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INTRODUCTION

PURPOSE OF THE DOCUMENT

The purpose of this document is to assist Partners of the Interreg VI-A IPA Hungary-Serbia
Programme in preparation and submission of their Project Patner Reports in the INTERREG+ IT
system.

The document presents the steps and rules in a process-oriented illustration.

WHO IS THIS DOCUMENT FOR

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

ACCESS MANAGEMENT

The User can access the INTERREG+ |IT system at the link provided here:
https://husrb.interregplus.eu/21-27.

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 or project
parts assigned to, where they can manage tasks. It is also possible to hold several roles, such as
Recording, Signatory or View to the same User.

To manage the User’s account use the ‘User’ icon ( ) located on the right hand side of the
main header (see figure 1). For details on account management and user roles, study the User-
management Manual.

User Manual for Interreg VI-A IPA Hungary-Serbia Programme
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GENERAL REMARKS

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

THE MAIN MENU AND HEADER

The Main Menu is set in the left side of the Header. The User can find here the available menu
items. Whereas in the right side (from left to right) the Period Switch, the Programme
information, the Messages, the Language selector, the User Account, and the Sign-out buttons
are located.

= INTERREGE: e % , O oo W Qe I

o . Co-funded by
iierreyg the European Union
IPA Hungary - Serbia

creating
common future

INTERREG+ main menu and header

Under the main menu, the Application, the Project data, the Project Partner Report (hereafter
referred as PPR), and the About menu items are. located

e The Application menu item leads the User to the applications (if any), which were
created by them.

e The Project data menu item leads to the list of projects the User is associated with.

e Under the Project Partner Report menu item, the User finds all PPRs of those project
parts, which th User is associated with.

e The About menu item holds information about the software version of the INTERREG+ IT
system.

The Period Switch button allows the User to switch between the 2014-2020 and the 2021-2027
period.

Under the Messages icon the User can see all their system-generated messages; it is the
messages centre of the User Account. It is not filtered by Programme or project, all e-mails and
internal system-messages ever sent to the User from the system administration are listed here.

User Manual for Interreg VI-A IPA Hungary-Serbia Programme
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The User Account button leads to user account and user role related options, for details see the
User-management Manual.

THE ‘ACTION’ BUTTONS

The ‘action buttons’ are to manage the process under preparation, they can be found at the
bottom of the screen. While the User is actively in the process, they are always visible.

ate @ Task comment ¥ Continuelater > Drop  » Send for signing

The ‘action’ buttons of the Recording user

The ‘action’ buttons of the Signatory user

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,
itis listed in the error message showing up at the centre top of the screen. If all mandatory fields
are filled and all rules are complied with, a confirming message appears.

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

The PPR document can be generated at any time in the preparation process by clicking on the
Generate button. The generated document is for informational purposes only, it does not hold
any legal bonds.

The Exchange rate refresh button is only active if there is at least one invoice recorded with
outdated exchange rate. In such case, the system requires the User to refresh the exchange rate
before letting the process to the next step. A blocking error message pops in if it is forgotten.

The PPR refresh button is only active if modification in the project part were made and they
affect the PPR under preparation. In such case, the system requires the User to refresh the PPR
before letting the process to the next step. A blocking error message pops in if it is forgotten.

To save the recorded data and leave the process (close the window) click on the Continue
later button. By doing so, all data will be saved with no validation running. The User can return
to the process from the PPR list screen by clicking on the Continue button after selecting the PPR
of interest (see chapter 3.1.1).

The Task comment button leads to a text area, where comment can be recorded. It is
mandatory when the Signatory user wants to send the process back for further editing, see Back
to modification button.

The Back to modification button allows the Signatory user to send the PPR back for further
editing if it is necessary. The Back to modification button requires the Task comment to be filled
beforehand.

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 or violation
of the rules, the task moves to the Signatory user. The PPRis no longer editable by the Recording
User.

User Manual for Interreg VI-A IPA Hungary-Serbia Programme
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The Sign button is available only for the User holding Signatory role. This button initiates the
submission process; the PPR will be submitted to the First Level Control (FLC) for evaluation.

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

+ o . .
o the (+) button always initiates a new form generation, such as an Invoice or a
Tender form;

e the (View) button initiates the viewing of a selected list item (e.g an Invoice or a
Tender form);

e the (Modify) button initiates the modification of an already existing item (e.g. an
Invoice or a Tender form);
O . N .
e the (Delete) button deletes the selected item. Note, if an item is deleted it can no
longer be restored! Also, only items recorded in the current step can be deleted!;

o 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.

Upload file(s)
Project Pare 1D Repa Comments of the Control Body + [t s et e
HUSRE/23R/1 1/006/LP. o @ Upload files 1,
Project Acronym

rye — i | 1]

®

Upload file(s) communication panel

FiY
e the (Download) and (Download as zip) buttons allow downloading even
multiple selected files from the list at once or as a zip file;

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

e by the o (info) button the details of a field can be viewed, such as Project Part, which
leads the User to the initial application.

MANDATORY FIELDS AND RULES

Most of data fields are mandatory, they are marked with a red asterix (*). These fields hold
essential information about the report.

There are numerous rules governing the PPR preparation and submission process, in order to
ensure compilation with these rules, built-in validation routines run in the background, which

User Manual for Interreg VI-A IPA Hungary-Serbia Programme
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constantly check if the provided data is in line with the rules. In case of any violation, the system
informs the User in a pop-up error message. Depending of the nature of the issue, the message
may be:

e red (blocking error — must be fixed);

= INTERREGE rocrooersmn® ey (R PR TR T

o validation messages (X - ® ®
['-J-«-nm‘mp e .::Z::.:“mm e : e empry L v‘.:mm.um.n,,.......a

Blocking error message
e or grey confirmation message (must be confirmed before proceeding);

Project partner report invoice - Modify ® ®
Project Part 1D Repo Invoice number Suppller name Multioly info box A Final Project partner report A
HUSRB/23R/11/006/LP ‘o il s 5 Are you sure to close the form? Unsaved changes will be lost [i[= i
'll)_-nltrlnym m Cancel
{ ARSI ] Contract number Subject. Type of procedure n

Confirmation message

In case the validation does not detect any irregularity, a positive validation message appears.

Normal Validation messages ' etion ®
p— P — Lead artnee v Responsibe s o proyect momaring o us) Puags rojectstos
HUSRBIZ3S 11027 FeRTLEAVES " 1p-gs-FoT s [s | raiasz ® it © | unver 0 Compietion
Durston i montha)® St ofproject ng ot project. Totm com Ry ) comration (8) Applcation

18| 01082024 301172025 234068,68 198958.37 | | HUSRE/23511/027 o

s Oucomes Actvicyplan Otherinfo Infrastrus

Positive validation message

INDICATIONS OF MODIFIED VALUES

During the process, modifications may be inevitable in order to create a proper project. To assist
the User, such modifications are highlighted with yellow. By positioning the cursor over the
modified field in question and holding it still, an info bubble will appear with the original value
of the field.

Project partner report invoice - Modify X ®
Project Part D Repo A | Final Project partner report A
AR o Wi Amount in selected d currenc y Amount in EUR i
NET amount 556 000,00
VAT A [changed, original value: 6 000,00 0 | s
Gross amount 5600000 [ 55600000 Need amendment

Indication of modified values

User Manual for Interreg VI-A IPA Hungary-Serbia Programme
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PROJECT PARTNER REPORT

The Project Partner Report preparation and submission process (highlighted by red) is controlled
by a complex workflow engine, where the different tasks are broken down to steps, and route
connections between steps are predefined and strictly allowing one-way traffic.

The Front Office process consists of two distinct steps; it is summarized in the figure below:

Simple validation

Close completion

The Project Partner Report workflow

1. Record PPR data: Recording Users are authorized to record data

2.  E-sign: After recording the data in the PPR, the Signatory Users specified in the Project
Part are entitled to endorse (E-sign and submit) it or return it back to modification
(Back to modification) for the Recording user (Record PPR data stap). Signatory Users
cannot edit the data. After the last Signatory endorsedment, the PPR is submitted
and added to the Back Office interface. The PPR submission is the condition of all the
Signatory Users’ e-signature of the Project Part.

3.  PPR completion: if the PPR is sent back to the Front Office for completion, the Users
are notified via system generated e-mail. Re-submission steps are the same as
specified above.

4. PPR revalidation: in the event of a request for revalidation, the original PPR is, and a
“clone” of that PPR is created with the same data and a ‘.1’ extension will be added
to its PPR number. As a result, the “clone” PPR will be in submitted status, the FLC
can decide how to proceed. In case of the Partner’s interaction is required, the PPR
will be sent for completion. Re-submission steps are the same as specified above.

PPRs are status-managed allowing the User to keep track of the progress of submission and also
the validation process.

e Under preparation: the PPR is under data recording (Recording PPR data step);
e Under signature: the PPR is being signed and submitted (E-sign step);
e Submitted C1: the PPR is under validation at Controller 1;

User Manual for Interreg VI-A IPA Hungary-Serbia Programme
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e Submitted C2: the PPR is under validation at Controller 2 (in case of simple validation
process, this step is skipped);

e Under approval: the PPR is at the decision making final step;

e Approved: the PPR is approved, a DoVE is certified;

e C(Closed without validation: the PPR is approved, but no DoVE is certified (only if no
expences were declared in the PPR)

e PRin progress: the PPR is selected into a Project Report (PR);

e Approved in PR: the PR is approved in which the PPR is included;

e Rejected: the PPR was rejected during the validation process (new PPR must be created);
e Deleted: the PPR was deleted (dropped) by the Recording user during preparation.

RECORDING NEW PROJECT PARTNER REPORT

The creation of a new PPR can be started from the Main Menu under the Project Partner Report
menu item. In the Project Partner Report list screen, all ever-created PPRs are listed.

= INTERREG? % - e M Lo B

[ B (5]
A

Project Partner Report list

The main rules for PPR creation are:

e Recording of a new PPR for any given reporting period can only be started if the previous
PPR has been submitted.

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

e Another PPR cannot be submitted for validation until the previously submitted one is not
validated (Approved / Rejected / Closed without validation status).

e |t is possible to submit “interim” and merged reports covering only a fraction of a

reporting period or multiple reporting periods. A reporting period cannot covered with
more than two PPRs.

e If aPPRis rejected, a new PPR (with a new PPR ID and serial number) can be created for
the associated reporting period.

e The number of deleted PPRs will be reassigned.

User Manual for Interreg VI-A IPA Hungary-Serbia Programme
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Creating a new PPR

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

= |INTERREG:: F Part ® 1v2021-2027  ~ [[HUsRB le;m - iy s W R swno I3

Project Partner Report - New ®

[ [x] 2]
a

HUSRB/Z3L11/03P  RP1.RP2
HUSRB/23L11/003/1P  RP3.RP4 v Validate % Cancal » Conunue
HUSRB/23L11/003/F1  RP1,RP2.RP3

355040 283762
1396552 3950,40
................. 000 000

Creation of a new Project Partner Report

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 PPR covering 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, the
PPR datasheet generates, where the PPR data can be recorded. The main details of Project Part
are automatically displayed at the top of the screen, in the PPR header. It is still possible to edit
the PPR end date and Reporting Periods, to accomodate the User if changes have arisen since
the commencement of PPR recording. Final PPR selection is automatically made for the last

report, it is the condition of the end date of PPR and the end date of the last Reporting Period
match.

= |NTERREG: @ 120212007 ~ | USRS “hw -y =y W Rwne I3

Project Partner Report - Need amendment

Reporting periods * PPR Number Final Project partner repart

LI Achisvements Tenders Invoices Outcome Infrastructure Budget Cost Sources of Funding History Documents Completion Messages

S ® @ Found2records W = =
r——

27 84494
0.00

The Project Partner Report

Main data

Under this tab (the first on the tab header), the most important information of the given PPR is
found, such as financial information on Reported and Accepted amounts (see above figure).

User Manual for Interreg VI-A IPA Hungary-Serbia Programme
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Achievement
= |INTERREG?:: Profect Partner Report 20212007~ [HUSRE -, iy = W v 53
Project Partner Report - Need amendment ®
Project part 1D Reparting periods * PPR Number Final Project partner report

HUSRB/23R/11/006/LP 0 ix x v [ia

staus

Fakultet tehnigkih nauka u Novom Sadu Need amendment

of Funding History Documents Completion Messages

© @® @ Found3records W = #=

1 Question 1 hgfar
hefd

hgf

The Achievements list

The Achievements tab displays the questions concerning the progress of the Project Part
reported in the PPR. 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 such progress. Once
the modification is made, the recording has to be finalized by the ‘Save’ button.

= |NTER R E G:’: Project Partner Report @ 20212027 & s - {3 =5 57 F ‘ sb_fo Ej
Achievements - Modify & ®
Project Part 1D Reparting perl 5., g Final Project partner report
HUSRB/23R/1 1/006/LP o mix 3 =
Project Acronym Y ey Aspece e
ADAPTisasmwite

Lead
Fakuitet tehnickih nauka u Novom Sadu | | Need amendment
Revalidation reason | Deseription +

e2wr | [Answed bl

O ® @ Foundirscors B @ [y w1 [(x1 [H
[ —

1 Question 1
2 Questian2 1 Question 1 bt |

3 Quesvon 3

The Achievemets form

In the lower part of the communication panel, the given Achievement’s history can be seen,
where descriptions of the given Achievement are from the previous PPRs. The history aims to
ease overlooking the overall progress of an Achievement.

User Manual for Interreg VI-A IPA Hungary-Serbia Programme
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Tenders

= INTERREG:: roject Partner Report @

1+2021.2007  ~ [HUSRA % -~ iy = W L L]
e

Project Parcner Repart - Need amendment
Reporting periods * PPR Number
0 w1

x v (1

PPR end date *

Final Project partner report

Centact parson Status
3 u Noworn Sadu Fakultet tehni¢kih nauka u Novom Sadu Neet

Slobodan Kolakevi¢ Need amendment

Main data ummmmlmum Outcome Infrastructure Budget Cost  Sources of Funding History Documents Completion Messages
S ® @ Foundlrecords +

W

SIart g3t Of procurement

Datz of Decsion Date ar conacung

06/04/2024 12/04/2024

15/04/2024

The Tenders list

Use the add (+) button to add a new Tender to the report. Tenders recorded in previous PPRs
also appear, however tenders can only be deleted and edited in the PPR they are created, before

it was ever submitted. However, it is possible to comment on the Tenders recorded in the
previous PPR by pressing the Modify button.

Project Partner Report / Tender - New @ ®
Project PartID REPOTHINGPErIoant ¢ oo Subject Type of Procadure * e Final Project partner report
HUSRBA23R/1 11057/LP 0 FPix o |-
s Titte of Procedure *
EducOnBoard
Lesd Pariner

TAX number of the contractor * Status
Alsé-Duna-volgyl Vizogyi Igazgatsség o Under preparauan
e of pracurement + Date of Declslan * Date of Contracting *

Contractad Net Amount * Currency +

Are thare any subcontractors above 50.000€7

comment

I - valdate X Cancel

The Tenders form

By saving the form, if the ‘Are there any subcontractors above 50.000 €7’ field is answered with
‘Yes’, depending on the ‘Type of Procedure’ selected, the 'Subcontractors’ subtab appears. In
here, the subcontractors of contract exceeding 50.000€ belonging to the given tender can be

recorded by the + (Add) button. To a given Tender, multiple subcontractors may be recorded.
The already-recorded entries can be edited by the Modify button.

User Manual for Interreg VI-A IPA Hungary-Serbia Programme
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Project Partner Report / Tender / Subcontractors - New
Contract Numbar +# | Nr. of subconractar PR number

Cantract-1 Ul 3
Title of Procedure « | Name of subcantractor * Tax number of subcontractor *

Mame-1
Start date of procuram
T Referance -
o/072024

S ® ® Norecordsfound + B 7 @

The Subcontractor form

If an already-recorded subcontractor may be removed from the list, the Delete button should
be used. Only those records can be physically deleted, which were recorded in the current step
of the process; earlier recorded entries, can be inactivated by setting the ‘Status’ accordingly by
the Modify button.

Project Partner Report / Tender / Subcontractors - Modify ®
Contract Numpers | Nr. of subcontractor 298 number
Contrace-1 1 1 3
Titte of Procedure s | Name of subcontracter Tax number of subcontractor *
Teie1 8 Namesub-1 7 Taxsub
n—-d(--:n:: Nama:of the ssnwace ®
sy | subconcrace
seartducn of procuren .
CLZETI > -
Contracted Net Amou

Comment o o020 = 5000000 HUF x v [Acow|
Inveices o Actve

(= 5. (RN

[

Asctive snty

(2]

C @@ rundirecrs + R B WMEE

Lestsocomacon s o olacbconiac_iame ol e cniai GaislconiacConvaiecamon G ]
= v v

e— §——> o S 3dovodo) %) e A, S 00 ROAAD 0 e Acove |

Setting the Status of a Subcontractor

To each recorded Subcontractor, the invoice issued by the main contractor can be assigned
under the ‘Invoices’ field in the Subcontractor form. In the Invoice filed, all invoices ever-
recorded for the given project part appear; the invoice is encoded by the ID of the PPR / Invoice
number. If there is no invoice recorded, the field is inactive. Multiple invoices can be assigned to
a given Subcontractor.

User Manual for Interreg VI-A IPA Hungary-Serbia Programme
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Project Partner Repart / Tender / Subcontractors - Modify ® ®
Preject Part ID 4 Nr. PPR number . Final Project partner repart.
| HUSRBI23R/1 110571LP e meax B ]
Project Acronym Mame of - Tax number of subcontractor *
| EducOnBoard ™ [ Taxsub-t
Lead Parener
| Als6-Duna-volgy: Vizogy: Igazgatissg
Refarance
Ref-1
< d amou Currency s
] 5000000 | HUF Act

v
HUSRB/23R/1 1/057/LP - 31 Inv_numbes_1
HUSRB/23R/11/057/LP -3/ gagq % | | X

01/0772024

Selecting the proper invoice for the Subcontractor

A Tender within a given PPR can only be deleted if it is not linked to an invoice yet. In case of a
Tender change, the Tender data of the related account is automatically updated with the
modified data.

Invoices

Under the Invoice tab, the invoices recorded in the given PPR are listed, in the columns, the most
important parameters of each invoice are shown. Above the list, beside the usual function
buttons, the Add invoice, the Add Other SCO, and in certain cases, the Main data modification
buttons are available. For this last one to activate an invoice from the list must be selected. The
Main data modification button allows the User to edit the Invoice number and Supplier name
fields, as long as the PPR has not been submitted yet.

= |NTERREG!: roject Partner Report @ 120212027~ | HUSRB. | ~ b =5y W Rnn I3
®

Project Partner Report - Under preparation

Project Part 1D Reporting periods * PPR Number PPR start dace PPR end dat Final Project partner report
HU T 0 wix x~ [ 010672024 30/09/2024

Project Acronym Project titis seare date of project End date of project
ADAPTisab it Joint adaptation and mitigation measures to climate change supporting integrated water 1 | | 01/08/2024 10572026,

Lead Parener Fartner Contact persen status

Fakultet tehnitkih nauka u Novom Sadu Fond Evropski poslowi” Autonomne pokrajine Vojvodine Mina Radmilovic Pjevac Under preparation

aindata_tcisvmants_Tencars [IRP Ouccoma _siraiucis_Bucgs Cost_souresf uncing_History_Dncuments_ Messaps

C @ @ founddrecords + B [ B  @Addinwoice [ Main data modification % Add Other SCO W EE

Buget neaning Budget iine Deseription MVDIce number Suppier name. Performance gate . _Paig on REPOTLEQ amount _ . Currency Excnange rate REPOTTEN AMOUNT_ & ACCEEE] AMOUNT_. ;. CNECked

onferences, .. 43.1-Round table... 1 1 01/06/2024 01/06/2024 100,00 EUR 1,00000000 100,00

4-External experti.. 4.3- O

4. External exparti.. 46 Costs related .. 46,1 - Obligatory ¢ HUSRB/23R/11/00... OtherSCO 255000 EUR 1,00000000 2550,00 m]

4 - External experti_ 4.3 - Conferences, . 4.3.4- Chmate cha... 2 2 01/06/2024 03/06/2024 200,00 EUR 1,00000000 200,00 [ |}

4-External experti . 42 - Studies, statis.. 421 - Developing t 3 3 01706/2024 04106/2024 300,00 EUR 1,00000000 30000 0O
Invoices

By the add (+) button, a new regular invoice can be created.

In the Contract Number field on the Invoice form, the User can select the contract associated
with the invoice from the contracts being recorded on the Tender tab. If “Not relevant” is
selected, the Subject and Type of procedure fields are inactive. The details of the selected
contract can be viewed by the info button.
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When recording an invoice, the Budget heading, Budget line, and Budget item fields must be
filled in. Invoice can be created only for Real Cost type budget items. Technical invoices are
automatically generated for flat rate and lump sum budget items.

The Exchange rate is calculated based on the actual monthly exchange rate of INFOREUR,
however, the Users can enter a unique exchange rate by clicking the Different exchange Rate
check box (active only if Programme rules allows).

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

= INTERREG?: Project Partner Report @ 20212027~ [k ] % R E;{
@ ®

Project partner report invoice - New

Project Part ID Repa Invaice number * Supplier name * Mutciply Info box A | Final Project partner reparc ~
HUSRB/Z38/1 1/006/LP 0 Wl w - |

Project Acranym
P 1 Cantract number Subject Type of procedure |}

Lead Partner | ;  status

Fakuitet tehnigkih nauka u Novom Sadu Need amendment

Revalidation reason

Performance date + Paid on *

i =
VAT Reciaimer [ &
No -
€. 51.4.AreGIS prof. 850125 850125 Z‘
- 4 v
el curinc ye Enchonge carrencies Oiffersmc sxchangs rate Exchanga rore Baoazs 660425 []
i 4.6 - Costs related .. 4.6.1 - Obligatory ¢ 1000,00 O
5-Equipment exp... 5.1-Purchasaofe.. 5.1.2- Laboratory 600000 O
Am ced currency am R
NET smount
VAT am
Gross amount
Reported amount
Accepted smount Chacked
Resson of deduction
v v
B o] Justification of deduction o
5. Equipment exp.. 5.1-Purchaseofe. 51.4-ArcGIS prof. 850125 850125 []
Related Case ID
5- Equipmentexp... 5.1-P fe. 5.1.6-AutoCad So. 680425 680425 [7]
4-External experti_ 46 - Costs related . 46.1 - Obligatory ¢ 100000 O
C ® ® @ B Norecordsfou WXEE
v v
v Validate X Cancel Validate X Cancel v Continuelater  » Send for signing

The invoice form

The Users must upload at least one supporting document to be able to save the invoice, for this
action a reminding message is shown.

INTERREG!: Project Partner Report © e | s , O ome W R E

Project partner report invoice - New ® ®
Project Part D Repo A | Final Project partner report A
[HusRB3%11/006P o mi Amount I selected currency Amount In EUR 0
Project Acronym . = NET amount Message ® 2,00 200
| AOAPTisawmHs SR You must upload at least one document 200 200
Lead Partner

= Status
[ Fatuttet tehniih nauka u Novem Sadu 400 400] | [Nesdimendment
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Reminder message for document upload in Invoice form

The Add invoice button can be used to add invoices to the given PPR that were previously create.
Only those invoices appear on the list, which have not yet been fully reported, i.e if the gross
amount of the invoice is larger than the total reported amount. An invoice can be submitted
throughout multiple PPRs. If an invoice is selected from the list of Add invoice, its details will be
filled in automatically; the Reported amount will also be filled in with the not-yet-reported
amount, which amount can be edited.

A new field, the Already in PPRs, is placed onto such invoice forms to help the User to keep track
of what amount is reported in all previous PPRs for the given invoice.

In case of an invoice already being partially reported, the related Project Part and PPR ID will be
displayed (including the PPR under preparation) in the Multiply Info box field. 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.

Project partner report invaice - New a
Project Part ID Repe Invoice number suppller name Multipiy Info box u Final Project partner report
HUSRB/Z3R/11/006/F1 @ R o 1 HUSK/2302/2 4157/ ]

®

Subject Type of procedure

Performance date * Palgon~

Budget line

VAT Reclaimer
N

nces, . 43.1-Roundtable... comments of the Control Body

456.1 - Obligatory .

Amount In selected currency Amount In EUR

00,00

The invoice form of a Multiply invoice

To record an invoice for budget items of simplified cost option (SCO), the Add other SCO button
must be used. By clicking on the button, a simplified invoice form appears, where the Budget
item must be selected, then the appropriate value of Reported quantity / unit must be provided.
Without selecting a budget item first, the Reported quantity / unit dropdown selector is inactive.

User Manual for Interreg VI-A IPA Hungary-Serbia Programme
INTERREG+ IT System 17/26



INTERREG:=:=

Co-funded by
the European Union

miterIrey -

!DA Hungary - Serbia

PROJECT PARTNER REPORT - USER MIANUAL FOR FRONT OFFICE

INTERREG::

Project Partner Report @

Project Part ID

Reporting periods *

Gy ~o= waen
®

. fEnddaces Final Project parener repert

Budgetieem * ~
HUSRE/Z3R/ 1/006/LP | @ ®eix {08/2024
Project Acronym Planned budget icem Info | ]
ADAPTisas##% [osra026
e __ Description - e
Fakuitet tehnitkih nauka u Novom Sadu | Meed amendment
i | comments of the Control Body | . |
ewr |
o e e e —— e =
EUR EUR > EUR 10
Onddinvoice  [hAdd OtherSCO | (mls)
v = Accapted quantity / unic .
5 - Equipment exp... 5.1 - Purchasa of e... 5.1.4- AreGIS prof o 400,00000000 850125 501,25
5-Equipment exp... 5.1 -Purchaseof e.. 5.1.6 - AutoCad Sa. & AMBUNt In selected currency Amount In EUR 400,00000000 680425 680425 [7]
4- Extarnal experti.. 4.6 - Costs related .. 46.1 - Obligatory ¢ H  Reported amount 1.00000000 1000,00 (m]
. f =
s T [ oo omoo o
yerti.. 4.1 - Technical plans 4.1.1 - Hydrologica. x 1,00000000 200 ()
Mo records found Wl [ [H
v v
+ Validate % Cancel X Cancel B © Taskcomment ¥ Continuelater B Send for signing

The SCO invoice form

Outcome

On the Outcome tab, the User can set the current status of the Activities related to the individual
Outcome by selecting one from the list and click on the Modify button.

d date *

INTERREG?: - 20212027 - () = W Qoo L3

®

Project Partner Report - Under preparation
Reporting periods * PR Number

o mix

Final Project partner repert

x v [1

1 I =

ACUVitY orgInaily plannea

| Actvity numoer +_ AG 1D AG name. ACTIny 10 Current Langbie utcome Current description

01 43 Yes
02 orw ves
24 erw No
34 3 o No
a1 a Efd Yes

2 4 Integ o fd No
43 4 Integrated Water Managem... Not started fdg No
44 4 Integrased Water Managem Not starved No

The Outcome list

On the Activity form, the User can set the current Status of the Activities recorded on the Project
Part. In the Current description field, the progress made in the period covered in the current
report can be provided.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 PPRs
providing an easy navigation between reports of the same Activity.
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295
= INTERREGI  Foscromcicon® TTER [ — - PR T TR

Activities - Modify ®
Project Part ID | Activity number Activity status *
| HusrarsrnmosRY |

Not swarted x v B

Project Acronym
| ADAPTIsas##s

iginal description

Lead Partner p
| Fakuiter cehni¢kih naukay U

:
e
-

O ® ® FoundBt >

HEE

‘es
Y Current description * o
i 43 = {0
41 |
42 o
“ 2 e .
a4 e o

>
C ®® @ 6 Norecords found .
"

PN - Veldste X Cancel

v Validate % Cancel

e ¢ O Taskcomment 00 BT Continuelater > Drop  » Send for signing

The Activity form
Infrastructure

Under the Infrastucture tab, the Location items of the Partner are listed, grouped by the Related
infra element (if more than one). Selecting a record, the Modify button activates.

= |INTERREG?: Project Partner Report @ [ L S| » (h = M R Ej
®

Project Partner Report - Under preparation
Project Part ID. Reparting perlads *

PPR Number PPR end date * Final Project partner report
HUSRB/Z3LN 1/003/LP 0 mwsx x v |3 30042026

Project Acranym Project title Start dace of project End date of project
JERICO Joint effarts for risk prevention and cross-barder coordination in disaster management 01/09/2024 31/08/2027

Lead Partner Partner

Contace person Seatus
Marahalom Vérosi Onkormanyzat Mérahalom Vrosi Onkormanyzat

Under preparation

o

C ® ® Foundlrecords B @ W =
Reiated infra eiement o on

Lot number

1 Barder Firefighter Centre LP - HU - MVD 1111 MVD Contract 200 Nat completed

The Infrastructure / Location list

On the opening form, the User can set the current Status of the Location recorded on the Project
Part. In the Current description field, the progress made in the period covered in the current

report can be provided.The status of each Location must be equal to or higher than their status
in the previous report.
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_ 7
= INTERREGE:  Froecrameriepon®@ (T - A 0 o W R f§
Infrastructure - Modify ® ®
HUSRBI23L1 03P o wsx 7] [ Bordr Frafigher Conire Vox compiend] ]
R _ Location ID Lot number Proof of property ownership B
JERICO | 1 m Contrac
Lead Partner | Orlginal description Status
Mrahalom Vérosi Onkormanyzat > | under preparation
S ® @ Foundlrecords B [@ arrent denctiption s W = =
oo s conre — 17— | G T

F eS|

Creation dals

< >

EED oo x oo

The Location form

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

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 list can be expanded by the

¥

button to see the 3-level Budget, by default only the Budget headings are shown.

= |INTERREG:: Project Partner Report @ 120212007~ [HUskB » () = W L nn Ej

®

Project Partner Repart - Under preparation
BPR Number e BPR end date * Final Project partner repart

G ¥» @® [lEs] |
- " - ——— [r—— [ —

149 470,76

2 000 0,00 000 2242061
3 0.00 0,00 000 2242061
4 0.00 0,00 000 376 700,00
> 5 000 0,00 000 23554500
6 arks 111052500 0,00 000 000 000 0,00 000 111052500
7 sdget type B - A0% flat rate) 000 0,00 000 0,00 0.00 0,00 000 0.00

Budget Cost

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

The Previously Validated Amount column shows the cumulative sums of the previously
validated BRs.
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The Current Report Amount is the amount reported in the given PPR, which includes the
Reported amount before approval and the Accepted amount after approval.

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

The Irregular amount column shows amount associated with Irregularity case(s) have already
been included in an AfP (Application for Payment) submitted to and reimbursed from the EU
Committee. Such amounts are subject of reclaim and are deducted from the Remaining amount,
i.e. cannot reuse in a later PPR.

The Fin. error amount (Financial error amount) column shows amount associated with
Irregularity case(s) that have not been included in an AfP (Application for Payment). Such
amounts are subject of reclaim, however, are not deducted from the Remaining amount, i.e. can
be reused in a later PPR.

The Accumulated flat rate correction column displays the amount was deducted from a flat rate
type budget item, typically Staff cost due to project management mishaps. Please note that the
amounts of flat rate corrections are not reusable, the ar not available in further reports! For
further information on Flate rate correction, please, refer to the Eligibility of expenditure
handbook or contact directly the Programme.

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. Please note that Accumulated flat rate
correction is also deducted from the Remaining Budget amount!

Sources of Funding

= |INTERREGY ’ epor @ c2021207  ~ [HUSRA % - () =s; W Qv B3

ner report

C ¥v>» B0 [ (=] [H]

Freviously Validated Amount re int u unt Remaining BUTget Amoun:)

1635 289,50 576978 0.00 576978 162951972

7 =
2 a ion 192 387,00 67875 0.00 678,75 19170825
3,

9619350 33049 0.00 33049 95 854,01
96 193,50 33949 000 339.49 958540
000 000 0,00

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.

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

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

Under the Payment Forecast tab, the user can provide planned allocation of the remaining
budget for the upcoming reporting periods.

Project Partner Report - Under preparation

The Paymant Forecast tab

The list consists of several columns, which are displayed dynamically according to the reporting
periods ahead.

The below columns are always shown:
Planned amount: the currently valid Budget of the project part, not editable;

Previously Validated amount: in the previous PPR already validated amounts summed, not
editable;

Current report amount: the amount reported in the current PPR, not editable;

PR: the upcoming reporting periods displayed dynamically, the user must allocate the remaining
budget, pre-filled with zero;

Difference: the amount of the non-allocated amount of the remaining budget, not editable;

Estimated savings: the user can provide the amount, which supposedly will not be spent, pre-
filled with zero;

The Difference is the remaining of the substraction of the RP amount and the Estimated savings
from the Planned remaining budget. The allocation must be made to result zero Difference.

History

On the History tab, the User can view the changes made in the PPR. 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.

Note that only the History of the Front Office activity | displayed!
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= |INTERREGS Project Partner Report @ 120212027~ [[HUSRB - {3} sy W Qo B
N @

Report - Need

Project Part 1D Reporting pariods * PPR Number PPR stare dace PP and dace + Finel Praject parcner report
HUSRE/23R/11/006/LP o ®ix x~ (11 0170672024 300972024 [
Project Acronym Project titie

stare date of project End date of project
AD)

31/05/2026

O ® @ Found7records

[ [ 5]

10/04/20;

03:55 srb_fo

10/04/2024 120407 srb_fo

History

Documents

Documents uploaded to the given PPR by the user at the individual forms (e.g. Invoice form) or
generated by the system are shown here in a systematic folder structure. In general, view and
download option is always possible, upload is only available during completion (need
amendment). Documents uploaded by the User at the individual form can be deleted only at the
given step in the process at the same form, where it was uploaded.

Navigation in the folder structure is possible by the v up and down arrows or double-
clicking to the folder of interest.

Project Partner Report - Need amendment L.
Reparting periods * PPR Number
0@ RPix x~ [1

Final Project partner repart

status

Need amendmant

Main data  Achisvements Tenders Invoices Outcome Infrastructure Budget Cost  Sources of Funding Hmurymcwploﬁvﬂ Messages
Filters.

Path Search by content

o

C ® @ @ © Foundérecards 4 a ™ = [E

Foe / Folder name.

Craaton date Createa by

version Generatzn

(] General documents 10/04/2024 11:55:10 anagy
[ Project Partner Repart 10/04/2024 11:55:11 anagy
(] peve 10/04/2024 11:55:13 anagy
[ completion 10/04/2024 11:56:07

[ invoices 10/04/2024 12:03:05
[ scoinvoices 13/06/2024 12:28:04

The Documents list

The 2 Edit properties button, after selecting a document, serves to set the ‘status’ of the
document as ‘not relevant’. If the document is not relevant, it cannot be downloaded any longer.

The ‘subject’ (sort of a short description) of a document can also be provided by filling in the text

area in the Edit properties window. This function available only at the step the document was
uploaded.

The Edit properties button is also available at each individual form, under the Document tab.
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= |INTERREG?:: Project Partner Report @ 1+20212027  ~ | HUSRA -] - -, h s W Lsvo I3
®

Edit properties ®
Project Part ID Reporting periods * Rstartdate PPR end date * Final Project partner repart
HUSRB/Z3R/1 1/006/LP o Wik 01/06/2024 || 3010972024
[ Mot relevant | |
Project Acromym Project title B | tart date of project End date of project
T e— | [foincadaptaconandmigal 8 5¢ o1 24 | [ 3170512028
Conesctosrsan  Sans

Laad Partnar Partnar

The Edit properties communication window

Completion
The Completion tab only appears if a PPR needs completion according to the controller’s
decision. 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.

Please remember if a completion is requested, the specified users and contact persons will be
informed by system-generated e-mail, in which the completion document is attached.

= |INTERREG®: Project Partner Report @ 120212027~ [[ilSRB. | - () = W Qoo E.{

Repart -
PPR Number
x v (1

Reporting periods * PPR end date * Final Project partner report

0 wix

Project Part ID

Project ttie
Joint adapration and miigation measures to cimate change sUpROTEIng Integraced ware

Partner
Fakultet tehnitkin nauka u Novom Sadu

Fakultet tehnigkih nauka u Novor Sadu Need amendment

Revalidation reasen

s ers come structu rees «
LR compietion dates

> Filters
[

C ®@@® @ © Found3records
Creanon date v sutjec version Generated . __Not reievant

18/06/2024 13:11:37
11/04/2024 140118
10/04/2024 115607

Completion / Documnents

120212027~ |[HUSRB. -, p = W Rsvio I3
)

®

= INTERREGH:  rocrome o

Project Partner Report - Need amendment
PPR Number

Completion deadiine

11 10/04/2024 30/04/2024
11 2 1100412024 25/04/2024
18/06/2024 24/06/2024

Completion / Dates
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Messages

Under the Messages tab, all system-generated e-mail are listed in regard with the given PPR.
After selecting an item, its content can be viewed, by clicking on the icon in the Attachment
section, the attached file can be downloaded.

Project Partner Report - Need amendment ®
PPR Number PPR startdate PPR end dare * Final Project partner repare
11 01/06/2024 | | 300082024 - |

Project Part ID
HUSRB/Z3R/1 1/006/LP

PPR needs completion - HUSRB/23R/11/006/LP PPR 1.1
Sender Message channels L Start date of project End date of project
B/06/2024 13:18:52 NTERREG+ 2021-2027 [Interregplus) | | E-mail internal Betnporng integrated water r | | 01/06/2024 31052026

the ADAPTisa#### (HUSRB/23R/11/006/LP) PPR 1.1 needs completion. You can find the official Completion lener atached
P Regort C

der the Project Partner Report Completion tab ' [miEs)e|
sendingums scachmencs

INTERREG* 2021-2027 HUSRB FromOffice [interregplus] PPR submission - HUSRE/Z3R/1 1/00G/LP PPR 1.1 13/06/2024 12:28:49
INTERREG+ 2021-2027 [intesregpius] PPR needs completion - HUSRB/23R/ 1/006/LP PPR 1.1 18/06/2024 13.18:52 B

The Massages list and the opened record

SUBMISSION OF PPR

Once the PPR 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 PPR, its
content cannot be edited. If the Signatory User finds the PPR correct, they can submit it by the
Sign action button. With this action the PPR is submitted and the validation process initiates. If
the Signatory User decides that the PPR is not fully complete, it can be sent back for further
editing by the Back to modification action button, in which case, the Task comment field must
be filled.
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VIEWING THE PROJECT PART

The User can view the Project Part they assigned to directly from the PPR. The function is
available from the Project Partner Report by clicking on the information ( ® ) button next to the

Project Part ID. The Project Part is available only for viewing; the User cannot edit, modify or
delete any piece of data.

= INTERREGZ: ° e~ R % O m W e B

Project Part ID Reporungperiodst  pPRNumber PPR start date PPR end date * Final Project pariner report
@ ®ix x 0110612024 300912024 []

Project Part access fron the Project Partner Report

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.

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 taken of the issue. Such screenshots should include the entire
screen. Furthermore, always provide the Project (Part) ID and the username.
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