activity of
interest, the Activity form opens for modification by the Modify button. On the Activity
form, the User can set the current status of the Activities recorded on the Project Part
and provide the status of the progress regarding the current report in the associated text
description field.
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= INTERREG:: Task Lit

Beneficiary Report / Activities - Modify ® ®

["ﬁ AGID | Activicy 1D Activity name Activity status + In accordance with the original time plan

Creation date v Subjec Created by ersio Genera I

®
PPPPPPI PP P P PP ‘ =4
AG name o riginal descript
JOOOOOMXXKXXXAK
AE type P
| Soft project
How did your actly

D oo xone

v Validate  x Cancel ing

21. Figure: Activities — modify

The status of each Activity must be equal to or higher than their status in the previous
report. If there is an Activity marked as mandatory on the Project Part for the given
reporting period, then it must be reported.

On the History tab, the Users can view the status and description were given in previous
BRs providing an easy navigation between reports of the same Activity.

3.1.7 Revenues

It is possible to record and manage the revenue(s) related to the project and the interests
of pre-financing.

3.1.7.1 Revenues

= INTERREGI: BeneRcary Report search WSROI % & B =

Beneficlary Report - Under preparation

Project Part ID Reporting periods * BR Number BR start date BR end date * Final Beneficiary report =
HUSKROUA/1702/7.1/0063/.B RP1 x X v 1 011022019 30/09/2020 m ]

Project Acronym Start date of project  End date of project
CGTN Cross-border green transport network 01/10/2019 30/09/2020

Lead Beneficiary ciary Contact person Status
Vikonavel) komitet lvano-Frankivskoji miskol radi Vikonave) komitet Ivano-Frankivskoji miskol radi Ihor Popadyuk Under preparatio

Main data _ Achievements _Procurements _Invoices _Activities [(RNSAtdl Budget Cost _Sources of Funding _History Documents

LOTUUTY Interests  Profic

C ® ® Norecordsfound + W X =

Reported amount in EUR Budget heading

22. Figure: Revenues

Use the add (+) button to add a new revenue item to the report. The reported revenue is
not automatically deducted from the accepted costs. Once the BR is submitted the
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revenue item(s) cannot be deleted. Upon approval of the BR, the items cannot be
modified any longer.

25
= I N T E R R E G :: Beneficiary Report search HUSKROUA X + § & Es BRSO  skreg)

Beneficlary report revenue - New ®
Eroject Part D - Documents in equivalent probative value ID * Name of partner * A ~ |Beneficiary report ~
HUSKROUA/1702/7.1/0063/LB r oo -
e Budget heading
CGTN
Lead Beneficiary _ Related activity according to the AF * B
Vikonavéij komitet vano-Frankivskojl miskol rﬂ der preparatior
[TEIP R NSRS PN Descriptions of revenues *
[ nevenves T
O @® ® Norecordsfound + B B Revenue incurredon* Date of accounting the revenue *  Revenues foreseen in the AF W [x]
u m|0 _—
rrency * Exchange currencies Different exchange rate Exchange rate
0O v v
Checked
v
Net amount Amount in selected currency * Amount in EUR
Vat amount 3 0,00
Gross amount

Verified amount t v v
~ Validate ~ x Cancel ERLTE - Validate  x Cancel atinue later > Drop » Send for signing.
183. Figure: Revenues - new 1.
C ® ® Norecordsfound + I W [x] [
v Validate X Cancel v Validate  x Cancel 2later > Drop  » Send for signing

194. Figure: Revenues - new 2.
The Budget Heading selection is entitled to the Controller who verifies the BR. The
exchange rate works the exact same way as for Invoice.
3.1.7.2 Interests

On the Interests subtab it is possible to add the interest(s) made on the Revenue of pre-
financing. Verified amout will be filled by the controller.
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29:49
= INTERREG:: Beneficiary Report search HUSKROUA X ~ s & & USRIy

Interests - New ®
Project Part ID d Ri Interest incurred on Currency * Exchange rate Different exchange rate A E“ Beneficiary report ~
Amount in original currency Amount in EUR

Vikonaveij kemitet ivano-Frankivskoji miskoi radi T
otal amount

Main data Achievements Procurements |

Reported amount
po— prone v

C @® ® Norecordsfound + B | \erified amount ™ [x] (5]

mount in EUR

> Filters

O ® ® © © Norecordsfound W X

Creation date » Generated

< s ¥ ~

~ Validate % Cancel m < Validate % Cancel + Continuelater > Drop  » Send for signing

205. Figure: Figure Interesests

3.1.7.3 Profit

On the Profit subtab it is possible to comment on the Profit calculated by the system
according the Programme rules.

27:58
E INTERREG’: Beneficlary Report search HUSKROUA % ~ Gf EI: B8 0 sk_regi

Beneficlary Report - Under preparation ®
Project Part ID Reporting periods * BR Number BR start date BR end date * Final Beneficiary report
HUSKROUA/1 702/7.1/0063/L8 RP1x X v 1| 01102019 30/09/2020 m
Project Acronym Project title Start date of project __ End date of project
CGTN Cross-border green transport network 01/10/2019 30/09/2020
Lead Beneficiary Beneficiary Contact person Status
Vikonave) komitet lvano-Frankivskoji miskol radi Vikonavei) komitet lvano-Frankivskoji miskol radi Ihor Popadyuk Under preparatior

Main data  Achievements Procurements Invoices Aﬂivlllzsmnmgaltﬂs: Sources of Funding History Documents

Revenues _imcerss (20

Profit amount Profit comment Conclusion If profit should be deducted from payment claim (if applicable)

216. Figure: Profit
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3.1.8 Budget Cost

— 2543
= |INTERREG:: Task List HUSKROUA X ~ @ =N =0 o

iciary Report - Under pr i ®
Reporting perlods * BR Number
| RP3x RP4X x ~ ||

cC vy ®@ W X [

Remaining Budget Amount

1 00
24 480,00

Total 1263 480,00 21152621 510,00 21203621 1051243,79)

v Validate X Cancel « Checklist &) Generate @ Task comment ¥ Continuelater > Drop  » Send for signing

27. Figure: Budget Cost

Under the Budget Cost tab, the User can track the progress of the costs incurred in the
project part, the progress of the budget. Amounts are shown in EUR.

The Planned Amount column displays the budget values specified in the Project Part.

The Accepted previously by JTS column shows the cumulative sums of accepted
expenditures under the previously verified BRs.

The Current Report Amount is the amount reported in the given BR, which includes
the Reported amount before approval and the Accepted amount after approval.

The Accumulated Amount is the sum of the Previously Accepted Amount and the
Current Reported Amount.

The Remaining Budget Amount is the difference of the Planned amount and the
Accumulated amount; i.e. the amount, which is not yet accounted for.
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3.1.9 Sources of Funding

7~ 2952
= |INTERREG:: Task List HUSKROUA X =48 o o
—

Beneficiary Report - Under preparation ®
Final Beneficlary report

Project Part ID Reporting periods * BR Number
| | RP3x RP4x x v ||

Contact person Status
| | KkkickkkkkikkkkkkkkckkkkkkkkkkkkkkkkkkKkkkkkkkk! | | Under preparation

W =] (=]

Planned Amount Accepted previously by JTS ‘Current Report Amount Accumulated Amount Remaining Budget Amount
1100 000,00 188 144,02 44401 188 588,03 91141197
163 480,00 2761271 65,99 27678,70 135 801,30

Total 1263 480,00 215756,73 51000 216 266.73 104721327|

v Validate % Cancel + Checkiist  §) Generate @ Task comment ¥ Continuelater > Drop M Send forsigning

28. Figure: Source of Funding

In the Sources of Funding tab the financial progress of the project part is displayed as in
the Budget cost tab, however instead of Budget lines, here the sources of the fundings
are shown.

The Planned Amount column displays the budget values specified in the Project Part
per sources.

The Accepted previously by JTS column shows the cumulative sums of accepted
expenditures under the previously verified BRs per sources.

The Current Report Amount is the amount reported in the given BR, which includes
the Reported amount before approval and the Accepted amount after approval per
sources.

The Accumulated Amount is the sum of the Previously Accepted Amount and the
Current Reported Amount per sources.

The Remaining Budget Amount is the difference of the Planned amount and the
Accumulated amount; i.e. the amount, which is not yet accounted for, displayed per
sources.

User Manual for Interreg Hungary-Slovakia-Romania-Ukraine ENI CBC Programme 2014-2020
INTERREG+ IT System 22/26



‘, Hungary

INTERREG=:= I\ Romania

Ukraine

BENEFICIARY REPORT - USER MIANUAL

3.1.10 History

2947

= INT ER R E G :.' Task List HUSKROUA X v EE Es b

Beneficiary Report - Under preparation
BR Number BR start date BR end date * Final Beneficiary report

Reporting periods *

RP3x% RP4X X v 4

Start date of project _ End date of project

Main data Achievements Procurements Invoices Activities Revenues BudgetCost Sources of Funding JUISSL'E Documents

] B (=

End date

Task name Start date *

Task comment

Record BR data

29. Figure: History

On the History tab, the User can view the changes made in the BR. The task name, the
User who completed the task, the start and end date of the task are listed here. The end

date is not marked until the process is completed.

3.1.11 Documents

— 1
= INTERREG:: Jeneficiary Report search HUSKROUA X ~ =o A s :

Beneficlary Report - Under preparation ]

BR Number BR start date BR end date * Final Beneficiary report ~

Project Part ID Reporting periods *

HUSKROUA/1702/3.1/0026/LB RP2x

31/08/2021

X v
Start d End date of project

i
01/09/2019 31/08/2021

Project title

Project Acronym
Smart Museum as a way to present cultural heritage

Smart Museum
Contact person Status

Beneficiary
Yevheniy Luksha Under preparatio

Asolsiatsiia *Uzhhorod - XXI vik"

Lead Beneficiary
Asotsiatsiia "Uzhhorod - XXI vik’

~ Filters
Path Search by content

W X E

Created by Version Generated Not relevant

S ® ® @ © Found2records 3 & a

c

Creauion date

File / Folder name

01/11/2020 17:11:57

[ invoices
[ activicies

10/11/2020 10:10:02

30. Figure: Documents

Documents uploaded to BR or generated by the system can be viewed. Documents
uploaded by the User can be deleted only at the given step in the process. Documents
are managed in a pre-defined folder structure, where documents are grouped by the tabs

under they were uploaded.

By clicking on the H (Subject) icon, the subject, serving as a description for a
document, can be specified and changed.
The selected documents can be downloaded zipped or individually; multiple seletion of
documents within any folder is supported.
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3.1.12 Completion

= |INTERREGZ: oD oy G o | @ = o

Beneficiary Report - View
PartiD Reporting periods BR Number BR stare dace BR end date Final Beneficlary report

X Close

31. Figure: Completion

The Completion tab only appears if a BR needs completion according to the controller’s
decision who verifies the BR. Under the tab, there are two subtabs:

e the Documents, where the completion documentation is uploaded to by the
Controller, and
e the Dates, where most importantly the deadline for completion can be viewed.

INTERREGE: Seneficary Reportsearch [0 | @ = O omo o

Beneficiary Report - View ®
Broject Part (D Reporting periods BR Number BR start dats BR end date Final Beneficlary report

Main data  Achisvements Procurements Invoices Activities Revenues Budget Cost Sources of Funding History Documents m

LTV Completion dates
d 2 records

X Close

32. Figure: Completion / Dates
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4. SUBMISSION OF BR

Once the BR is completed, the Recording User can send it to the Signatory User for e-
singning by clicking on the Send for signing action button. The Signatory User can only
view the BR, editing is not allowed to them. If the Signatory User finds the BR correct,
they can submit it by the Sign action button. With this action the BR is submitted and
moves to the Controllers Task list and the verification process initiates. If the Signatory
User decides that the BR is not fully complete, they can send it back for further editing
by the Back to modification action button, in which case the Task comment field must
be filled.

& Generate ¢ Taskcomment v Continuelater > Backtomodification  » Sign

33. Figure: Action buttons of the Signatory User

4.1 COMPLETION

Once the BR is submitted and the verification process initiated the Controller can decide
on the next action. If the Controller decides that the BR is not fully complete, the
Controller sends it back to completion and the BR returns from the Back Office process
with the status of “Need amendment”. In this case, the required modification can be done
by the Recording User and the completion document can be downloaded from the
Completion tab. The submission process can be resumed in the usual way. The below
figure explaines the submission process in a visual manner.

Back to modification

Normal validation

Simple validation

Complete Validation 0

Send for signing

&=
Record BR data

Drop

More sign

34. Figure: Completion workflow

4.2 REVERIFICATION

In case when the Controller starts a reverification process for a verified BR, the original
BR gets ,Reverified” status meanwhile a new BR is generated automatically with the
same data.

The ID of the reverified BR is formed from the original BR number continued by a dot (.)
and the serial number of the reverification. (In case if the first reverification ".1")
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This newly generated BR has the status of Submitted and it is the Controller/Auditor’s
decision what track it will be progressed on, i.e. needs modification in the Back office, or
Completion by the Front office User; if so, the process is identicat to the Completion.

5. VIEWING THE PROJECT PART

The User can view the Project Part they assigned to. The function is available through
the Main Menu / Project data / Project Part View menu item. The Project Part is available
only for viewing; the User cannot edit, modify or delete any piece of data.

On the Project Part information on the Partner, Contact persons, Users (the Recording
and Signatory), Budget of the Project Part, Beneficiary Report (essentially the same as
the Beneficiary Report menu item), and Documents for the Project Part (e.g. Permits,
Studies, Blueprints, etc) are available.

25:00

= |INTERREGF: Normal project / Project part search HUSKROUA X v =LY o o

Normal project / Project part - View ®

Beneficlary Project a:
L] UA-UA Acron

Duratlon of PP (In menths) Start of PP End of PP

101/2( | 311212020

unlt for control Controller/Auditor (1) Controller/Audltor (2) otal EU contributlon (EUR)
| @ |coi2 I 1263 480,00 | | 1100 000,00 |

' Contacts Reporting periods Budget Other financial informa

Founder organization
| | e

The malling address Is same as the officlal address

X Close

35. Figure: Project Part View

6. INTERREG+ TECHNICAL SUPPORT

Should you have any technical issue concerning INTERREG+ IT System functioning,
please contact INTERREG+ Support Team at the iplussupport@szpi.hu e-mail address.

To support your case, please, provide a description of the problem with as much details
as possible, and attach screenshots, of which the entire screen is visible. Additionally,
please provide the Project (Part) ID and the username.
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