. |I|ll.
" interreg

Baltic Sea Region
funding cooperation

Technical

Guidance
to BAMOS

An introduction to the

beneficiary and applicants interface (BA)
of the monitoring system of

Interreg Baltic Sea Region

Version 3.0, drafted by Robert Schulz & Dana Hennings, as of August 2019

IB.SH

Ihre Forderbank

EUROPEAN
REGIONAL
DEVELOPMENT
FUND

EUROPEAN UNION



interreg

Baltic Sea Region ety Technical guidance to BAMOS, version 3.0 | August 2019

Introduction

Less copy & paste, smaller paper piles, no more inconsistent file versions of the project
application or report — this is what the new electronic monitoring system BAMOS of
Interreg Baltic Sea Region is about.

With BAMOS, all forms related to project applications and reporting will be filled in and
processed online — both on the project and on the Programme side. This means that we
are moving from extensive Excel sheets and hard-to-handle Word documents to a web
solution.

All applicants who have successfully passed the first application step will get access to
the system. This guidance will give you an overview of all functions and features.
Additional information can be provided during our workshops and the help desk (see /).

Please always carefully read the welcome screen for the latest information about
BAMOS:

Welcome ®

Dear User,
Welcome to BAMOS. This welcome screen will provide you with current, important information.

The guidance can be found under www.bamos.eu

Please note that a new version of BAMOS was deployed. It should fix some problems concerning the access to clarification
forms and the submission of Progress Reports.

Thank you for your patience.

A new version of BAMOS with the number 6.4.0 was released today.

Besides some minor changes it includes a privacy statement. We kindly ask you to read this document carefully.

In case of technical problems, please turn to helpdesk@bamos.cu.
For all other questions please turn to our Project and Finance officers.

Thank you!

interreg-baltic.eu 238
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A Access and user accounts

A.1  How do I get access to BAMOS?

After your concept note was approved by the Monitoring Committee, you will receive an
automatically generated email at the contact address you indicated in your concept
note. This is the initial user of a project. Please follow the instructions indicated in that
email.

A.2  What should I do if | forgot my password?
Please go to the login page, click “Forgot Password?”, and follow the instructions.

interreg

Baltic Sea Region

Email Address M l

Password

Forgot Password? =] Login

2
il |nterreg - IB.SH

Baltic Sea Region Ihre Féirderbank

A3 How do | create accounts for additional users?

Each individual must have its own personalised account for BAMOS. It is forbidden to
pass on login data from one person to another (see subsidy contract).

As an initial user of a project you will be able to create additional user accounts:
(1) Select a project
(2) Go to the dashboard
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(3) Select “Modify user”

Project Users & Modify Users

Email Address Role Status

(4) Click “New User”

“lnterreg Dashboard My Projects  User Management

Baitc Soa Region

Project: I Index No.: I Project No.: B Modify Users

== New User

(5) Select one of the following roles (see A.4) for the user:
“lead applicant/partner”,
“applicant/partner”,
“other partner”.

Add User ®

Role Applicant v

Email Address

& add user | @ cancel

(6) Add the email address and confirm by clicking on “+ Add User”. The new user will
receive an automatically generated email with the login information now.

Please note that only users with the role “Lead applicant/partner” can create, edit or
delete users.

interreg-baltic.eu 5138
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A.4 What are the differences between the user roles?

There are four roles for users of BAMOS:

e “lead applicant/partner”’: These users have read & write rights in all sections plus
the possibility to submit applications/reports/forms and to create new users. The
access to the FLC certification is restricted.

e “applicant/partner”’: These users have read & write rights in all sections except
the section 12. Documents of the Progress Report. Access to the FLC certification
is restricted.

o “other partner” (read rights): These users have read rights in all sections, except
the section 12. Documents of the Progress Report. Access to the FLC certification
is restricted.

e “FLC": These users have read rights in all sections and write rights for the FLC
certification.

Please note that users involved in more than one project will have rights specific to
each project.

A.5 How do I change the role of a user?

To change a user’s role you have to
(1) Delete the user account (see A.7)
(2) Create a new user account (see A.3)

The login data of the user stays the same if you indicate the same email address as in the
original account.

A.6 How can | create an account for the First Level Controller (FLC) of the lead
partner?

Accounts for the FLCs of lead partners can only be created by the MA/JS. For this, please
turn to rostislav.zatloukal@interreg-baltic.eu.

A.7 How do | delete an user account?

As an initial user of a project you will be able to delete user accounts:
(3) Select a project
(4) Go to the dashboard
(5) Select “Modify user”

Project Users & Modity Users
Email Address Role Status
P e i Lead Aoplicant/Partner

interreg-baltic.eu 638
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(6) Click the “X” in the line of the account you want to delete

Status

Active x

(7) Confirm by clicking “delete”

A.8 How can I change my password?

(1) Click on the rack-wheel icon in the upper right corner of the screen
6.5.2

[Change Password] |

.

Profile

1 System Settings

Priori
T Privacy

stitutional c¢
cro-regional, Log off

'stitutional capacivfor

(2) Click “change password”, follow the instructions and click “ok”

Change Password %

Password policy

= At least 8 characters long
+ At least one upper character

» At least one number

+ At least one special character (1 "% & /(=2 + %~ &, . i-_@<>|V)

OldPassword

i NewPassword

Low

ConfirmPassword

v oK @ cancel

interreg-baltic.eu
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A.9 How can | change my profile information?

(1) Click on the rack-wheel icon in the upper right corner of the screen
652

S o e

Change Password |

»

{[ Profile |

. System Settings

Privacy

wstitutional ¢z
cro-regional| LOg Off

*Sisocalcgnacts o

(2) Click “profile”, make your changes and click “Ok”

A.10 Why do | see my profile information after each login?

If your profile information is not complete you will see this subsection after each login.
If you only have one phone or fax number, just repeat the information in all fields.

A.11 What kind of hard- and software should | use?

BAMOS is optimised for use by standalone PCs and notebooks. The usage of mobile
devices like smartphones and tablets is not recommended. The application can be used
on all common operating systems and all modern browsers. If you are using an outdated
browser you will receive a warning message:

This website would ke to remind you: Your browser is out of date (J{i/ils Ji7561 for more security, comlort and the best experience on ths site.

““Interreg S

Baltic Sea Region

This website would like to
remind you: Your browser is out
of date.Update your browser for

more security, comfort and the
best experience on this site.

interreg-baltic.eu 8|38
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B Adding, editing, and saving data in forms

Please note that you should fill in all cells and sections in the proposed sequence to
avoid problems.

B.1 How can | add data?

(1) Click on “My projects” and select the project you want to work on by clicking on
the list

“"interreg

e Dashboard My Projects ~ User Management  Messaging Center A =
No active project.
Call Plzase select v Programme Priority Please select v Search Term Q Search
Index Project - -
Rar i Namber Acronym Title Call Priority
. N Institutional capacity for

I T2.001 #T002 EUSBSR SUPPORT EUSBSR SUPPORT - fowards policy impact T2 macro-regional cooperation x

g g Institutional capacity for
I T1.001 #1001 Let's communicate! Let's Communicate the EUSBSR for the benefit of the Region ™ macro-regional cooperation x
W si0z 5025 MicroWasteBaltic Impact of micropollutants emitted from municipal wastewater treatment plants on Baltic Sea ecosystems and 51 Institutional capacity for x

assessment of cosi-benefil of advanced treatment technologies in a regional perspective macro-regional cooperation

(2) Select the form you want to edit from the dashboard:

fibatt. Dashboard My Projects  User Management  Msssaging Lenter

]
!
el

Project: MAMBA  Index No.: R2.043  Project No.: #R067

Project History Project Users & Modify Users
Title version Last Update Email Address Role Status
uraz@rem-consuit.eu -
Contact & Bank information 1 0210212018 1228 Submitted dennis.nill@ikem.de Other user Active
. CERTE DRI anika.nicolaas-pondsr@ikem.de Other user Active
FLC data & contracts 4 1470112010 14-32 Submitted P @
s.greve@diakonie-sh.de Certified julien.grunfelder@nardregio.se Gther user Active
Progress Report 2 ! 16/01/2019 16:56 1710172019 @
uraz@rem-consuit.eu Submitted 5 bothe@|andkreis-cuxhaven.da Otner user Active
Progress Report 1 3 17/0812018 16:58 17082018 ¥
N Maija.Rieksta@vidzeme.lv Other user Active
Clarification (PR 1) 3 S00/018 0824 Finalized
- N Js lilian.muller@trelleborg.se Other user Active
Clarification {Subsidy contract) 4 A T T Finalized
Clarification Project change 5 S aino.heikura@pohjois-karjala.fi Other user Active
(legal successor PP8) 11/10/2018 17:33
s beatrice siemons@kreis-ploen.de Other user Active
Payments ! 0171012018 0938
Jsienkiewicz@arrsa.pl Ctner user Active
Application Form 5 uraz@rem-consult.eu Submitted |

24/09/2018 18:18

Please note that all editable forms are marked with an

which do not require another FLC statement are marked with an

(3) Select the cell you want to edit

“u % n

. Progress Reports

“on

interreg-baltic.eu
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(4) Click the “Save” button in the upper left corner.

# Application Form  Relevance

Save

Please be aware that all text fields have character limits. This limit is indicated in the
bottom right corner under the field. For your convenience you will be able to save the
content even oif you exceed this limit. Only when you validate (see C Validation and
submission) your application an error message will appear.

Closure start Closure end

1.7. Summary of the project €§

Lorem ipsum dolor sit amet, consectetur adipisici elit, sed eiusmod tempor incidunt ut labore et dolore magna aligua. Ut enim ad minim veniam, guis nostrud exercitation ullamco laboris nisi ut aliquid ex ea commodi
consequat. Quis aute iure reprehenderitin voluptate velit esse cillum dolore eu fugiat nulla pariatur. Excepteur sint obcaecat cupiditat non proident, suntin culpa qui officia deserunt mollit anim id est laborum. — Duis
autem vel eum iriure dolor in hendrerit in vulputate velit esse molestie consequat, vel illum dolore eu feugiat nulla facilisis at vero eros et accumsan et iusto odio dignissim qui blandit praesent luptatum zzril delenit augue
duis dolore te feugait nulla facilisi. Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh euismod tincidunt ut lacreet dolore magna aliquam erat volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit lobortis nisl ut aliquip ex ea commodo consequat. Duis autem vel eum iriure dolor in hendreritin vulputate velit esse molestie consequat, vel illum dolore eu feugiat nulla facilisis
atvero eros et accumsan et iusto odio dignissim qui blandit praesent luptatum zzril delenit augue duis dolore te feugait nulla facilisi. Nam liber tempor cum soluta nobis eleifend option congue nihil imperdiet doming id
quod mazim placerat facer possim assum. Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh euismod tincidunt ut Iaoreet dolore magna aliquam erat volutpat. Ut wisi enim ad minim
veniam, quis nostrud exerci tation ullamcorper suscipit lobortis nisl ut aliguip ex ea commodo consequat. Duis autem vel eum iriure dolor in hendrerit in vulputate velit esse molestie consequat, vel illum dolore eu feugiat
nulla facilisis.Lorem ipsum dolor sit amet, consectetur adipisici elit, sed eiusmod tempor incidunt ut Iabore et dolore magna aligua. Ut enim ad minim veniam, quis nostrud exercitation ullamco |aboris nisi ut aliquid ex ea
commodi conseguat. Quis aute iure reprehenderit in voluptate velit esse cillum dolore eu fugiat nulla pariatur. Excepteur sint obcaecat cupiditat non proident, suntin culpa qui officia deserunt mollit anim id est laborum. —
Duis autem vel eum iriure dolor in hendrerit in vulputate velit esse molestie consequat, vel illum dolore eu feugiat nulla facilisis at vero eros et accumsan et iusto odio dignissim qui blandit praesent luptatum zzril delenit
augue duis dolore te feugait nulla facilisi. Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nenummy nibh euismed tincidunt ut laoreet dolore magna aliquam erat volutpat. Ut wisi enim ad minim
veniam, quis nostrud exerci tation ullamcorper suscipit lobortis nisl ut aliquip ex ea commodo consequat. Duis autem vel eum iriure dolor in hendrerit in vulputate velit esse molestie consequat, vel illum dolore eu feugiat
nulla facilisis at vero eros et accumsan et iusto odio dignissim qui blandit praesent luptatum zzril delenit augue duis dolore te feugait nulla facilisi. Nam liber tempor cum soluta nobis eleifend option congue nihil
imperdiet doming id quod mazim placerat facer possim assum. Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh euismed tincidunt ut laoreet dolore magna aliquam erat volutpat. Ut wisi
enim ad minim veniam, quis nostrud exerci tation ullamcorper suscipit lobortis nisl ut aliquip ex ea commodo consequat. Duis autem vel eum iriure dolor in hendrerit in vulputate velit esse molestie consequat, vel illum
dolore eu feugiat nulla faml\sis\

3,564 /3,000 characters

interreg-baltic.eu 10| 38




interreg |EE}

Baltic Sea Region & Technical guidance to BAMOS, version 3.0 | August 2019

C Application form

C.1  Where do | find an overview of my application form data?

Click on “Overview and submit” to see all your inputs on one page.

C.2 How can | print my draft application?

Click on “Overview and submit” and “create pdf” to generate a file which includes all
inputs of your draft application.

Please note that the MA/JS will not accept this file as a hard copy in the application

process because it is marked as a draft.

C.3 How can | validate my application form data?

The validation function checks the completeness (“Are all necessary inputs there?”) and
the coherence (e.g. “Are all calculations correct?”) of your application.

Green ticks (=ready) and red exclamation marks (=not ready) at the top of your page
indicate if a section of the application form is ready for submission.

' 1 Project Summary «° I Parinership |« 3 Relevande | « 4 Achvlies | «F & Buapel | 8 Owerviéw and Submit

If your input is not complete/coherent and a red exclamation mark is displayed, you can
click on the “Check for errors” button (2) and an error message will guide you to the field
which contains no or wrong data (3). Those input fields will be marked with a red frame

(1).
Please make sure that you always press “Save” before pressing the “Check for errors”
button.

< Interreg Dashboard My Projects  User Management  Messaging Center A = O

Project: Index No:S4002 ProjectNo: AF Version:1 | Appicaton Form | 1 Project Summary
! 1.Project Summary ! 1
Blswve O Coackioremon

.: e « x

call Date of submission

S4Test

1.1. Project name
' 017250 characters
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(o} How can | submit my application?

After you have validated all your data and only green ticks are shown in the menu, you
will be able to submit your application. For this you have to go to the “Overview and
submit” section, where you should cross-check your data once more. Finally, you can
press the “Submit” button which transmits your application and enables the print
function.

" Project Summary + Parners + Relevance '  Activities ' Qutput Indicators " Budget " Preparation Costs Overview and Submit

create PDF || <@ Submit

Be aware that you can submit your application only once! You will not be able to edit it
any more after submission.

interreg-baltic.eu 12| 38
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D Clarification Forms

To clarify different topics, e.g. during the contracting phase of your project, the MA/JS
will provide you with a separate “clarification form”.

D.1 How can | edit the clarification form?

See Chapter B - Adding, editing, and saving data in forms

D.2  How do | print the clarification form?

As BAMOS is an online system fulfilling the request by the European Commission to
reduce the amount of paper used in administrative processes, BAMOS does not have a
printing function.

However, you have the opportunity to give access to as many users in your organisation
as needed to your project data and/or to copy and paste text from the form to another
electronic document.

D.3  How can | submit my clarification form?

After you have successfully validated all your data you are able to submit your
clarification form. For this you have to press the “Submit” button at the top of the page.

———— EERE S Bt el it R

Project: B Index No.: Il Project No.: I Clarification

Save A suomit

Be aware that you can submit a version of a clarification form only once! You will not
be able to edit it any more after submission until it is sent back to you by the MA/JS.

D.4 How does an answer from the MA/JS look?

If an answer that you sent is not considered sufficient, a follow-up question may be
found under your original statement.

If a question is considered resolved by the MA/JS, a date is indicated in the “solved” cell:
achievement of the project resulis

Requirement by the MC 4

Solved 30/05/2016

interreg-baltic.eu 13| 38
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D.5 How do | know if a clarification is closed?

When a clarification is closed, the “Finalized” button is ticked and (if applicable) a closure

message by the MA/JS is shown.

Label Clarification (Subsidy contract)
Deadline
Finalized

Clo_sure message to Thank you for the clarifications. All point were clarified
project

interreg-baltic.eu
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E FLC Designations, partnership agreements, subsidy contract

E.1 How do | enter the section for information on first level controllers, the
partnership agreements, and the subsidy contract?

Please click on “FLC data & contracts” on the dashboard:

interregi@gecko.de - 14002016

FLC data & contracts® 1 10:27

E.2 How do | enter information on the first level controllers?
(1) Click on “Add FLC”

First level controller (FLC) data €@

Partner | Please select T Search Term FLC S§
Mo FLC Found
Partnership Agreements @ & Upioad Subsidy Contracts

Mo Partnership Agreements Found

(2) Enter the data of your first level controller

First Level Controller ®
Partner Please select i E
FLC System Please select v

FLC institution
FLC signatory name

FLC e-mail

Progress reports certified by FLC
PR1

PR 2

PR3

PR 4

PR S

PR 6

v save | @ cancel

interreg-baltic.eu 15| 38
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(3) Click “Save”

(4) Click on the upload button
PR1 PR2 PR3 PR4 PR5

ETH) -v' v -— -— -

Last Approbation  Upload

ERD Update Document Date

= 412016

@) «x

(5) Select afile

(6) Click on “open/okay”

Please repeat the exercise for each partner.

Please note that the file size for all uploads is limited to 8 MB. If your pdf document is

bigger, please compress the file.

E.3 How do I upload a contract and/or a partnership agreement?

(1) Click on the upload button

Partnership Agreements @

Subsidy Contracts @

Document Name Upload Date

No Subsidy Documents Found

(2) Select afile

(3) Click on “open/okay”

Please note that the file size for all uploads is limited to 8 MB. If your pdf document is

bigger, please compress the file.

E.4 How do | submit the form for information on first level controllers, the
partnership agreements, and the subsidy contract?

Click on submit:

FELTL L LATMITILY S TS PR i TR LT EW L TR

" Submit

il PR LR 1D

interreg-baltic.eu
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Please note that unlike other forms, the data from the “FLC data & contracts” section
can be sent to the MA/IJS at any time. Only the latest version of the section will be
visible to projects and the MA/JS.

interreg-baltic.eu 17| 38
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F Contact and bank information

F.1 How do | enter the section for contact and bank information?

Please click on “Contact & Bank information” on the dashboard:

Definition of quality criteria * 3 03/11/2016 10:19

Contact & Bank information * 1

F.2 How do | enter the contact information?
(1) Click on the tab “Contact information” (if applicable)

# Home  Contact & Bank information ~ Contact information

Contact information Bank information

Il Save ) Check for errors

Contact information of the lead partner €

Legal Representative Project Manager

Link o useraccount Dlooeg coloct [ Linkiousar acoount

(2) If a contact person already has a user account, you can input all contact data by
choosing the person from the contact list:

Contact information of the lead partner €

Legal Representative
Import data from user account Please select @

Institution Institute of Oceanology Polish Academy of Sciences (IOPAN)

58 / 250 characters

Please fill all (other) cells with the data for the Legal Representative, Project
Manager, Financial Manager, First Level Controller and Communication Manager.

interreg-baltic.eu 18| 38
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All information is obligatory here except for the item “other”. In case one person

has several functions in the project, please copy the data.

(5) Click the “Save” button in the upper left corner.

#% Home = Contact & Bank information - Contact information

Bank information

Contact information

| Save

Check foremrors || <@ Submit ga

F.3 How do | enter the bank information?

(1) Click on the tab “bank information” (if applicable)
Project: I Index No.: BN Project No.: BN  Contact 8 Bank information

! Contact nformato ! Bank Information

& save © Chreckforenoes A o Contact & Bank information

Contact information

Contact information of the lead partner €

Legal Representative

Project Manager

(2) Enter all necessary data

Project: Annual Forum 2017  Index No.: F2001  Project No.: #7002 | Contact & Bank information | Bank information
! Contact information | § Bank information

Bswe ©OcChecktoremors A < Contact & Bank Information

The bank Information was saved but not submitied 1 the MAWS yet

Bank information €

Purpose of bank account ﬁ \

Name of the bank

Address

Country & Town

1BAN

BIC

Internal reference

Holder of the account

Address

Country & Town

Deutsche Bundesbank, Fillale Leipzip

IKJ'V»_\!:MK nt-Sralie 141A

Germany v Leodp
DE33 3600 0000 0086 0010 40
MARKDEF 1860

Annual Forum 2017 Jatvestorum EU-Ostseestratege 2017 0511-54501-03831309

Auswartiges Amt

Werderscher Markt 1
ermany v | Berin

interreg-baltic.eu
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(3) Click the “Save” button in the upper left corner.

#% Home = Contact & Bank information - Contact information

Contact information Bank information

¥ Check for errors

F.4 How do | add bank information for an additional bank account?

To create an additional account, e.g. for the administration of Russian and/or ENI
funding, please click “+ Bank account” on the subpage “bank information” (see F.3):

Holder of the account University of Elbonia
Address Dilbert Street 41
Country & Town United Kingdom ¥ | | Elbonia

| o= Bank Account I

F.5 How do | submit the contact and bank information?

(1) Enter and save the contact information (see F.2) and the bank information (see
F.3)

(2) Click on “Submit”

# Home Contact & Bank information  Bank information

" Contactinformation " Bank information

Save & Check for errors l d Submit {

Please note that unlike other forms, the data from the “FLC data & contracts” section
can be send to the MA/JS at any time. Only the latest version of the section will be
visible to projects and the MA/JS.

interreg-baltic.eu 20 | 38
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G Reporting form (for lead partner/partner)

G.1 How can | edit the reporting form?
See Chapter B - Adding, editing, and saving data in forms

G.2 Howdoladd, download and delete documents under “12. Documents”?

Please note that only users with the role “lead applicant/partner” and “FLC” can see
this section. Only users with the role “lead applicant/partner” are able to edit here.

To upload a document, please click on ﬁ' select a file and click on “OK”:

12.Partner reports and FLC certificates @

Partner Partner report PP confirmation & FLC certificate

51012019
PP 1 . City of Hamburg, Borough of Altona ‘.:?{;:3‘1 o o x

PP 2 . German Aerospace Center 1‘10:4 142219 o o x

A
e | o | @ | e

PP 3 - Baltic Environmental Forum Estonia 1

FLC report & Checklist

Please note that the file size for all uploads is limited to 8 MB. If your pdf document is

bigger, please compress the file.

To download a document, please click on O

12.Partner reports and FLC certificates @

Partner Partner report PP confirmation & FLC certificate FLC report & Checklist
151012019
PP 1 - City of Hamburg, Borough of Altona [+3 B x 15:49 & o6 9 x x
PP 2. German Aerospace Center 't?g?,?; o o x 1:10, "‘;‘219 o o x x
15/01/2019
PP 3 - Baltic Environmental Forum Estonia x 1560 o [+ x x
f ”
To delete a document, please click on ,,X”.
12.Partner reports and FLC certificates @
Partner Partner report PP confirmation & FLC certificate FLC report & Checklist
PP 1 . City of Hamburg, Borough of Altona 15"&: ‘71.“19 [+ o o [+ x x
PP 2 . German Aerospace Center ‘5“;3;’,25'9 o o x 1'?( !3319 o o x x
PP 3 - Baltic Environmental Forum Estonia 10 o o x 15‘.,5 _2,:‘:‘9 o o x x
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G.3 How do I print the reporting form?

As BAMOS is an online system fulfilling the request by the European Commission to
reduce the amount of paper used in administrative processes, BAMOS does not have a
printing function.

However, you have the opportunity to give access to as many users in your organisation
as needed to your project data and/or to copy and paste text from the form to another
electronic document.

G.4  How can | submit my reporting form?

After you have successfully validated all your data’ you are able to submit your reporting
form. For this you have press the “Submit” button at the top of the page.

A Home Progress Report 13 Submission

0 Introduction + 1.Overview progress + 2.Project Management ¥ 3. Activities + 4. Cutput Indicators 5. Overview Outputs

v ilnuing + B Expenditure outside EU part ' 0.1 +0.2 Cashinflows «" 10 Siatus +~ 11.Contracts + 12 _Documents 13. Submission

Afterwards you have to answer the security question with “okay”.

artner

Progress Report Submission *®
wrogre ect
tem fo Do you really want to submit the report? After the submission the report is Tow
red by blocked for editing and sent to the FLC!
'S5 Fef. i

v Yes | @ cancel

fith the — pai
project I line with the projeCt Work pian and Tor the purpose or delivering main culputs as set’in the i]

Depending of the status of your progress report (e.g. first submission or clarification) the
report will be forwarded to the lead partner’s FLC or the MA/JS.

Be aware that you can submit a version of a reporting form only once! You will not be
able to edit it any more after submission until it is sent back to you by the MA/JS or the
FLC.

Lif you are undergoing a budget reallocation it is possible to submit section 10 even though it might give
you an error message saying that you exceeded the budget flexibility.
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G.5 Where do | find the submission and the certification date?

As soon as a report is submitted, the submission date can be found in the subsection
“13. Submission”:

- Y TER LY ] - P L P

=

as well as on the dashboard:

g m e = 1322016 1816 TINZRDIG

N (.ot

Progress Report 2 1 15/12/2016 11:26 151122016
—_——=

If the progress report was certified, the information is also visible on the dashboard:

Progress Report 1 2

Certified
13122016 18:16 13122016

interreg-baltic.eu
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H Certification of the Reporting Form (First Level Controller)

H.1  How can | certify a Reporting form?

(1) Click on a Progress Report which is marked as “submitted” on the dashboard:

Project History

Title Version Last Update

Definition of quality criteria * 3 03/112016 10:19

Contact & Bank information 1 154122016 1354 Submitted

FLC data & contracts * 1 14/00/2016 10:27

Clarification (PR 1) * 1 19122016 1811 Open
Frogress Repoctd g 13/1212016 18:16 3nam0te v
Proguess Reporl 2 t 1512/2016 1126 15122616
o d 1310612016 1318 s
AUDRGHIOD PR S & 11/08/2016 13:10 v

In case a Progress report was not submitted yet, the FLC will not be able to start with
the certification.

(2) Check the content of the Progress Report
(3) Fill in the section “14. FLC certification”

(4) Enter the section “14.3. FLC report and checklist (progress report)” and click on
“certify”:

¥ 0 Introduction ¥ 1. Ovenview progress + 2 Project Management v 3. Activities v 4. Outputindicators 5_Overview Outputs + 6. BudgetLines
¥ 7.Spending ¥ 8. Expenditure outside EU part ¥ 9.1+9.2 Cashinflows v 10.Status |« 11.Contracts | ¥ 12.Documents 13. Submission ¥ 14.FLC certification

save || @ checkforemors| L Backtolist | B Reject | <A certty Previous

14.3. FLC report and checklist (progress report) €

o i

The Progress Report will be automatically submitted to the MA/JS now.
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H.2 How can I reject a Progress report?

Enter the section “14.3. FLC report and checklist (progress report)” and click on “reject”:

+ 0. Introduction + 1. Overview progress + 2. Project Management ' 3. Activities

+ 7.Spending + 8. Expenditure outside EU part + §.1+08.2Cashinflows " 10. Siatus

Save @ Check for errors T. Back to list = Reject 4 Certify (' Previous

14.3. FLC report and checklist (progress report) €

« 11.Contracts

~ 4. OQutput Indicators

& 12.Documents

5. Overview Cutputs
13. Submission

+ §.Budgetlines
+ 14.FLC certification

.

The Progress report will be open for adjustments and corrections by the Lead partner

now.
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| Correction report

1.1 Where do | get a correction report?

The correction report is provided by the MA/JS in order to correct expenditure included
in a progress report which was approved and paid.
Thus, it is only available in your dashboard if such correction was necessary:

Project History

Title Version Last Update

Definition of quality criteria 1 Submiited
Contact & Bank information B Submitted
FLC data & contracts * 15 Submitted
Correction Report 1 1 1700 -:J:?ﬁ? 0955

Progress Report 6 * 1

1.2 Which information is available in the correction report?

Section “6. Budget lines” includes the ineligible expenditure per partner and budget line.

Praject BEA-APT  mden Mo- 31 034 Proghtt Me: #6017 Lo ton Asgoet 0 Busge Lres N 2 Coent Epenatay

ame & "

€2 Cumant wspandniure by projiet parinar 3nd busget line jameunts in €]

pare B L T
i bl 1] -1 -] -3 ] urm om T -]
el s i 3 0o oo o

ol 1 o0 am 0w o 0 20
P e i £ 006 om 00

il . 25 I8 ATT 5 B0 oo I 0%
P ] b om oo oo 000 2o
el o e ] ] om oo am

i o 0 00 om a0 o
i o @ m om am 0 o
) ] o am ane o 0 o
il ¥ o 0 800 om0 a4 o
Tossl .23 k00 i) ol L w0 3

It is entered as negative amount in opposite to the expenditure reported in the progress
report.
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If applicable, the ineligible expenditure is also presented in specific sections similar to
the sections of the progress report, such as “8. Expenditure outside the EU part”, “9.1
Cash inflows”, “9.3 Invest”, “9.4 State Aid Expenditure” and “11. Contracts”.

Section “10. Status” of the correction report presents the total ineligible amounts, as
well as the co-financing repayable and own contribution.

4. Budget Lines

3. Expenditure outside EU part

9.1 Cash inflows

10. Status

11. Contracts

14.2. Ineligible expenditure

15. Types of finding

Number

101

102

103

Title

Total expenditure

Programme funding

Own confribution by pariners

The co-financing repayable is included in the next payment to be made.

& Basme L

i

| -EEL

0.2 Programma funding [emounts i )

Py

PRE

2 )

& Espesabune mutsss E

i Prayeus L

P

Fendng
sowen

ERDE

Tokad Prisge i Ssnding \
urta

1903

o

£.30

0g

L mpneCaig FA LS

TL OO

MXON

THIG %

RO S

Tio0 %

[ L1==R 1

B0
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Section “14.2 Ineligible expenditure” links the ineligible expenditure to the breached

rules and regulations.

& SuspeLrws | L Espeeobue solwds EU part | § 1 Camh rdiews s | 1 Convachs | 142 nedgie eopaabow 1Y Tyoes of drang
14,2, inaligibls sxpandiuey
i Firferencd o B besachas EC ‘ i
N Parer BLY BLE BLY BL4 BES BLE BT ineligible smoont (s regutabioni), Pragramee naleir | 3555
ol rurtesnal wgislatan
L T | CEwng mence Cnss ngl el I S proac]

PR FatTih

N, SANCSAA

—— e pe———
I I3ty

L o 1.1 Enee A caaambon of CPR CHGTONE 4 BED

TR Cy i ]

:‘:‘." J.L“n_: 241 255 smarms ey
&) ¢ 250 crarace]

o phar  [esng camuimen Wi e ot o e RS ons

e nal Ceatn | CEucnon Mt B 0K B

BT e e Conreson

EMCANOND LT ion Forguammon W S1120 14

) £ T (R N

xd LHEC TR B
Sl 1 280 cra ey

! o Lh i Tt cinde gt Ezpengiune ngt hisied o T
e b5 I et et

".—:.".’-‘.‘:’-M-cw‘li 3-'-=3".L:-:'r|-c'v-'|l

Section “15. Types of finding” provides overviews about the types of findings. In order to

see more details, click on the relevant partner.

8 Bt L | B Ergenabos sty FUcet | BT Cameiims | 10 Sim | 11 Gorbaety | 102 Peagse ngesstue | 15 Troes ol fedeg
Canen of Sangicioun of Fioquency rumber ol Amcunl of e iregutarte
Prarine Smid Casen of Gobd piating cansaj i Btad et aned €}
[ FF1i ] L ] ET 2 (i 1] LLEE: ]
i Lm T 1m
o pm am 100 237 e
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You will then see the classification of findings in accordance with the typology of errors

reported to the European Commission.

6. Budget Lines | 3. Expenditure outside EU part | 9.1 Cash inflows | 10. Status | 11. Contracts | 14.2. Ineligible expenditure | 15. Types of finding

1 Back o list

Cases of
Ref. Category Ref. Sub-Category Suspicious of
fraud

Frequency
{number of
cases)

Cases of Gold-
plating

11 Lack of publication of contract notice. 0 1]

Artificial splitting of worksiservices/supplies
contracts.

Non-compliance with - time limits for receipt of
1.3 tenders; or - time limits for receipt of requests to 0 0
participate

Insufficient time for potential
1.4 tenderers/candidates to obtain tender o o
documentation

Lack of publication of -extended time limits for
15 receipt of tenders; or - extended time limits for o o
receipt of requests fo participate

Cases not justifying the use of the negotiated
16 procedure with prior publication of a contract 0 1]
notice.
Public Procurement - Contract notice
and tender specifications For the award of contracts in the field of defence
and security falling under directive 2009/81/EC
ifi i justi ion for the lack

¥,
of publication of a contract notice

Failure to state: - the selection criteria in the
contract notice; and/or - the award criteria (and
their weighting) in the contract notice or in the
tender specifications.

Unlawful and/or discriminatory selection and/or
19 award criteria laid down in the contract notice or o o
tender documents

Sglection criteria not related and proportionaie 1o

Amount of the irregularities
({in total costs and €)

0.00

0.00

0.00

1.3 How can | edit the correction report?
The correction report can only be edited by the MA/JS.
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] Payment overview

J.1

J.2

Where do | get an overview about payments?

You can find an overview about all payments made by the Programme to the lead

partner in the section “Payments”, which is available in the dashboard:

Project History

Title Version Last Update

Contact & Bank information 2 Submitted
08/01/2019 12:01

FLC data & contracts * 12 Submitted
29/01/2019 10:19

Progress Report 3 * 1
10/04/2019 13:29

Progress Report 2 3 g#gg}gtgf q -
07/02/2019 12:23 -

Progress Report 1 3 g&}%g}gtgf 3 -
30/07/2018 12:36

Clarification (PR 2) 2 33 Finalized
07/02/2019 12:34

Clarification (PR 1) 4 J5 Finalized
2210872018 0911

JSs
T L 15/02/2019 09:08
Application Form 3 Submitted -

28/01/2019 11:35

The Certifying Authority of the Programme submits the latest version of that

overview to you after transfer of the co-financing from the trust account.

How to understand the overview about payments?

The payment overview consists of two tables:
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1. Overview about the payments made in total to the project

Corrections/other =
Payment Walue date Fund Requested payments Paid
120972017 ERDF 0.00 15,000.00
12082047 Nenway 0.00 200 12.00
Payment 1
1208207 ENI .00 oo .00
2Mei2niT Russiz o.oo aoo o.oo
12082018 l {a) ERDF 20034420 I oo 200,344 .20
1200r20te Nanway 0.00 .00 .00
Payment 2
1200:2018 ENI .00 .00 a.oo
20012018 Russiz 0.00 d.00 .00
18012010 ERDF 0.00 .00 a.00
18012018 Nenway a.00 200 a2.00
Payment 3
18012018 ENI .00 oo .00
18012018 Russiz 0.oo [d) 837815 6378315
2502208 ERDF .00 oo .00
28022018 Nanway 0.00 .00 .00
Payment £
2smaznie ENI .00 .00 a.oo
2E02/2018 Russiz o.00 3045550 343530
DEMO320t0 ERDF A04,068.75 .00 402,083.75
CED32018 Nenway a.00 200 12.00
Payment §
203 ENI 10.208.87 oo 10.208.87
(h)
OO0 Russiz 10,208.81 aoo 10.208.81
ERDF ©04.811.55 15,002.00 G18,811.55
MNomway .00 000 .00
Total
ENI 1020881 .00 10,228.51
Russiz 1020851 103.223.54 112,447,235

The column “requested” informs about regular payments of ERDF, ENI,

Norwegian national and Russian national co-financing

- requested in progress reports, and/or

- deducted through correction reports.

For example, the column includes

(a) regular payments of ERDF

(b) regular payments of ENI and Russian national co-financing.
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The column “Corrections/other payments” informs about

(c) preparation cost payments
(d) advance payments made to Russian partners
and amounts that were deducted or withheld by the MA/JS.

2. Overview on the payments made to each partner

Partner Country
PP1
+=r
PP2
-
PP17
- Ry
PP 18
- RU
PP 12
- RU
PP 20
- RU
Total

Fund

m
2
o

n

ERDF

Russia

Russia

Russia

Russia

Programme co-
financing budget

32279573

64,685.00

2041762

69,550.40

143,060.10

13151795

2,308,534.44

Accumutated
requested
Programme co-
financing

83,532.05

2041762

625,329.17

Accumulated
corrections/other
payments

15,000.00

0.00

20,865.12

4291303

39.45539

118,238.54

Accumulated all
payments

108,532.05

20.069.02

4201503

3945539

743,567.711

Remaining budget

21426363

4363523

92.062.56

1,564,966.73
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K Messaging Center

K.1  What is the messaging center?

The messaging center is the exclusive communication tool for all issues concerning
contracting, reporting and payment. It replaces the email communication between the
Lead partner and the MA/JS.

K.2  What is the main different between the messaging center and email?

While email is communication between individuals, the messaging center is for the direct
exchange between the MA/JS and the Lead partner, i.e. all users with Lead partner rights
in BAMOS. All users with the corresponding rights will have full access to the complete
communication (sent and received messages) at any time.

K.3 Does the messaging center support attachments?

The messaging center supports attachments with a file size of 10MB each. The number
of attachments per message is not limited.

K.4 How do | check my messages?

New messages are shown at your dashboard

£
:
;

. T e
frooes=Renond z 201032017 1629 201032017 | ¥

Clarification (Subsidy » 8 — I Lead Applicant/Pariner Active
contract) 21/03/2016 10:19 o
Clarification (VAT status 4 Js Finalizad _ Lead Applicant/Partner Active
change PP11) 03/06/2016 13:02 o
Major change (inclusion of _ FeadiAppiican iGar el fAcTaicniinkiexhred
reserved partners) + Minor 3 JS Finalized
change (inclusion of 17/032017 16:25 - _ Lead ApplicantPartner Active
associated organisation) e - . e
Clarification (Progress report 5 o JS' . Finalized _ First Level Controller Active
1) 20/04/2017 09:44
Clarification (PR1 - Definition 2 J3 Finalized ] First Level Controller Active
of quality criteria) 30/01/2017 10:25 =
Applicant/Project B
Clarification minor change JS —ad _ - Active
"address change” PP2 ? 220052017 14:14 Fnalized i
dana hennings@interreg- _ ADDHéaRUimiECt Activation link expired
Change of VAT Status PP1* 1 baltic.eu ey
07/06/2017 10:40
_' Lead Applicant/Partner Active
PP name change and legal Js
sucession ™ 22/05/2017 17:01
_ Lead Applicant/Partner Active
» 11 JS
Application Form 22052017 16:06 -
_ Lead Applicant/Partner Active
Projecl Messages (20 new messages) - _ Lead Applicant/Partner Active
R S _\ Lead Applicant/Partner Active
Robert Schulz (robert.schulz@eu.baltic.net) A - ead cant - clive
erlsim 08/06/2017 18:04 _.u Lead Applicant/Partner Active

You will also receive an email notification to your registered email box in case a new
message arrives via the Messaging Center. (see 1.6)
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Alternatively you can access the Messaging Center via the menu on the top of the page:

'I'_':'l""_":'_'i Uashbpard Ky Projocis LEsar Blanagporrond & |

Prop<t CMESHD  Inden Mo BT 166 Promcd Ma: #8075

Project History Project Usars [ p——

K.5 How do | sort my messages?

You can sort messages by clicking on the header. Messages will be sorted by title,
receive date or favourite/no favourite.

Baltic 5ea Region Dashboard | My Projects | Messaging Center

# Home  Messaging Center - Messaging Center - Inbox
@ Inbox |« SentMessages @@ Archive

= New Message

Keyword Tags only Q Search

Message Details - 7 unread Tags Fav. I

Robert Schulz (robert.schulz@eu.baltic.net)
= 08/06/2017 18:04 =} *
Lorem ipsum

Robert Schulz (robert.schulz@eu.baltic.net)
i 02/06/2017 15:29 = *
sdfdsfdst

Robert Schulz (robert.schulz@eu.baltic.net)
= 31/0512017 15:00 =} *
Reall

K.6  How do | change the interval of the email notifications?

If you enter your profile setting by clicking on the rack-wheel-icon in the upper right
corner and select “profile”:

nmiswI ey
Baltic Sea Region

Dashboard | My Projects | Messaging Center Change Password
A Home - Messaging Center - Messaging Center - Inbox Log off
@ Inbox </ SentMessages & Archive
28 New Message
Keyword Tags only Q Search
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You will access a screen where you are able to change the interval for the email

notifications:
Phone + 494
Mobile + 491745

E-mail address | diasde

197100 characters

Confirm e-mail
0 /100 characters

Messaging Center Configuration

Message Notification Period 0 0 hours

Please note that if you would like to receive notifications, you have to add a notification
period of greater than 0 hours. A notification period of 0 hours means that you will not
receive any notifications.

K.7 How do | send a message?

(1) Go to the message center (see 1.4)

(2) Click “New Message”

BANEDen eg.on Dashboard | My Projecis | Messaging Center

# Home  bisssaping Center  Messaging Center  Inbax

G nbox |l SeriMessagss || @ Anhive

Kewarn Tags anty Q seare

(3) Enter subject and text.

(4) If applicable: add attachment (see I.3) by clicking here

Thomas Kabatmann [miamepRgecko.cs)
0 FOAEHTT 1300 B +*
allsnce lest
Systam
2I05HAT 1357 -1 *

Clarfication answer submiitsd

System
¥ ZMGRHT 13:54 - | w
Application form subemitted
Syslem
1ZMARIIT 10225 -] *
Clarfication answer submitted
Q axtach
12323
Woend | @ cancel
(5) Click “Send”
System
042017 10:25
Clarification answer submitted ek L] *
Qae
123> .3
D cxcs
— A
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Alternatively you can click on respond under a received message:

Enter Tags ‘ Save tags

0210612017 15:29 =] *
3110572017 15:00 - *
2010572017 13:09 = *
2200572017 13:57 -1 *
2210572017 13:54 | -] *
120412017 10:25 = *

K.8 How do | delete a message?

Messages cannot be deleted, but they can be moved from the inbox to the archive, by

clicking .. To remove messages back from the archive you have to go to the

B AChive  3nd click on once more on i :

A Home Messaging Center - Messaging Center - Inbox

@ Inbox | < SemMessages

E New Message

Keyword

Message Details - 7 unread

Robert Schulz (robert.schulz@eu.baltic.net)

Lorem ipsum

Tags only Q Search

Tags Receive Date A Fav.

08/06/2017 18:04 @ *

K.9 How do | keep track of my messages?

To keep track of all of your messages you can add tags (keywords) for each email. For
this, just open the incoming message, enter tags and click on “save tags”. Please use NO

“wn

seperators like “,” or “;” between keywords.

#
(

lEmerTags Save tags
1| I

= Respond @ Close

22/05/2017 13:57 = *
2210512017 13:54 |- | *
120412017 10:25 -] *
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K.10 How do | mark a message as “favourite”?

To highlight an important message it can be marked as “favourite” by clicking on * .

To remove the highlight you have to click on again.

Keyword Tags only Q Search

Message Details - 7 unread Tags Receive Date A Fav.

Robert Schulz (robert.schulz@eu.baltic.net)
e 08/06/2017 18:04 -} *
Lorem ipsum

Robert Schulz (robert.schulz@eu.baltic.net)

02/06/2017 15:29
sdfdsfdsf -
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L Additional help

L1 Who can help me in case of questions?

In case of technical questions please turn to helpdesk@bamos.eu. For all content related
guestions please turn to our Finance and Project officers. You find their contact details
under: http://www.interreg-baltic.eu/contacts.html
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