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1. INTRODUCTION

1.1 PURPOSE OF THE DOCUMENT

The purpose of this document is to assist Lead Beneficiaries of the Interreg Hungary-
Slovakia-Romania-Ukraine ENI CBC Programme 2014-2020 in the INTERREG+ system.
The document presents the steps and rules of submission of Project Reports (PR) in a
process-oriented illustration.

1.2 WHO IS THIS DOCUMENT FOR

This document is intended for Lead Beneficiary users, who are required to submit reports
and have the right to record and/or sign a PR as set forth in the Project.

1.3 ACCESS MANAGEMENT

The users can access INTERREG+ IT system in order to manage PRs of the Project 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 one or several
projects / project parts assigned to, where they can manage tasks regarding Project
Reports. User can edit and view Project Reports for the Project of which they are
assigned to. For more information on user management and user roles, please check
the User-management Tool User Manual.

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.
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2. GENERAL REMARKS

This chapter presents common functions that are accessible and operate in the same
way on each screen of the system. Those functions are Project Report Main Menu and
the Header, The ’Action buttons’ and The ’Function’ buttons.

2.1 THE PROJECT REPORT MAIN MENU AND HEADER

The Main Menu is set in the left side of the Header (Fig. 1), where the Project Report,
the Project Data, and the User menu can be found. The Beneficiary Report menu
appears here, if the user has approved user role to access the Beneficiary Report.The
User Account menu access, the Sign-out button and the Messages menu are located in
the top right corner. (Fig. 2).

= INTERREG:: Uarsgy o & e I8

Fig. 1. INTERREG+ header

= INTERREGE: T Yirgs; mo & e £}

Fig. 2. Main menu

The Main Menu is composed of submenus:

1. The Project Report submenu: through the Project Report submenu the Project
Report management can be accessed.

2. The Beneficiary Report submenu (optional, see above): through this menu the
Beneficiary Reports can be accessed and managed (for detailes see User Manual
for Beneficiary Report Process),

User Manual for Project Report in INTERREG+ IT System
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3. Project data submenu: The User can access data of projects that were assigned
to the User through the Normal Project view, and optionanny the Project Part
view menu point.

4. User submenu:Through the Project part user profile menu point, the Recording
User of the Lead Beneficiary can manage the incoming user role requests of all
Beneficiaries of the Project (LB project part included) (see User Management Tool
User Manual).

5. About submenu: provides information of the IT system version

In the User Account menu the User’s credentials, such as password, can be maintained.
In the Messages, the User can manage their messages including sending new messages
to other Users.

2.2 THE “ACTION’ BUTTONS

The purpose of ,action buttons” is to manage the PR(s) under preparation. Those buttons
can be found at the bottom of the screen (Fig.3) they are always visible:

“ Valldate % Cancel @ Task comment &) Generate v Contnuelater > Drop  » Sendfor signing

Fig. 3. Action buttons

e The Project Report (in pdf format) and the Request for Payment ( RfP; in word
format) templates can be generated at any time in the recording process by
pressing the Generate button; the “DRAFT” watermark is printed on the
documents. The final documents are generated automatically (without the
watermark), when the PR is submitted to Back Office for approval. The RfP is in
word format in case the Signatory user(s) would like to modify the pre-filled
content, however, shall not be signed, will be considered as e-signed upon the
submission of the Project Report.

e When the User presses the Validate button, the system runs a validation, 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 fields are filled and all rules are complied
with, a confirming message would appear.

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

e By pressing the Drop button, the report is deleted, but it remains viewable and its
status is "Deleted". Note, a dropped PR 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 system does not detect any
deficiency, the task moves to the signatory user’s task list; the PR is no longer
editable to the recording user.

User Manual for Project Report in INTERREG+ IT System
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e By clicking on the Cancel button, all recorded and unsaved data will be lost and
the PR returns to the last saved state.

e The PR refresh button will become active, if there is a project modification implied,
which affects the given project. By refreshing the PR, the changes applied in the
project modification will be applied in the PR as well. Until the PR is not refreshed
by pressing the ‘PR refresh’ button, the PR cannot be sent for signature.

2.3 THE “FUNCTION’ BUTTONS
The so-called function buttons are those, which always call the same functions:

e the (View) button initiates the viewing of a selected item (e.g. PR, Activity,
Indicator, etc) from the list;

o the Lf (Modifiy) button initiates the modification of an already existing item (e.g.
an Activity status, Indicator description, etc);

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

e the ™ (Upload) button initiates a pop-up communication panel, where the user
can either browse 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;

= INTERREGZ: St e [rrr— % =0 l'mmis

Upload file(s) ® ® @l

uuuuuuuuu dote Finel report
RS | Upload files 2 e

Fig. 4. Upload file(s) communication panel

ol

e the (Download) and the — (Download as zip) button allows downloading
even multiple selected files from the list at once;

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

n'and i

e bythe (info) button the details of a field can be viewed.
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3. PROJECT REPORT

The purpose of the INTERREG+ Project Report (PR) Front Office interface is for Lead
Beneficiaries to submit their reports on the progress in implementation of the project
concerned.

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

Back to moedification

=

&
Approval .

More sign

Fig. 5. Recording workflow

1. PR Recording: recording users are authorized to record PRs

2. PR Submission: After recording the PR data, the signatory users are entitled
to endorse (E-sign and submit) the PR or return it to the recording user (Back
to modification). Signatory users cannot edit PR data. After the last signatory
user’s (in case of more than one) endorsement, the PR is submitted and
appears in the Back Office interface as unattended task.

It is not possible to submit the PR without the e-signature of all signatory users
of the Project.

3. PR Approval: After the LB submitted the PR, it appears in the INTERREG+
Back Office interface of the Joint Technical Secretariat. The responsible JTS
managers will check the PR and approve it, if found complete. The LB User
can follow the status of the PR duping the approval process the Front Office
interface, and will be notified of the final decision via automatic e-mail.

PRs are status-managed, it allows the user to keep track of the progress of the respective
PR.

3.1 RECORDING NEW PROJECT REPORT

The recording of a new PR can be started via the Project Report menu item. As illustrated
in the Fig.6, previously recorded PRs are listed in the list screen. The user can only view
PRs of the Project, to which the user is assigned to as a Lead Beneficiary.

User Manual for Project Report in INTERREG+ IT System
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= |INTERREGY. USKROUA Yy

o & owswsen Y

Fig. 6. Project Report list

The main rules for PR creation are:
e Recording of a new PR for any given reporting period can only be started if the
previous PR has been submitted, i.e. it is in submitted status.

e Onlyone PR can be edited at a time unless a PR has been returned for completion
(status: need amendment).

e Another PR cannot be submitted for approval until the approval process of the
previously submitted PR is not closed (Approved / Rejected).

e The number (#) of deleted PRs will be reassigned.

e Only accepted BRs (i.e. BRs of status of Approve or closed without validation) are
listed on the BR selection screen, in the first step of PR creation.

3.1.1 Creating New Project Report

Recording of a new PR can be initiated by clicking the (+) button. As a result a
communication panel pops in, where — after setting the appropriate Project ID (in case
of being assigned to more than one projects) — the BR selection can be made. As a
default setting, the system selects all accepted BRs independently of their reporting
period, however, the user can select which ones shall be included in the given PR by
leaving the ticks in. The reporting period, covered by the PR, depends on the reporting
period(s) of the selected BRs. By clicking on Continue, the PR is generated based on
the BR selection (please see Fig.7).

Note that every Beneficiary Reports must be included in the PR for any given reporting
period, even if a Beneficiary Report contains 0 EUR reported and verified.

= INTERREGN Yy, =o L ensn B

Project Report - New

73 110083

Fig. 7. Project Report — new
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3.1.2 Main data

Under the Main data tab (the first one on the tab header, please see Fig.8), the most
important information of the given PR is found, such as period covered by the given PR,
financial information on BRs selected, etc.

This tab is only for displaying information, there are no editable fields.

= INTERREG:: R s % P Y —

Ttalreperted £y contrbtion amount Total reported natonal conributin ameunt Total reported own contrbton amaun:

Accepied amount by JT.- B coneribution Accepeed amoun by TS - Nationad concributien ‘Accepted amount by TS - Own condribution

Fig. 8. Main data

3.1.3 Achievements

= INTERREGE: O % PR Ry

Fig. 9. Achievements

The Achievements tab (Fig.9) displays the questions concerning the overall progress of
the project implementation to be reported in the Project Report.

User Manual for Project Report in INTERREG+ IT System
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= INTERREG:: ProjectReport e r— mo L e B

2 vabdae X Gancel © rask comment & cenerae v conomuelster > Orop & Send for signing

Fig. 10. Achievements - Modify

By selecting an item from the list and clicking on the Modify button, a communication
panel pops in (Fig.10), where the user have to record the description of project-level
progress in the ‘Current description (by LB)’ field. As a hint, the progress reported by the
partner Beneficiaries in the Beneficiary Reports on project part-level is displayed in the
‘Current description (from BRs)’ field. Once the text is entered, the recording has to be
finalized by the ‘Save’ button.

3.1.4 Procurements

In the INTERREG+ system, under the Procurements tab the tenders are listed recorded
in the BRs included in the PR. After selecting the tender of interest, it can be accessed
by the Modify button for uploading additional supporting documents.

DENE-] © & hipsjua oterregpluseu &L moe =

= INTERREGI:  roeroon I o & e £

Project Report - Under preparation

Reporting perlods PR Number PR start date Final repert

The cross-border cultural dialogue for the preservation of Europe’s cultural heritage

| Contract Number584857 LB - SK - Jakubova Vola. Subject Single tender - Single tander 01/02/2021 01/02/2021 01/02/2021 Proc. 3 - CD redeasa along with 12
Public pr.

Contract NumberHUF2 B1 - UA -Velyky] Berezny) Subject Public procurement - 01/02/2021 01/02/2021 01/02/2021 Proc. 4 - Costs of works on stre. 12

Fig. 81. Procurements
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3.1.5 Invoices

In the INTERREG+ system, under the Invoices tab the invoices are listed recorded in the
BRs included in the PR. After selecting the invoice of interest, it can be accessed by the
Modify button for further editing and uploading additional supporting documents, if
necessary.

The Lead Beneficiary User can only edit the Reported amount in PR field, which is, by
default, equals to the value verified by the NC/A, i.e. the Accepted amount by NC/A field
(see below, highlighted in yellow). The User may confirm the reported amount by editing
the invoices reported one by one, or by using the Report all button located above the list
screen.

= INTERREG?: roject Repor HUSKROUA

Revenues Activities Indicstors Procurementplan Time plan BAsinPR  Financlal Progress Sources of funding Progress  Transfer from L8 Documents  Histary Compietion

Fig. 12. Invoices - list screen

INTERREGT: Project Report

Project Report / Invoice - Modify ) o

—
HUSKROUA 023 11002 .
e | = e e |
i | | 310372022 I
I
|

Supplier name WMultiply Infa box ~ Final repart

herHUF Supplier name |

B1- UA- Valyk
B1- UA-Velyk
B82-UA-CF CCI

: Exchange currencles Different exchange rate. Exchange rate
1-Human Res... 1.1-5ala | up EUR > HUF 360.34000000

B2-UA-CFCCI

8- 5K - Jakubova Vola 1

| 00 S |

[m]

O

[m]

O

=]

O
—_—

fate ¥ Continuelater > Drop  » Send for signing

Checked

Fig. 13. Invoices - Modify
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3.1.6 Revenues

In the INTERREG+ system under the Revenues tab, those revenues, interest, and profits
are listed under the corresponding subtabs, which were recorded in the BRs included in
the PR. After selecting the respective revenue/interest/profit from the list, it can be
accessed by the Modify button for further editing and uploading additional supporting
documents, if necessary.

= INTERREG:: Project Report _HUSKROUA Mo R foesusez E3

Project Report - Under preparation

®

PR Number PR start date Final repert

Reporting perlods
RP1

End date of project
3170372022

e cross-border cuitural dialogue for the preservation of Europe’s cultural hertage

10,00 1 - Human Resources

Fig. 14. Revenues — list screen

Under the Revenues subtab, the Lead Beneficiary User can only edit the Reported
amount in PR field, which is, by default, equals to the value verified by the NC/A, i.e. the

Verified amount field.
- o Lo B

®

= INTERREG:: Project Report

Praject Report / Revenue - Modify ®

Project 0 | Benshalary L Finai repore

HUSKROUA/1 702/3.1/0082
| Project acronym

i ]
Name of partner fpreject End date of project |
i | (31032022

The cross-border cultural dial

PR approval date

100000000 - - ~

Checked [¥ 000 0.00

e v Connuelater > Drap  » Sendfor signing

« Walidate X Cancel

Fig. 15. Revenues — list screen

Under the Profits subtab, the Lead Beneficiary User must report the profit (‘Reported
amount in PR’) gained by all Beneficiaries. In the 'Profit amount’ field, the value submitted
by the Beneficiary is seen; if it is empty, i.e. the Beneficiary did not report any profits, the
valueof the’Reported amount in PR’ provided by the LB should be zero.

User Manual for Project Report in INTERREG+ IT System
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= INTERREGH:  rowioe o s R

Project Report / Profit - Modify @ ® J

Project 1D __ Reporting perios
HUSKROUA/1702/3.1/0082 RP1

| rrogct acrorym Prjectie P st dove o project End e st projes |
T e e | | ovoznis o0z |

PR approval date. Status

[ J Activities indicators _Procure:

LB Documents History

WX E

155K subors Voia |
1+ - Vet Berezny 0 (= s TS
T :

Fig'. 16. Profit — modify

3.1.7 Activities

Activities and Project-level Indicators are grouped into Activity Groups (AG) under the
Acvtivities tab, providing the ease of navigating among the different entries.

= INTERREGE:  rrociom T Cﬁn\gl mo L e £

Project Report - Under preparation

o Valldste % Canced © Task camment & Generate ¥ Contnuelaer > Orop b Send for signg

Fig. 17. Activity Groups — list screen

After selecting the AG of interest from the list, the Activities, Project-level Indicators, and
additional information can be accessed by the Modify button.
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= INTERREGE:  roecseon e % PR o r
® 1

Fig. 18. Activities — Modify

On the upper part of the Activity sheet, the information on the AG can be found; at the
bottom part the Activities, Project-level Indicators, and additional information are grouped
under subtabs.

After selecting an Activity from the list under the Activities subtab, the individual Activity
subtab opens up for editing. Here, the user can set the current status of the activities and
provide description of the progress regarding the current report in the associated text
description field. To provide insight into the progress reported by the partner
Beneficiaries in the Beneficiary Reports on project part-level, it is displayed in the ‘Current
description (from BRs)’ and ‘BR status set by B’ field. The status of each activity must be
equal to or higher than their status in the previous report.

User Manual for Project Report in INTERREG+ IT System
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Project Report / Activities / Activity - Modify X ®
Activity name Actraty satus Activiey ariginatly planned
Recording of common CO . =
Lead releasing of oo, ether win E30n partner win a 3 days. During 3 days aniss form & partners will record commeon
8| D, which will be great output ofjoint cooperation. Costs of boarding (45 persons) and accomodation (30 UA parsiipants) wil cover Lead apicant. Costs for ransport will cover €ach partner
s —
relaasing . with all partners. pé <ant with foi for 3days. Duning 3 days artsts form all partners will A E E =
eutput Costs 5 0L e o partner o
5]
= releasing of D, whit b g togs ] e for 3 days. During 3 days arusts form ai partnerswill _
rrrrrrrrr output of {2 30UA vor each partnar v i
1 B .BRY IN_PROGRESS; r
| B2-BR1:1N PROGRESS
| current sescription (by L9)*
| Document J History
(> Fiers
C ® ® @ @ Norecordsfound £y Wl =
| e e
< Vaildate X Cancet S ©Taskcomment . g)Generste v Continuelater > Drop > Send for signing

Fig. 19. Activitieses / Activity — modify

In the Documents tab of the Activities sheet, the supporting documents can be uploaded
by the Upload button.

In the History tab, the users can view the status and description given in previous PRs
providing an easy navigation between reports of the same activity.

The Project-level Indicators connected to a given Activity Group are located under the
Indicators tab. By selecting the respective Indicator and clicking on Modify, a
communication panel opens up for editing.

-
- -

= INTERREGF:  roecror [Wsoun | - mo B e E}
Project Report / Activities - Modify ® @

4 m 1 Dutput 1 Cultural events event 0,000000 5,000000 £,000000 0,000000 5,000000 Active

6 M 1 Output 2(0 pos 0,000000 3 000,000000 £,000000 0,000000 3.000,000000 Active

1 e 1 Rasng sacenesze.. grocs, prscpints i amom 2275000000 e a0 3273000000 e

EER - v x conce
+ Validate X Cancel © Task comment &1 Generate ¥ Contnuelater > Drop b Send for signing

Fig. 20. Activities — modify — Indicators
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On the Indicators sheet of the Activities, the user can provide description of the
implementation in progress (‘Current description (by LB)’). The user is also obliged to set
the value of the respective Indicator in terms of the progress in the given reporting period
('Value achieved in this PR’).

= INTERREGE oo [ ‘ o L e B

Project Repart / Activities / Indicator - Modify ®

“ Validate % Cancel @ Task comment &) Generste ¥ Continuelater > Drop b Send for signing

Fig. 29. Activities / Indicator — modify

In the Documents tab the supporting documents can be uploaded by the Upload button.
In the History tab, the users can view the status and description given in previous PRs
providing an easy navigation among reports of the same Project-level Indicator.

Under the Beneficiaries Involved tab those beneficiaries are listed, who are involved in
the implementation of the respective AG.

-
= INTERREGE:  rroscicpor I - mo 8 e B

Project Repart / Activities - Modify

Fig. 22. Activities / Beneficiaries involved — list screen
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Under the Questions tab of the selected AG, questions may be listed associated to the
implementation of the AG. These questions can be edited by the Modify button after
being selected.

.
= INTERREGE:  romuime § [T pemey |

Project Report / Activities - Modify -] ®

Fig. 23. Activities / Beneficiaries involved — list screen

3.1.8 Indicators

= INTERREGE oo UEROA (ﬁn@ =o & e G

PR Mumber PR start date
1/ [ ownnams

< Valigae % Cance © Task comment §iGenerate v Conunuelater > Drep b Sendforsigning

Fig. 24. Indicators

The Indicators tab displays Programme-level indicators planned in the project. The
reporting of any indicator can be started by selecting the indicator of interest and clicking
on the Modify button.
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Fig. 10. Indicator — modify

The progress in the achievement of the respective Programme-level indicator has to be
provided in numeric form in the ‘Actual value in this PR’ field. The progress should also
be described in the ‘Current description by LB’ field by recording an appropriate
description.

In the Documents tab the supporting documents can be uploaded by the Upload button.
In the History tab, the user can view the status and description given in previous PRs.

3.1.9 Procurement Plan

In the Procurement Plan tab, the planned procurements are listed as they are in the
current version of the project. Here, the user can modify/update any of the planned
procurements according to their implementation/status. E.g. a procurment contracted
value is different from the originally planned value, it should be updated here.

= INTERREGH: s % =o & e £

Project Report - Under preparation ®

Fig. 26. Procurement plan — list screen
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Fig. 27. Procurement plan - modify

By selecting an item from the list and clicking on the Modify button, the Procurement
plan sheet opens for editing. In the History tab, the User can view the status and
description were given in previous PRs.

3.1.10 Time Plan

In the Time Plan tab, the current version of the project implementation plan can be seen
as a function of months of the project duration. Here, the user can modify/update any of
the planned Activities according to their implementation/status. E.g. an Activity’s
implementation differs in any ways from the originally planned pace (could be ahead or
behind in time), it should be updated here.

The applied modifications of the Time Plan must be saved by clicking on the Save Time
plan button.

= INTERREGI  roeoe (o @i‘s@ Wo L e £}
Project Report - Under preparation ®
Reportng periods PR Number PR start date

31032022

Invoices Revenuss Acuvities  Indicators meuummmnm-mnm Financiai Progress  Sources of funding Progress  Transfer from LB Documencs  Histary

oooOoo
oooog
ooooo

ooooo
ooood
T
OOoOomOE0O0O0
T
Oooomooood

mOEOO0OmDO0000

*HEE EEE

Fig. 28. Procurement plan — list screen
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3.1.11 BRs in PR
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Project Report - Under preparation

Fig. 29. BRs in PR

Under the BRs in PR tab, those Beneficiary Reports are listed, which are selected into
the respective Project Report. For details on contents of Beneficiary Report by selecting

any of them, the user has to click on the i (information) button. For details on BR,
please refer to the Beneficiary Report User Manual.

Supporting documents uploaded in the respective BRs can be found under the BR’s
Documents tab.

3.1.12 Financial Progress
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Fig. 30. Financial Progress
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Under the Financial Progress tab, the financial progress of the project can be tracked,;
amounts are shown in EUR.

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

The Accepted Previously by JTS column shows the cumulative sums of the
previously validated amounts approved in the previous PRs.

The Current Report Amount is the amount reported in the given PR.

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

The Accumulated Share column shows the financial progress inpercentage.
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.

In the Filters section, data can be filtered by Beneficiary included in the respective PR.
If no Beneficiary is selected in the drop-down menu, the table shows the total budget of
the project. If the filter is filled, only the budget of the respective Beneficiary is shown in
the table.

3.1.13 Sources of Funding Progress
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Fig. 31. Sources of Funding Progress

In the Sources of Funding tab, the financial progress of the project is shown sorted by
the sources of the funding.

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

The Accepted Previously by JTS column shows the cumulative sums of the
previously validated amounts approved in the previous PRs.

The Current Report Amount is the amount reported in the given PR.
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The Accumulated Amount is the sum of the Accepted Previously by JTS and the

Current Reported Amount.

The Accumulated Share column shows the financial progress inpercentage.

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.
In the Filters section, data can be filtered by Beneficiary included in the respective PR.
If no Beneficiary is selected in the drop-down menu, the table shows the total budget of
the project. If the filter is filled, only the budget of the respective Beneficiary is shown in
the table.

3.1.14 Payments
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Fig. 32. Payments

The Payments tab is visible only after the PR is approved. Under the tab, the amount of
the next installment can be seen for all Beneficiaries, calculated based on the financial
progress reported in the PR.
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3.1.15 Transfer from LB
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Fig. 33. Transfer from LB — list screen

Under the Transfers from LB tab, the amounts of the EU contribution installments can be
seen; each installment is shown broken down for Beneficiaries. Apart from the amount
of the installments, the transfer date and the installment share is shown among other
informations.

As a general rule, the installments are transferred to the Lead Beneficiary, who must
distribute it among the Partnership. Such transfers are to be recorded here by using the

& Transfers (Transfers) button by selecting the record from the list.
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Fig. 34. Transfer from LB — Adding new item

2162010

By clicking on the + (Add) button, a communication panel opens, where the amount of

the transfer and its date can be set.
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Fig. 35. Recording Transfer from LB — new
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After savlié\_q it, a supporting docurr‘szt must be uploaded, to do so, select the record and

click on (Modify) and use the (Upload) button.
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Fig. 36. Trandfer from LB — Uploading document(s)

3.1.16 Documents
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Fig. 37. Documents

In the Documents tab, the supporting documents are arranged and can be viewed in a
structured way automatically created by the system at the time of uploading a document
on a specific sheet. E.g. when uploading a document under the ’Activities’ tab, the system
automatically creates the ’activitygroups’ folder and a sub-folder for the specific activity,
in which the document uploaded will be stored and shown on the Documents tab. Here
the documents can be seen and edited: the subject, serving as a description for a

document, can be specified and changed by clicking on the O (Subject) icon.
Documents can be downloaded individually or grouped as a zip file. Uploading
documents is also possible; please upload only documents of general nature, which are
not corresponding to any specific sections (i.e. Activities, Indicators, etc.).

Supporting documents uploaded in the respective BRs can be found under the BR’s
Documents tab.
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3.1.17 History
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Fig. 38. History

In the History tab, the certain actions of the Front Office Progress are listed with
corresponding date and time.

3.1.18 Completion
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Fig. 39. Completion

The Completion tab is only seen if the Project Report needs amendment. Under its
Documents subtab, the uploaded completion documents can be found. During
completion, documents can be uploaded as usual, under each tab and each sheet (e.qg.
Activity, etc.) and under the Documents tab, directly to the individual folders.

Under the Dates subtab, most importantly, the completion deadline can be found.
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3.2 SUBMISSION & COMPLETION

Once the Project Report 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 PR, editing is not allowed to them. If the signatory user finds the PR
correct, it can be submitted by the Sign action button. If there are more than one
signatory users recorded for the project, then all of them need to complete this step. With
this action, the PR is submitted and it lands for approval at the Back Office.

If (any of) the signatory user decides that the PR 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 ¢ Task comment v Continue later > Back to modification » Sign

Fig. 40. Action buttons of the Signatory User

Once the PR is submitted for approval, based on the decision of the responsible
Programme Manager at the JTS, the PR can be sent back for completion to the Front
Office users. In such case, the PR returns from the Back Office with the status of “Need
amendment”. In this case, the required modification can be done by the recording user
and the submitting procedure must be repeated as described previously. The below
figure explaines the submission process in a visual manner.

Back to modification

Iy o Sign " J {é}
Send for signing = E-Sign Lt x L x Approval Lol Approval
Iore sign J

(]
Modify PR data

Fig. 41. PR recording an submission workflow
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4. VIEWING THE PROJECT / PROJECT PART

The user can view only those the Projects and Project Parts they are assigned to. The
function is available through the Main Menu / Project data submenu. The Project and
Project Part is available only for viewing by selecting the one from the list and clicking on
the Veiw button. The user cannot edit, modify or delete any piece of data.
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Fig. 42. Project data menu point

5. INTERREG+ TECHNICAL SUPPORT

Should you experience 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 (including most
impotantly date and time). Additionally, please provide the Project ID and the username.
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