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1. INTRODUCTION

1.1 PURPOSE OF THE DOCUMENT

The purpose of this document is to assist the Lead Beneficiaries of the Interreg V-A
Slovakia-Hungary Cross-Border Cooperation Programme 2014-2020 in the INTERREG
+ system.

The document presents the steps and rules of Project Report (PR) submission in a
process-oriented illustration.

1.2 WHO IS THIS DOCUMENT FOR

This document is intended for the users of the Lead Beneficiary sites who are required
to report and have reporting and signing authority 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://skhu.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 projects / project parts assigned to, where they can manage tasks regarding
Project Reports. User can only edit and view Project Reports for the Project of which they
are assigned to. For more information on User Management and user roles the User is
reffered to 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); in here, the Project Report,
the Project Data, and the User menu can be found, also optionally the Beneficiary Report
menu (in case of bearing Project Part level roles). Whereas in the right the User Account
menu access, the Sign-out button and the Messages menu are located. (Fig. 2).

= INTERREGH: ET— oy =0 Lo B

=0 & foreswser2 F§

= [INTERREG?:

=

interreg @

Slovakia-Hungary

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),
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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 ,action buttons” are to manage the PR under preparation, they can be find at the
bottom of the screen; they are always visible:

Validzie % Cancel O Takcomment @ Generate v Connuelster > Drop b Sendforsging

3. Action buttons

e The Project Report and Application for Reimbursment templates (in pdf format)
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.

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.

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

the w (View) button initiates the viewing of a selected item (e.g. an Activity,
Indicator, etc);

the 4 (Modifiy) button initiates the modification of an already existing item (e.g.
an Activity status, Indicator description, etc);

.

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

1
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;

29:50
= INTERREG™ Project Report ‘ o & foresusez £
Project Upload file(s) ® | dify ® ®

Project ID

§ SKHU/802/1.1/067

s, Drag and drop to upload file(s) | HERES 1] (310172021

Flnal report

ity / Project shall build environmental and cultural awareness and respect and provide positive ex-periences for both visitors and hosts.

4. Upload file(s) communication panel

i o

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

the W] [x] (Export to) buttons initiates 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!

nland i

by the (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 modification

@
Record PR data

Record

N
\x / .

More gign

5. Recording workflow

1. PR Recording: Recording Users are authorized to record PRs

2. PR Submission: After recording the PR data, the Signatory User(s) is (are)
entitled to endorse (E-sign and submit) the PR or return it back to further
recording / modification (Back to modification) to the Recording User.
Siugnatory User(s) 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.

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

4. PR Approval: After submission, the PR will be validated by the responsible
programme managers in the INTERREG+ Back Office interface. 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.
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3.1 RECORDING NEW PROJECT REPORT

The recording of a new PR can be started via the Project Report menu item. 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.

= INTERREG: Project Report T % o Lo 6

Only submitted

C ® ® Found7records + W X [X]

Reporting periods PR Number PR startdate

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 validation until the PR previously submitted
PR is not validated (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.
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I~ 2953

= roject Report SKHU - otestwser2 £
= INTERREGE:  Fowetropon ET— irzz =0 & o B
),

~ Filters

Project Report - New ®
Only submitted

PR Number Project ID *
| 1 \ SKHU/1901/3.1/002 v ‘

O ® @ Norecordsfound + B Wl X [H
o -
Bl (B 2o ¥l (I

Project part ID ~ BR Number BR start date BRend date - Status PR's relevant | v F
SKHU/1801/3.1/002/LB 1 01/01/2020 31/08/2020 Approved [v
SKHU/1801/3.1/002/B1 1 01/01/2020 31/08/2020 Approved [v

v Validate X Cancel » Continue

7. Project Report — new

3.1.2 Main data

Under this tab (the first on the tab header), 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 ebitable fields.

V- 2831
= INTERREGF:  ruictiowon T % Do B e B
)

Project Report - Under preparation ®
I o
Project acronym Project title Start date of project
Wine_LAB | | Development of services supporting Iocal wine makers in the region |{ 0170112020
End date of project PR approval date Status
31122021 Il | [ Under preparation

Achi:vem:ms,llrizomalpn'n:iplu Activities Indicators Information and publicity BRsin PR _Financial Progress Sources of funding Progress Payments Transfer from LB Documents History

LB Contact person Posltion Moblle number

| Ivén Farkas | | mayor | | +421915333312
E-mall address

| iplusoffice@szpihu

Beneficiariesin PR

S ® ® Found2records W] [x] [%]
Role & Beneficiary English name

Lead Beneficiary 1B-SK-Muzla Town of Muzla

Beneficiary 1 B1 - HU - Szivek Szivek Pter

Reported amounts in BRs.

Total reported amount Total reported EU contrlbutlon amount Total reported natlonal contrlbution amount Total reported own contrlbution amount

| 4989,60 | | 424116 | | 498,96 | | 249,48 |
Approved amounts in BRs

Total accepted amount Total accepted EU contribution amount Total accepted state contribution amount Total accepted own contribution amount

| 428815 || 381492 || 24881 || 22442 |

v Validate X Cancel @ Taskcomment g Generate ¥ Contnuelater > Drop  » Sendforsigning

8. Main data

User Manual for Project Report in INTERREG+ IT System
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3.1.3 Achievements, Horizontal Principles

The Achievements tab displays the questions concerning the overall progress of the
Project implementation to be reported in the Project Report.

29:50
= |INTERREGr: Project Report SKHU | % o L foeswser2 53

Project Report - Under preparation

®
Project ID Reporting perlods PR Number PR start date PR end date =
[ skHUr1902/1.17067 |[re1 | |{ 0171012020
Final report

Project acronym Project title
| Gacs-Dornyal

Start date of project

| | Increasing the attractiveness of Négrad through the cooperation of Halié and Dornyai cultural-historical-tourist centers /10/2020
End date of project PR approval date Status

| 3070972022

| | under preparation

USTEERITN Achievements, Horizontal principles LU S TR LETEHET A

Information and publicity BRsin PR Financial Progress Sources of funding Progress Payments

LE Documents History
o

C ® @ Found5 records 2 ™ X [H
Seq.no.4 __ Questiontype

Key aspect Description
1 Achievement Summary of the project achievements
2 Achievement

3 Horizontal principle - PA specific
4 Horizontal principle - PA specific

The im of this activity is to show the s of social enterprises, their legislativ.
Problems, deviations encountered

The aim of this activity is to show the s of social enterprises, their legislativ...
jority / Project shall build environmental and cultural awareness and respect... The project is oriented to protect the cult. and hist_heritage and environm._ and c._.
Priority / Project provides direct benefits for conservation and generates bene

5 Horizontal principle - Programme specific Equal opportunities and non-discrimination: Project must be transparent and m..

9. Achievements, Horizontal pinciples — list screen

By selecting an item from the list and clicking on the Modify button, a communication
panel pops in, where the User may record the description of project level progress in the

‘Current description (by LB) field. Once the modification is made, the recording has to
be finalized by the ‘Save’ button

29:55
= INTERREG™ Gy T - § =0 L foeswsez £

Project Report / Achievement, Horizontal principle - Modify

® ®
Project ID $eg.no.  Questlon type : PR end date -
[ SKHUZ1902/7.1/067 ‘ 3 || Horizontal principle - PA specific B 31/01/2021 ‘
Flnal report Key aspect .

Priority / Project shall build environmental and cultural awareness and respect and provide positive ex-periences for both visitors and hosts

Project acronym Original description

Current description (by LB)
[csesDornyai

Start date of project
‘ The project is orientad to protect the cult. and hist. heritage and environm. and | [ 1he Project is eriented to protect the cult. and hist. heritage and environm. and = D 017102020 |
SRR e orappe | CUIt aWareness building and respect in Nograd-Novohrad, in the village of Halic cult. awareness building and respect in Nograd-Novohrad, in the village of Halie
P B | and in the Erestvény tourist area near Salgétarjan, through renovation and ny tourist area near Salgétarjan, through renovation and
30/09/2022 | Cl conservation works on buildings and its further cultural use - memorial houses of

jorks on buildings and its further cult e - memorial houses of

the artist T. K. - Csantvéry and Janos Must, building its content for increasing the the srusc T K - Csonwvary and Janos Musts, building its content for increasing the
(AT Achievements, Horizontal vel of R TE TS TS e 7 e A level of knowledge of the region’s inhabitants about the history and cultura m
= ST TE TR NS e £ e i s heritage for future generations ensuring their regular utilization for the public

ctiveness and competitiveness of Novohrad

a

8 ® @ Foundsrecords @

vill be an increased attractiveness and competitiveness of Novohrad mlEs!
use of ite na frural heritage region by the sustainable use of its natural and cultural heritage
Pom— Pee—— T N Tt through the creation of new tourism products for multi-day stays in Novohrad, as P—
- mencof employment 7 | | well a5 increased attendance of localities and thus improvement of employment B8
1 Achievement _’ {em of social enterprises, their legislativ...
2| Achievement ‘ 'em of social enterprises, their legislativ...
3 Horizontal principle - PA speq and hist. heritage and environm. and c._
(2) Found 1 records
4 Horizontal principle - PA spet | ®® @8 ! & W [x]
5 Horizontal principle - Prograr | [N Title Creation date Subject Created by Version Generated . Not relevant
Teszt renderszer.png 19/01/2021 10:44:29 fotestuser2 [ | [ |
+ Validate X Cancel

€ Taskcomment &) Generate ¥ Continue later > Drop

10. Achievements, Horizontal pinciples — Modify

» Send for signing
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3.1.4 Activities

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.

= INTERREGN  roecnomn = B0 L foeases E8
7

Project Report - Under preparation ®

Project ID

PR Number PR start date PR #nd date Final repart
01/01/2020

End date of project
311272021

PR approval date seatus.

jon and publicity BRs in PR Financial Progress Sources of funding Progress Payments [ransier from LB

O ® @ Found! records mlals
Aci0> -

11. Activities — Activity Group list screen

29:46

= INTERREGE:  ronen § =0 L &

Project Report / Activities - Modify ®

AG ID

AG deseription

C ® @ Foundsrecords B @ W X &

v Validate X Cance © Taskcomment  4) Generate ¥ Continuelater > Drop b Sendfor signing

82. Activities — Modify 1

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 description of the progress regarding the current report
in the associated text description field. As a hint, the progress of Project Part level is
displayed in the ‘Current description (from BRs)’ field.

The status of each Activity must be equal to or higher than their status in the previous
report.

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 were given in previous
BRs providing an easy navigation between reports of the same Activity.

User Manual for Project Report in INTERREG+ IT System
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Project Report / Activities / Activity - Modify ®

AGID_ Actlvity ID Actlvicy name Actlvity status * Actlvity originally planned 8

1 || Project management || n progress x v |
0 Original description

The project management will consist of one project manager and one internal expert- internal staff of EGTC Via Carpatia. The project managers will be contracted on part-time. The project manager will be mainly responsible for the implementation of
project and its activities. The internal expert will be responsible for the creation of workbook. The internal project staff could fiuently speak Hungarian language. The Implementation of the project will be easier and much more effective based on that

project managers works together daily, they could manage and solve problems on personal communication without any communication barriers.
AG des

®
I Current description (from BR) I

LB - BR1: During the 1. period of the project implementation was contracted on part-time project manager with the beginning of the 01.10.2020 which carried out the following tasks:
Covering of whole process of public procurement for Public procurement expert including preparation of documents, submition, evaluation, and contracting.
Creation of the schedule of the project trainings and workshops.
Communication with the SKHU project manager to arrange training and workshops rooms.
Logistical transfer planning of participants within the Cserehad region
WS 5R status (set by B)
LB - BR1: IN_PROGRESS

2
2 | |
4 Current description (by LB) *
5 Description goes here [
6
i |
8
[> Filers |
C ®® © © Foundrecords ES Wl x]
o]
File name Title Creation date y Subject Created by Version Generated Not relevant _
Test Documentpng 19/01/2021 09:17:47 fotestuser2 [} [}

v « Validate % Cancel -
9. Activities — modify 2

3.1.5 Indicators

2955
Project Report SKHU v ~ =0 & foreswser2 F§

= INTERREG

Project Report - Under preparation ®
Project ID Reporting periods PR Number PR start date PR end date -
| SKHUrM802/3.1/002 || RP1 I 1| 010912020 | 3111212020 |
Final report
Project acronym  Project cicle Start date of project
| Find your way | | Find your way to the Iabour markee || 0170912020
End date of project PR 2pproval date status
| 311242021 1 | |

| Under preparation |

. Horizontal principles  Activiti information and publicity BRsin PR _Financiel Progress Sources of funding Progress Payments
S ® @ Found4records 2 W] x]
Indicator D~ Indicator Name Indicator category Indicator type Base value Target value Actual value in this PR

€044 Labour market and trai.. Common specific 0,00 100,00 1,00 1,00
0312 0312|Number of women in jo... Programme specific Output 0.00 40,00 1,00
0313 0313 | Number of participants ... Programme specific Output 0,00 2000 100
R310 R310|Increase in the employ...  Programme specific Result 63,20 65,20 0,00

v Validate X Cancel © Taskcomment &) Generate ¥ Continuelater > Drop  » Send for signing

10. Indicators — list screen

The Indicators tab displays Indicators recorded in the Project. The reporting of an

Indicator can be started by selecting the Indicator of interest and clicking on the Modify
button.
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29:53
INTERREGT: Project Report SKHU' ~ § =0 L foteswserz 3

Project Report / Indicator - Modify ® ®
Project ID__ Indlcator Name 2
[ SKHUABB] | CO44| Labour marker and training: Number of participants in joint local employment initiatives and joint training | |
Final report Indlcator category Indicator type Indicator ID Unit
[ cCommon specific | [‘output | [ cosa | [ persons |

Project Acr@ ,c;ya| value In this PR Base value Hnrgu value Achleved value Remalning value

Fmdyw']i 1,00 | | 0,00 || 100,00 | | 1,00 || 99,00 | ‘
End date of o\ginal description Current description (from BR)

31/12/202) 1B .BRI-1

- -
C @

Current description (by LB) x|
Ingicator ] f—
: S ® @ Found1 records W [x] :
% Relevant Beneficiary 42 BRNumber4! Base value Targetvalue Indicative value (ro_ + Actual value in this PR Current deseription (from BR) m
0313
310 LB - SK- EGTC Via Carpatia 1 0,00 100,00 1,00 1,00 BRI: 1
1,00 1,00

=
[> Fifters |
S ® ® @ © Norecordsfound & W] [x] [

File name Title Creation date y Subject Created by Version Generated Not relevant

< v IR veiese x conca B
11. Indicator — modify

The project level progress of the respective indicator has to be provided in the ‘Current
description by LB. On the History tab, the User can view the status and description were
given in previous BRs. As a hint, the progress of Project Part level is displayed in the
‘Current description (from BRs)’ field.

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 were given in previous
PRs.

= INTERREG:™: Project Report X

Project Report / Beneficiary's indicator - Modify ® ®

ProjectID | Indicator Name Relevant Beneficlar _ BR Number

[ €044 Labour market and training: Number of participants ) | 12 - 5K~ £GTC Via Carpatia

Base value Target value

Final report Indicator category Indlcator type ! ‘
[z ] [oums s 000 | 10030] \
Project 8618 c¢yal value In this PR ERsRTvaTae Indicatlve value (from BR) Actual value In this PR *

| il | m

Original description Current deseription (from BR)
i BR1:1 ‘

Current description (by LB) * , ¥ Validate X Cancel

© ® ® Found1 records 4 W] [x]
o Relevant Beneficiary 4 BR Number 1 Base value Target value Indicative value (fro__ Actual value in this PR Current description (from BR)

[ER

FELL Il 15 - 5K - EGTC Via Carpatia 1 0,00 100,00 1,00 1,00 BRI:1

1,00 1,00

[> Fiers |
C ® ® @ © Norecordsfound &y W x][=
File name Title Creation date v Subject Created by Version Generated Not relevant

 Validatt v Validate X Cancel ‘or signing
16. Indicators — Actual value modification
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The actually achieved, project level values of the respective Indicator must be provided
by selecting the relevan Beneficiary’s entry in the middle part of the communication panel
and clicking the Modify button. In the opening window, the only editable field is the
‘Actual value in this PR’; here the LB can enter the actual value of the respective
Indicator. As a hint, the value reported in the Beneficiary report is also shown. This step
must be completed for all Beneficiaries’ entry in the list. The entered values are shown
summed up in the ‘Actual value in this PR’ of the main Indicator communication panel.

29:50
= |INTERREG: Project Report SKHU < ‘ =0 A forestuser2 3

Project Report / Indicator - Modify ® ®

ProjectID | Indicator Name -
[ SKHUABA | C044] Labour market and training: Nu tives and joint training |
Flnal report Indicator category r

| Common specific

Project acra sccuaivaiue in this PR
Find youry |

End date of oy (gina) qescription t description (from BR)

311127202 LB-BRI:1
m Current t deseription (by LB)

urrent description (by LB)

m
=l

i
: O ® @ Found 1 records Ed W XA

Current description (from BR)

R310 LB - SK - EGIC Via Carpatia 1 [ 100,00 1.00 10,00 BRI: 1

1,00 10,00

< vaied [+ vaose  x cance s
17. Indicatores — cumulated value of the respective Indicator

3.1.6 Information & Publicity

29:55
= |INTERREG™ Project Report SKHU | % o & foeswser2 43
Project Report - Under preparation ®
Project ID Reporting perlods PR Number PR start date PR end date
| skHur1802/3.17002 || rP1 || 1| 01/09/2020 || 311122020
Final report

Start date of project
| | 0140972020

Status in this report

12. Information & Publicity — list screen

In the Information & Publicity tab, the communication-related progress of the
commitments undertaken by the Project must be recorded.
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20:55

= |INTERREGZ:: Project Report ‘ mo 3 foesuserr B

Project Report / Information & Publicity - Modify

Project ID ‘Infwmlﬂun&PubH:\(yType

| SKHU/1802/3.1/002 { Promotion materials

Final repore Communication toal _ Planned Language | Status In this reporz * Originally planned
[ othes | [ Hu-sk |[1n x v | =

Project acronym Original description

| Find your way A package of other than mandatory elements like postr, leaflet....in order to inform nings o

End date of projece PR approval
[31/12/2021 |

Pe ated by CCP Project
s

ription (from BR)

C ® @ Foundlrecords W [ Wl X [=
| Current description (by LB) * L -
M ment unlc
tunic
tity Actual quantity Total achleved guantit
ctusl quantity of reached people *  Total achleved quantity of reached people
300 ||

v Validate X Cancel tinue lar: > Drop  » Sendforsigning

13. Informaion & Publicity modify

By selecting an entry from the list and clicking on the Modify button, the status, the
description, and other measurements of actual quantity and the number of reached
people for the respective Information & Publicity item can be provided, and the current
status of the respective Information & Publicity item provided. As a hint, the progress of
Project Part level is displayed in the ‘Current description (from BRs)’ field.

The status of each Activity must be equal to or higher than their status in the previous
report.

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 were given in previous
PRs.

3.1.7 BRsin PR

29:52
= = Sl oeswser2 ER
= INTERREGE rrocirron e % mo & e B

Project Report - Under preparation ®
Reporting periods PR Number PR start date PR end date
|{re1 1 1| 01/09/2020 |{ 311212020
Project title Start date of project
ir market | | 0170972020

PR approval date

Activities Indicators _Information and publicity §:ESUEZE Financial Progress  Sources of funding Progress  Pa;

S ® ® Found 1 records W] X =

Relevant DOVE(s) Reporting periods BR start date end date BRapproval date Reported amount Reported EU contrib_ . Validated amount Validated EU contrib_

LB-SK-EGTCViaCa... 1 DoVE_1.20200901_2.. RP1 01/09/2020 31/12/2020 19/01/2021 4197,96 3568,26 4197,96 356826

20. BRs in PR
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Under the BRs in PR tab, those Beneficiary Reports can be navigated to, by selecting

any of them and clicking on the ' (information) button, which are involved in the
respective Project Report. For details on contents of Beneficiary Report, please refer to
the Beneficiary Report User Manual.

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

3.1.8 Financial Progress

=0 X foreswser2 f§

= |INTERREG:: Project Report

Project Report - Under preparation ®

Project ID. Reporting periods PR Number PR start date PR end date

SKHU/1802/3.1/002 |{re1 Il 1| | 01/09/2020 31/12/2020

Final report

Project acronym Project title Start date of project
|F 0 the 01/09/2020

roject PR approval date

fer from LB Documents  History

Planned Amount_Previously Validated Amount Current Report Amount Accumulated Amount

Current report revenue 0,00 0.00 0,00 0,00 0.00

Total 109 088,87 0,00 419796 41979 385% 104 800,91 [

v Validate X Cancel © Taskcomment  ¢) Generate ¥ Contnuelater > Drop  » Sendforsigning

14. Financial Progress
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 Previously Validated Amount column shows the cumulative sums of the
previously validated PRs.

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

The Accumulated Amount is the sum of the Previously Validated 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.

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.
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3.1.9 Sources of Funding Progress

2955
=0 & foreswserz A3

= INTERREG:: Project Report

Project Report - Under preparation (3]
Project ID Reporting periods PR Number PR start date PR end date
| SkHUr1802/3.1/002 |{rP1 1 1| 01/09/2020 | 3111212020

Start date of project
ar market || 0170972020

PR approval date

L6 Documents History

S v» ®® ] B (5
-

Planned Amount _Previously Validated Amount Current Report Amount Accumulated Amount  Remaining Budget Amount

1 9272553 0,00 3568,26 3568,26 89157,27
2 g ution 10908,88 0,00 419,70 419,79 10489,00
3 5454.46 0,00 209,91 209,91 524455

Total 109088,87 0,00 4197.96 4197.96 104 890,91 {14

v Validate X Cancel © Taskcomment 43 Generate v Continuelater > Drop > Sendfor signing

15. Sources of Funding Progress
In the Sources of Funding tab, the financial progress of the project is shown sorted by
the sources of the fundings.
The Planned Amount column displays the budget values specified in the Project.

The Previously Validated Amount column shows the cumulative sums of the
previously validated PRs.

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

The Accumulated Amount is the sum of the Previously Validated 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.

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.

User Manual for Project Report in INTERREG+ IT System
Interreg V-A Slovakia-Hungary Cooperation Programme 2014-2020 18/24



INTERREG!: 74 interreg H

Slovakia-Hungary

PROJECT REPORT - USER MANUAL FOR FRONT OFFICE

3.1.10 Payments

29:55
= |INTERREG™: Project Report SKHU | % B0 & foeswser2 £

Project Report - Under preparation ®
Project ID. Reporting perlods PR Number PRstart date PR end date

| skHU/1802/3.1/002 HEE || 1 || 0170972020 || 311122020

Final report

Project acronym Project title Start date of project

| || Find your way to the labour market || 01/0912020

PR approval date Status
1 | | Under preparation

Previously validated EU contribution EU contribution validated in current BR Transferable EU contribution in current BR

SKHU/1802/3.1/002/LB 92725,53 0,00 3568,26 356826
9272553 0,00 356826 3568.26 R4
v Validate X Cancel © Taskcomment &) Generate ¥ Continuelater > Drop P Send for signing

16. Payments

Under the Payments tab, the transferable amounts of the EU contribution can be seen.

3.1.11 Transfer from LB

= INTERREGY Project Report SKi =o Qv L3

)
Project Report - Under preparation ®)
Project ID Reporting periods PR Number PR start date PR end date ~
SKHU/1802/3.1/009 @ |RP1,RPZRP3 2| 01/03/2020 28/02/2021
Final report
Project acronym Project title Start date of project
Hit the road! Bridge construction between Drégelypalank és Ipel'ské Predmostie - ORG-EMP 01/03/2020
End date of project PR approval date Status
28/02/2023 Under preparation

Main data  Achievements, Horizontal principles Activities Indicators Information and publicity BRsin PR Financial Progress Sources of funding Progress Paym:ntsmwu:umnw History

PR number Total contracted (base) EU amount (EUR) Transferred amount (EUR)

SKHU/1802/3.1/009/LB 1 1835716,10 0,00 2B/06/2021

17. Transfer from LB

Under the tab, the system lists the EU contribution amount sorted by Beneficiaries based
on the BRs in the previously approved PR; i.e. in PR2 the list contains all BRs of PR1
and the financial details of them. In this section the user can record the fact of LB
transfering the EU subsidy further for all Beneficiaries included in the previous PR.

By selecting an entry from the list, the 'Transfers’ ( 2= ) puytton activates. By this

button, in the pop-in window, the transfered amount in regard with the respective
Beneficiary, and the supporting document(s) can be recorded by the 'Add’ (+) button.

< C Q B https//uat3-skhu.interregplus.eu/projectReportsFo 80% ¥ @ & » =
2950

= |INTERREGZ: project Report T § o Qbako F3
Project Report / Transfer from LB / Transfer - Modify ® ®

Project ID _ Project part Transferable amount A B A

SKHY/1802/3,1/009 N | skHu/1802/3.1/009/L8 0,00 o1

Final report

C @® @ Norecordsfound + @ E]
Project acronym e of project
Hit the road! 1020

End dava af nrniars
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18.a Transfer from LB - Modify

Project Report / Transfer from LB / Transfer - New

Project part Teansfer amount Teansfer date
| SKHU/B02/3.1/009/LB

@ o Valdate X Cancel

"‘l n

18.b Transfer from LB — recording the transfer data

After providing the transferred amount and the transfer date, save the data, and the
record is created.

= C QO 8 nhitps//uat3-skhu.interregplus.eu/projectReportsFo 80% 7Y L » =
2952
= wa 1
= INTERREG:: Project Report sou ] o Lvaes I3
Project Report / Transfer from LB / Transfer - Modify ® ®
Project ID ] ~ lote A
SKHU/802/3.1/009 . SKHU/1802/3.1/009/L8 | 000
Final report
Project acronym
End date of project =
123456 789,00 01/07/2021

19. Transfer from LB — newly created transfer record

Once the record is created, a supporting document must be uploaded by clicking on the
‘Modify’ button; the upload is done as described earlier.

Once the supporting document is uploaded, the communication panel must be saved, as
well asand the pop-in window of the record.

This routine must be done for all Beneficiaries listed under the Transfer form LB tab.

= ] O B https://uat3-skhu.interregplus.eu/projectReportsFo 80% T¢ @ & » =

Pro Upload file(s) ®|r

i T8 | ploadfiles 4, Dragand drop to upload file(s) jnetor ducs
SKHU/BO2/3.1/009/L8 oo 01/07/2021

(> Fitters,

C ®® @ © Norecordsfound & & & & [

BB - oiee  x canc

EED - v x conce

20. Transfer from LB — uploading supporting document(s)

User Manual for Project Report in INTERREG+ IT System
Interreg V-A Slovakia-Hungary Cooperation Programme 2014-2020 20/24



INTERREG/Y- "ull.ﬁllegn

Slovakia-Hungary

PROJECT REPORT - USER MIANUAL FOR FRONT OFFICE

3.1.12 Documents

= |INTERREG?: PeeliREae

=m0 &L foreswserz f§

Project Report - Under preparation ®

Project ID. Reporting perlods PR Number PR start date PR end date
SKHU/1802/3.1/002 || RP1 | 1| 01/09/2020 | | 31/12/2020

Final report

start date of project
| 01/03/2020

Project acronym Project title

PR approval date

[ Pream 19/01/2021 09:03:52
[ activitygroups 19/01/2021 09:17:47

21. 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 ’Indicators’ tab, the
system automatically creates the ’indicators’ folder and a sub-folder for the specific
indicator, 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.).

Under the Activities, Indicator, and Info & Pub. tabs of the Project Report, accessing the
individual entry, there is a BR Document subtab, where all documents uploaded for the
BRs of the same entry is listed and can be seen (if any).

l Documents Endncumqm Hmnry

Filters
C | search by contant Beneficiary report

C ® ® @ © Norecordsfound SEE

€01

= | ame e Creation date v Subject Created by Version Generated . Not relevant
P11
R3N

]

X € X Close

22. BR Documents under Activities, Indicator, and Info & Pub. tabs

Supporting documents uploaded in the respective BRs can be find under the BR'’s
Documents tab.
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3.1.13 History

INTERREG=?: EIOiEcERRPOE SKHU |

Project Report - Under preparation

29:55
=0 L foreswser2 §3

®

PR end date

Reporting perlods PR Number

|[rP1 1] | (311272020
Project title Start date of project
I ay to the labour market || 0110912020

PR approval date

Information and publicity BRsinPR Financial Progress Sources of funding Progress Payments Transfer fror
C ® @ Found1 records Wl [x]
Task comment Task name Start date End date Assignee
Il Record PR data 19/01/2021 09:03:52 fotestuser2
v Validate X Cancel © Taskcomment ) Generate ¥ Continuelater > Drop » Send for signing

23. History

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

3.1.14 Completion

= INTERREG:: Project Report SKHU |

29:55
=m0 & foreswser2 F§

Project Report - Need FO amendment ®
Project ID Reporting perlods PR Numbar PR end date
| skrU/1802/3.1/002 HEE I 1] | | 3171272020
Final report

Start date of project

to the labour market | 0170972020

Teszt renderszer.png. 19/01/2021 10:54:33 iplustest [ | [}

24. Completion

Under the Completion tab the detailes of the Project Report completion is seen. Under
its Documents subtab, the uploaded completion documents can be found and documents
for completion can be uploaded. During completion, documents can be uploaded as
usual, under each tab and each sheet. (e.g. Indicator, etc.)

Under the Dates subtab, most importantly, the completion deadline can be found.
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3.2 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 ¢ Taskcomment v Continue later > Back to modification  » Sign

25. Action buttons of the Signatory User

Once the PR is submitted for approval, based on the decision of the responsible
Programme Manager at the JS, 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 i Sign " J {é}
Send for signing = E-Sign ” x » x Approval L Approval
ore sign J

(5]
Modify PR data

26. Completion workflow
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4. VIEWING THE PROJECT PART

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

=0 & foreswserz J3

INTERREG:: Project part user

®

Roi Beneficlary Duratlon of PP (In months) start of PP End of PP
[ 31/002 (lB-5K-EGTC [ ( e

16 | | 01/09/2020

Controller/Auditor (1) Controller/Auditor (2)

Street, nr., PO box

| Namestie Maratonu Mieru 1

The branch office address Is same as the officlal address

The malling address Is same as the official address

X Close

27. Project Part View

5. 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, most impotantly
the date and time. Additionally, please provide the Project ID and the username.

User Manual for Project Report in INTERREG+ IT System
Interreg V-A Slovakia-Hungary Cooperation Programme 2014-2020 24/24


mailto:iplussupport@szpi.hu

