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AF
AF/PF
CDF
co
CR
DEEP
FO
JTS
LP
MC
PCR
PF
PO

Application Form

Application Form/Project Data Form
Contact Data Form

Communication Officer

Correction Report

‘Database for Efficient European Programmes’
Finance Officer

Joint Technical Secretariat

Lead Partner

Monitoring Committee

Preparation Cost Report

Project Data Form

Project Officer
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DEEP Background

Between 2002 and 2008 the Joint Secretariat of the Baltic Sea Region INTERREG
ITI B Programme administered 129 transnational projects with more than 3200
partners. Efficient handling of the approved projects and administering additional
220 rejected project applications was only possible with the help of the
Programme Management Database. This software application was developed by
the Baltic Sea Region Joint Secretariat in cooperation with a software company.

From 2008 on, the Joint Technical Secretariat developed the next generation of
the database to support the management of the Baltic Sea Region Programme
2007-2013 and called it DEEP, which stands for Database for Efficient European
Programmes. It is able to process a wide range of data and to exactly document
workflow throughout the programme life cycle.

For further information on DEEP please visit:

The Manual

This manual shall support experienced and new users of the database to get an
overview of the functions provided by the system and to understand how to use
them. The detailed description of all available functions is supported by a number
of screenshots.

/ ’{/ \

Robert Schulz, February 2012
Information Coordinator

Part-financed by

.baltic.n
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1.1 Browser & Browser settings

Please note, that the database was optimized for Microsoft Internet Explorer for
the version 7, 8, and 9. To avoid data inconsistencies other users like Google
Chrome, Mozilla Firefox, or the Internet Explorer 10 should not be used.

To guarantee a proper performance of the application please check if the Internet
Explorer is NOT working with stored copies of web pages. To archive this please
check that under Tools>Internet options>Browsing history>Settings>Check for
newer versions of stored pages ‘Automatically’ is selected.

Internet Options Temporary Internet Files and History Settings

General Security | Privacy || Content || Connections | Programs || Advanced - § 3
Temporary Internet Files

Home page Internet Explorer stores copies of webpages, images, and media
/? To create home page tabs, type each address on its own line. for faster viewing later.
i

http: /. google. com/ Check for newer versions of stored pages:

(") Every time I visit the webpage
O Every time I start Internet Explorer
[ Use current ] [ Use default ] [ Use blank (=) Automatically

() Mever

Disk space to use (3 - 1024MEB): 540

Browsing history

Delete temporary files, histary, cookies, sgye

¥ and web form information. (Recommended: 50 - 250MB)
Delete. . ] [ Settings ] Current location:
Search C:\Documents and Settings'Robert Schulz\Local
i’_} Change search defaults. Settings'{Temporary Internet Files!,
—
Tabs [ Mave folder. .. l [ View objects l [ View files
Change how webpages are displayed in
L History
Appearance Specify how many days Internet Explorer should save the list
of websites you have visited.
Colors ] [ Languages ] [ Fonts ] [ Accessibility ] L o
Days to keep pages in history: 20 55
[ K ] [ Cancel ] CK l ’ Cancel

1.2 Logging in
Users from the BSR Programme bodies should use while working from within the
JTS Network (or while being connected via VPN) following link:

The link for external database access is:

External users are kindly asked to login to the test database:

eu.baltic.net Part-financed by
x X the European Union
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& DEEP - Baltic Sea Region Programme 2007-2013 % v B v @ v Pagev Safetyv Tookv @~
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t'fﬂ g L

LogIn
User Name: |
Password:

Login |

Attention: Please note that the database is ending sessions after one hour of
inactivity. Due to this users are kindly asked to push the save button from time
to time. Please note that entering text WITHOUT saving is not considered as an

activity by the database. Q

Due to the ongoing adjustments and bug fixing and implementation of new
features it can also happen, that users are kicked off by the system from time to
time automatically.

1.3 Favourite projects and sections (Fast & easy Navigation)

To raise the usability of DEEP a tool for faster and easy navigation was
implemented. Each user has the possibility to define favourite projects and
favourite sections.

To add a project to the "Favourites” list:

(1) Open a project by using the search field, you can use the index number, the
project number or it's acronym:

HIGER NUIIDET: $UU0 FIUJEGLIUINDET #UU0 FIGJECE AUL LOYYEU 1N @8: MUUern Sunue | Lug out
b5 3 ion 1.3 (2012-08-13]
Programme 2007-2013 % % ¥ Hen 3 98 g il I Favourites +
i # Administration Add project
+ Projects
< Project status #0140 3
3 + ContactData 2 PR104.10.2012 ] Checksum verified as [
< Contact data -
© Bank information FR1IFR2 [FR31/FR4 [FR5 [FR6/ FR7 FRS FR9 AR 1/ AR2I/AR3 (AR 4| ESEiRCIDCI RSZ( mm
& Import/Export Contact Data b t : E E b b - - - =
o All e-mails — — ———
=+ Application and Project Data Qutput indicators for common results | Publicity and communication indicators
< AF Validation h
© Version Management Description Target ?s;(\:_lll: (lil:r’;z:[l
= ¢ Request for Changes Numhar nf arddrassas a-mailad in 1800 n 1101
eu.baltic.net X Part-financed by_
L the European Union
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(2) Click first on “=»” and then on “Add project”.

HIUEA HULBLL SUU0 FIURLL HTUNIDEL . #UUD FIUjELL AL LUYYEU 1 ad. MULETL SuHiuig | Ly uu

PRODUCTION: Version 1.3 (2012-08-13)

1 2 3 4 5 6 7 ] -
® K x ® Kx *x *x ® K x Favourites +
Add project
2PR104.10.2012 [=] Checksum verified

{FR1{FR2 {FR3FR4 FR5 FRG FR7 FRB!IFR9! AR 1 AR2!|AR 3| AR

ct Data

= Qutput indicators for commeon results | Publicity and communication indicators
ata

To delete a project from the “Favourites” list:

(1) Click first on “»” and then on the “"*” close to the project number.

Index number: 4UU% Project number: #U05 Project: AUL Logged n as: Hobert Schulz | Logout

PRODUCTION: Version 1.3 (2012-08-13)

1: *i i *; *g *2 1 *2 A Favourits
Add pro
#040
2PR104.10.2012 [~] Checksum verified #046
[FR 1 FR2| FR3//FR4 [FR5 FRE| FR7 FRE [FRO AR 1 AR 2 AR 3 AR 4] Es #070
tact Data : : k : : : : : -
{Data OQutput indicators for common results || Publicity and communication indicators

To open a project from the "Favourites” list:

(1) Click first on “=” and then on the project number.

PRODUCTION: Version 1.3 (2012-08-13)
3

® * i *ssi *g :& * g A Favourites +

tracting = Grant Contract

b
act b4
Attention: Please note that when holding the mouse over the project number
the acronym will be indicated to ease the selection.
eu.baltic.net RaEH Part-financed by
x the European Union

10/91



Programme 2007-2013

To add a specific section to the “Favourites” list:
(1) Open the specific section in DEEP.

(2) Click on “ %"

Index number: SUUE Froject number:

1 2 3 4l 45 4k
okE o ok [ xE] kxS

Start » Projects > Decision/Contracting = Grant Contract

X~

To delete a specific section from the “Favourites” list:
(1) Click on “"®#" close to the ™ "
PRODUCTION: Version 1.3 (2012-08-13)
3 4 5 6
X *ﬁ *ﬂ *ﬁ

tracting > Grant Contract

Favourites =

Add project

040 X

~

act #046 X

To open a specific section from the "Favourites” list:
(1) Click on the ™ © " you have added ealier

PRODUCTION: Version 1.3 (2012-08-13)

i * i *3 *:Ei * g A\ Favourites =
tracting > Grant Contract
#040 X
act #046 b4

Attention: Please note that when holding the mouse over the star the name of
the specific section will be indicated to ease the selection.

eu.baltic.net Part-financed by
* * the European Union
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1.4 Project Status & Responsible Officers
To inform yourself about the current status of a project, open the ‘project status’

page:

Programme 2007-2013

# & Administration
= & Projects
¢ Project status
= + ContactData
< Contact data
< Bank information
¢ Import/Export Contact Data
< All e-mails
=  Application and Project Data
© AF Validation
© Version Management

1

Index NUMDEr: £UU5 FToject NUMDer: U045 Froject: ALL Logged In as: Kobert schuiz |

Log out

PRODUCTION: Version 1.3 (2012-08-13)

Also the responsible officers can be defined here.

(1) Select a person from the list.

(2) Click on “Save”.
g
< E-Mail
Project Main Data
% 1.1- 1.7 Project Main Data
\. Partnership
< 2.1 - 2.2 Partnership Main
< 2.3 Partners
i. Strategy
< 3.1 - 3.3 Strategy Main Data
© 3.4 - 3.5 Results and Outputs
@ 3.6 - 3.9 Potential
< 3.10.1 Work packages
© 3.10.2 -3.10.6 Activities
\. Expenditure
< 4.1 - 4.5 Budget
< 4.6.1 Contracts
< 4.6.2 Equipment And Inv.

eu.baltic.net

2 3 4 5 6 7 -
® ® ® *x o *x x * ~  Favourites v
Start > Projects > Project status
Main Data
LP name Port of Hamburg Marketing Total budget 2,770,300.00
LP country GERMANY ERDF co-financing 1soe72000 T84T
Number of project partners 20 NOR co-financing 000 000%
Website ww_hafen-hamburg.de ENPI co-financing aeasnon 00
Call nn A1
Uate of approval Us Jun 2011 Approved project changes 1
Date of contractin 15 Nov 2011 Amendmentsiotth=lGmnt 0
9 contract
Start 09 Jun End o
date 2011 date 08 Jun 2014 Duration{months)
JTS Responsibilities
Respeonsible PO ‘E\ena Kolosova El[ Save ]
Respensible FO [Petri Saarukka [=][ save |
Responsible CO ‘ [Select] E” Save ]
Reporting overview
. Report Delay PO FO o . o A
No Deadline received |(days)icheck|check ERDF paid NOR paid ENPI paid Value da
ERDF:
AP 0.00 0.00 0.00 Norw:

12/91
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2.1 Importing an Application Form (AF)
(1) Go to Administration>Create dataset

/€ DEEP - Baltic Sea Region Programme 2007-2013

-8 -

Logged in as: Robert Schulz_ Active Call: | Logout

+ Pagev Ssfetyw Tookw @+

Programme 2007-2013
=+ Administration
o Create dataset
Call administration

Start > Adminisiration = Create dataset

RTF administration

o

o

C=Alies 1Ay CTterla Select a file for importing an application form. The import may take some minutes
o Admissibilty Criteria Groups

o

o

.

E-mail templates
E-mail types
User Management

Messages:
© Users

© Roles
+ Projects
+ Statistics

(2) Select a file with ‘Browse’.

(3) Click ‘Import’.

2.2 Validating an AF/PF

The database is able to perform the same coherence checks (validation) as the
excel sheets of the Application form.

(1) Go to Projects>Application and Project Data>AF Validation

{& DEEP - Baltic Sea Region Programme 2007-2013 % v B v L0 d® v Page~ Safetyv Took~ @

Index number: 1022 Project number: #001 Project: JOSEFIN Logged in as: Robert Schulz Active Call: | Log out

Programme 2007-2013

* Administration Start > Projects > Application and Project Data > AF Validation )\
= * Projects
© Project status
& ¢ ContactData 9 Name change, 072010 || Verify Checksum @
o Contact data
o Bankinformation
© ImportExport Contact Data Test 1: budget matches budgets of all partners
& # Application and Project Data ERDF 3,544,130.00€ 3,544,130.00€
© AF Validation Norwegian 324,107.00€ 324,107.00€
o Version Management ENPI 0.008 0.00€
© e 1. ProjectMain Data
@ 1.1- 1.7 Project Main Data Test 2: Spending compared to budget
= e 2 Parnership Budget (Spending / Total budget) 3,868,237.00€ 3,868,237.00€ check ok
0 21-22 p Main
o 2.3Partners Test 3: Preparation costs must not exceed 2% of project total budget or 50.000€
o e 3 Stateqy Preparation Costs (Budget Preparation costs) 3,868,237.00€ 49,035.00€ check ok
© 3.1-3.3 Strategy Main Data
© 3.4-3.5Results and Outputs Test 4: Contracts (4.6.1) matches budget line 2
& 3.6-3.9 Potential Cantracts (4.6.1)/ budgetline 2 838,700.00€ 838,700.006
o 3.10.1Work packages
© 310.2-3.10.6 Activities Test 5 Equipment and investment(4.62) matches budget line 4
S '+ 4 Expendiure Equipment and investment(4.62) / budget line 4 $24,205.00 524,205.00
o 4.1-45Budget
& 461 Contradis Test 6: Partner's unpaid voluntary work doesn't exceed partner's contribution
© 4.6.2 Equipment And Inv. Partner Check
o Additional documents Partner 1 check
=+ Admissibiliy Partner 2 check ok
o Admissibility check list AN IS
o Admissibility check result Pariner 4 check
N Partner § check
Assessment Partner 6 check
S = Decision/Contracting E— e
© MC Decision Partner 8 check
o E-mails Partner 9 check
© Grant Contract Partner 10 check
=  Progress Report Partner 11 check
o PCR Partner 12 check
— Partner 13 check ok
eu.baltic.net ** Part-financed by
. . * -
* * the European Union
-
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(2) If there are no error messages, please choose ‘manually ok’ from the drop
down menu and click ‘save’. In case there are major problems please choose
‘manually failed’ and click ‘save’.

\jthis check result V

thiz check rezult

zet manualy ok
wenn 2ET manually failed
=&t unchecked

The result of the check can be seen on every page by clicking ‘i’

3 Contracted PF, 112009 « originally contracted AF Verify Checksum

[AF check ok

| Admissibility check manually set to ok|

Index number 2072 contracted

Project number #035

Call 22 -

Field Of Intervention 5 - Advanced support services for firms and groups of firms 50 %
3 - Technology transfer and improvement of cooperation networks between small businesses (SMEs), between these and other businesses 50 %

and universities, post-secondary education establishments of all kinds, regional authorities, research centres and scientific and technelogical
poles (scientific and technological parks, technepoles, etc.)

1.1 Project Title “Intercountry Business Incubators’ Network™
1.2 Acronym IBI Met
1.3 Priority Prinrity 1° Fnsterinn nf innnvations arras the ASA

2.3 Importing a new version of an AF/PF

Attention: Please note that the Application Form (AF) of a project is
renamed in ‘Project Data Form’ (PF) after contracting. So both forms are
technically identical.

(1) Go to Projects> Application and Project Data >Version Management

(2) Click ‘Import revised AF’

Start > Projects > Application and Project Data = Version Management

[T show deleted versions
Orig.

Version No User Date Valid Title Acronym Orig. AF  Contr. Version
AF

1 ;UD‘;ZTZ 509 =.21PUH Baltic Sea Region Climate Change Adaptation Strategy BALTADAPT Original AF, 03/201 = X

Comment
10/27/2010 5 = = =
3 Joel Kook 34512 P Baltic Sea Region Climate Change Adaptation Strategy BALTADAPT PF, 10/2010 j x
Comment v.3 - final version for contracting (v.2 had technical errors due to faulty finalise and save and print button). Other PFs received during clarification

process saved on L: enly and not imported to the DEEP, further details on L:drive.

Import revised AF for this project
Import revised AF

Export Application Form into current template
Export AF

eu.baltic.net Part-financed by
x X the European Union
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(3) Select a file with ‘Browse’.

H \ ’
(4) Click ‘Import
You are uploading an Application Form for
Project: "Intercountry Business Incubators'

Network™ Acronym: IBI Net

Select a file for importing an application form. The import
may take some minutes.

Browse_

Check acronym -

Messages:

Attention: Please note that in rare cases in which the project acronym has é

changed the item ‘no acronym check’ should be selected from the drop down
list.

(5) Click* ™  to edit information on a version of an AF/PF as ‘Version name’ and
‘Comment’. You also have the possibility to mark a version as ‘Original AF’ and/or
‘Original Contracted AF’ by ticking the corresponding boxes.

Attention: Please note that the ‘version name’ should consist of a short

title followed by the month and year of the change, e.g. ‘Revised PF,
01/2009'.

It is recommended to use following labels

- Original AF
- After AC [in case there are changes after the AC already]
- PF

- New Contact [in case of changes in contact data]
- New PP data [in case of pp data changes as legal status and/or VAT status]

- PP drop out [in case of pp drop out, e.g. exclusion of RU ENPI partner]
- Revised WP2 etc.

(4) Click ‘El’ to save the changes.

eu.baltic.net Part-financed by

the European Union
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2.4 Deleting an invalid version of an AF/PF

Attention: Please note that only a limited number of users is able to delete
an invalid version of the AF/PF. Please contact the Information Coordinator if
you do not have the necessary rights.

(1) Go to Projects> Application and Project Data >Version Management

Start > Projects = Application and Project Data = Version Management

[Tl show deleted versions

Orig.

Version No Valid Title Acronym Orig. AF  Contr. Version
L
robert 32212010 - . -

1 schulz 0853 M Baltic Sea Region Climate Change Adaptation Strategy BALTADAPT Original AF, 03/201 [l 4

Comment

10272010 . .

3 Joel Kook 31512 AW Baltic Sea Region Climate Change Adaptation Strategy BALTADAPT PF, 10/2010 :/ 4

Comment

w.3 - final version for contracting (v.2 had technical errors due to faulty finalise and save and print button). Other PFs received during clarification
process saved on L: only and not imported to the DEEP, further details on L:drive.

Import revised AF for this project
Import revised AF

Export Application Form into current template
Export AF

(2) Click *®’ to delete an invalid version

2.5 Displaying a deleted version of an AF/PF
(1) Go to Projects> Application and Project Data >Version Management

Start > Projects » Application and Project Data = Version Management

[T show deleted versions

Orig.
Version No Date Valid Title Acronym Orig. AF Contr. Version
L
robert 302212010

1 schulz 5-09:53 P Battic Sea Region Climate Change Adaptation Strategy BALTADAPT Original AF, 03/201 X

Comment

1062772010 5 .

3 Joel Kook 34512 AW Baltic Sea Region Climate Change Adaptation Strategy BALTADAPT PF, 10/2010 =X

Comment

v.3 - final version for contracting (v.2 had technical errors due to faulty finalise and save and print button). Other PFs received during clarification
process saved on L: only and not imported to the DEEP, further details on L:drive.

Import revised AF for this project
Import revised AF

Export Application Form into current template
Export AF

(2) Click ‘[ show deleted versions /.

eu.baltic.net Part-financed by
L. the European Union
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2.6 Undeleting a version of an AF/PF

Attention: Please note that only a limited number of users is able to undelete
an invalid version of the AF/PF. Please contact the Information Coordinator if
you do not have the necessary rights.

(1) Go to Projects> Application and Project Data >Version Management

Start > Projects = Application and Project Data = Version Management

show deleted versions
Orig.

Version No Date Valid Title Acronym Orig. AF  Contr. Version
AF

1 [opet a0 Balic Sea Region Climate Change Adaptation Stralegy  BALTADAPT original AF, 03201 1 X

Comment
3 Joel Kook 3012:?0;’? Baltic Sea Region Climate Change Adaptation Strategy BALTADAFT PF, 102010 = X
Comment v.3 - final version for contracting (v.2 had technical errors due to faulty finalise and save and print button). Other PFs received during clarification

process saved on L: only and not imported to the DEEP, further details on L:drive.

Import revised AF for this project
Import revised AF

Export Application Form into current template
Export AF

(2) Tick ‘0 show deleted versions *

(3) Click * &’
(4) Tick *[_1" in the column ‘Valid’

(5) Click ‘' to save the changes.

2.7 Documenting an Admissibility Check
(1) Go to Projects>Admissibility>Admissibility check list

Attention: Please note, that the Admissibility checklist can be easily
edited by the Administrator for every call (see chapter AS 7).

(2) Answer all points of the checklist via clicking ‘Yes’, *‘No’ or ‘Follow up’ and add
comments to the comment box, if needed.

Admissibiity Check [v]

1) Digital AF sent before the deadline
@ ves Cno O Follow Up last change: dah on 11.06.2008 11:31:51

(3) Click ‘Save’ at the bottom of the page.

eu.baltic.net Part-financed by
L. the European Union
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In case a project has finally passed or finally failed the Admissibility Check:

(4) Go to Projects>Admissibility>Admissibility check result

(5) Add a comment if needed:

Last check: Last check date: Last check uzer:

Last Check Comment

AdmissibilityCriteriaGroup AdmissibilityCriteria

Admizzibilty Check 1) Digital AF =ent before the deadline follew up

eck failed

o =,
Comment

i eneckresult jv| | Save

(6) Choose an option (‘ok’ for admissible projects; ‘failed’ for inadmissible

projects’) and click ‘save’.

Li.tﬂ.i_%..9!1;9!5..[??.9.!!._..._5.V;

thiz check result

=zt manually ok
wanel 22t manually failed

zet unchecked

2.8 Generating an Assessment Sheet
(1) Go to Projects>Assessment

(2) Click ‘to generate a new prefilled file please’

Start » Projects = Assezsment

-~

Generating Assessment Sheet

1o generate a new prefiled file please click

Generating Assessment Report

eu.baltic.net
18/91
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2.9 Uploading an Assessment Sheet
(1) Go to Projects>Assessment

Start = Projects > Assesement

Generating Assessment Sheet

to generate a new prefiled file please click

Generating Assessment Report

to generate a new prefiled fie please click

]

Uploading/Downloading Assessment Sheet

Upload File

Comment

User Date File ‘Comment

joanna przedrzymirsk 10/27/2008 3:19:14 PK 1022_JOSEFIN_Assessment.doc H X
(2) Click ‘Browse’
(3) Select a file
(4) Enter a comment, if needed
(5) Click ‘Upload’
2.10 Downloading an Assessment Sheet
(1) Go to Projects>Assessment
(2) Select a file by clicking ‘¥’

Start > Projects > Assessment
Generating Assessment Sheet
1o generate a new prefiled file please click

Generating Assessment Report

Uploading/Downloading Assessment Sheet

Upload Fils

Comment

Lplgad
User Date File Comment
joanna przedrzymirsk 1062772008 3:19:14 PN 1022_JOSEFIN_Assessment.doc o XK
eu.baltic.net ko Part-financed by
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2.11 Generating an Assessment Report
(1) Go to Projects>Assessment

(2) Click ‘to generate a new prefilled file please’

Start = Proiects » Assessment

Generating Assessment Sheet

Generating Assessment Report

1o generate a new prefilled file please click

Uploading/Downloading Assessment Sheet
Upload File
Erowse

Comment

User Date File Comment
joanna przedrzymirsk 10/27/2008 3:19:14 PM 1022_JOSEFIN_Aszeszment.doc o ®

2.12 Documenting approvals/rejections
(1) Go to Project>Decision/Contracting>MC Decision.

(2) Select a decision from the drop down menu.

Attention: Please note, that the decision can NOT be changed after entered
once. z f s

(3) Enter the date of approval.

(4) Enter the place of approval (City, Country e.g. Rostock, Germany).

(5) Enter reason for approval/reason for rejection.

Attention: Please don’t mix up the field for further comments (‘Additional f

Comments’) with the one for the reasons of approval/rejection, which will only
appear after a decision was selected from the drop down menu (see above).

(6) Click the save button.

In case of approval

(7) Add as many requirements as needed.

(8) Set the initiator of the requirement (JTS/MC).

(9) Enter the description of the requirement starting with the kind of requirement
(Condition/Technical correction/Recommendation).

If the sequence or the numbering of the requirements have to be changed

Part-financed by

.baltic.n
eu.baltic.net the European Union
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(10) Open a requirement for editing

Follow Up
Mo Set By Sobved " Date (Sodved) User (Solveds)

Requirement Technical corecton: Budpet Line 2 Exemal senices

and 3 more detalled descripton of the Contracts Delow 30 000 Eurg related %0 e Budget Ling 2
to the first tem “evtemal expetise” (amounting 10 175 200 EURD) and to the %em “othére g
RO

Guidance Pigase provide further clanfication
pemse with sp
" (amountin

y m

(11) Edit the number

Roquirements
No Sel By Solved Date (Sotved) User (Scbved)

Roqarement Te:heical correction Budget Line 2 External seraces

GUIAaNCe Pioase poonde flurther darbaation o e
Evomal Experlise, with $pec gad 1o
bus excursion” (amounting 10 34 SO0 EU

otallod descrpton of he Contracts below 30 000 Ewro retated 10 the Budget Line 2
r5l 0em "edemal expentise” (amounting 10 374200 EUROQ) and to the ilem "othere

(12) Click ‘B’ for saving.

2.13 Sending approval/rejection e-mails
(1) Go to Project>Decision/Contracting>E-Mails.

(2) Choose the correct template:

Programme 2007=-2013

El start
[# Administration
Project ldeas
El projects
[# Application
Admissibility
Assessment
El Decision/Contracting
MC Decision

> Projects = Decizion/Contracting = E-mail

Template Approval e-mail 1zt Call) v
kil haglund@at. Izt 2=, Tarzzoni@ab. lztze

cc
[# statistics

From rzb@eu. baltic.net

(3) Crosscheck the e-mail text.

(4) Click send.

Attention: E-mails should be generated by the user whose contact data
should be indicated in the document.

eu.baltic.net o Part-financed by
x X the European Union
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2.14 Generating approval/rejection letters
(1) Go to Project>Decision/Contracting>MC Decision.

(2) Click ‘Generate approval/rejection letter’.
Approval Letter

Date of Approval letter sent 03. Mov 2008

Generate approval letter

Requirements

Follow Up :
No Set By Solved Monitoring Date {Solved) User {Solved)
1 @ 17 Dec 2008 Dana Hennings

Requirement Technical correction: BL2: The item “External expertise & translation sernvices™ amounting to 404 300 EUR, which is the sum of
contracts below 30 000 EUR, should be further specified.

Guidance Please provide us with more detajls about the cost items and costs involved.

2 @ 03 Dec 2008 Dana Hennings

Requirement Technical correction: It has to be clear that the project does not make BSR programme funds available to SMEs through direct
financial means, but only supports SMEs through advisory and training services. For this purpose in the application form following
sentence should be included in WP3 and WP4 ("Aim’ dialogue field): ‘In the project no BSR programme funds are made available to

Attention: Approval letters should be generated by the user whose contact
data should be indicated in the document.

eu.baltic.net Part-financed by
x X the European Union
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3.1 Documenting that no clarification is needed
(1) Go to Project>Decision/Contracting>MC Decision.

(2) Tick ‘No clarification needed’

Clarification status

Clarification guccezzaful

(D Ma clarification need Ed]

L clarification failed

Generate clarification document

(3) Click ‘Save’

Up- and downloading Clarification Form

File
Durchsuchen

Comment

no Data to dizplay
save I

3.2 Generating a request for clarification form
(1) Go to Project>Decision/Contracting>MC Decision.

(2) Click ‘Generate clarification form’.

(3) Save the file as *.doc (Choose ‘word document (*.doc) under ‘Save as type:’)

3.3 Sending a request for clarification e-mail

Attention: E-mails should be generated by the user whose contact data should
be indicated in the document.

(1) Go to Project>Decision/Contracting>E-Mails

(2) Attach the clarification form (contracting) and the Project Data Form (PF).

Email

Template Rejection e-mail {1st Call} w

To kjell.haglund@abh.Ist.se;anna.larsson

CC

From ( Delete Browse: ]

Part-financed by
the European Union
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Attention: Please note that due to technical reasons, we can only accept PFs,
which are saved as *.xls version. Lead partners which deliver the PF in the new
MS Excel format *.xIsm should be informed, that we can not accept the file,
because it causes ERROR messages. In addition those files will not work with our
‘compare workbook’ or *Checksum’ tools.

(3) Choose the correct template from the drop down list:

Programme 2007=2013
El Start
[ Administration
Project Ideas

Start = Projectz » Decigion/Contracting = E-mailz

Bl Projects
[# Application
Admissibility Email
Assessment =
El Decision/Contracting f&mplats Clarification &-mail (Contracting) |+ | ]
MC Decision
E-miail 3| To henrik. wolff@arcada. fi;gija. kallstrom@an
[ statistics
cC
From rzb@eu.baltic.net
Subject{mail)

(4) Crosscheck the e-mail text.

Attention: Please note that the placeholder for the deadline
(#DeadlineReminder#) will be only entered automatically by the database at the
moment the ‘send mail’ button is clicked.

(5) Set a deadline.

VWe attached twe files to thiz e-mail:

clarifications resardino unclear izzues that were dizcovered during the azsezsment orocess.
Subject(reminder)

Deadline contract clarification HANSA MOBILTY

Deadline/Set reminder for

01. Dec 2008

1. *Clarification decument (Contracting)™. Thiz document provides informatien on hew the reguirements that were =&t for your project ghould be fulfilec

Attention: The deadline will be documented in the database and as a task in
the user’s outlook in parallel.

(6) Set the ‘1st Clarification’ flag.

(W IR TR

Dear Crinta Minalgaite,

that were submitted in the first call for applications at its meeting in Copenhagen on 24/10/2008.

Subjectireminder)

Deadline contract clarification IBR
Deadline/Zet reminder for

01. Dec 2008

Thank you very much for your interest in the Baltic Sea Region Programme 2007-2013. The Monitoring Committee of the Pragramme decided on project proposals

We are sorry toinfarm van that vaur nraiect nronnsal IRR was reiected and will nat receive any fundina from the Raltic Sea Reninn Proaramme 2007-2013 The

~

eu.baltic.net
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(7) Rename the subject of the reminder, if necessary.

|ENTET YOUr TEXT NETE. |
Pleaze include your answers in the clarification document (contracting) and send it by e-mail as zoon as possible, but by #DeadlineRe

Kind regards,
Robert Schulz-Brickner

Subject(reminder)
Deadline contract clarification BattFood

Deadline/Set reminder for
16. Dec 2008

(8) Click ‘Send mail’.

3.4 Prolonging a deadline

Attention: E-mails should be generated by the user whose contact data should
be indicated in the document.

The easiest way to prolong the deadline for a clarification is to send an
confirmation to the Lead Partner.

(1) Go to Project>Decision/Contracting>E-Mails

(2) Choose the correct template:

Start » Projects = Decizion/Contracting > E-mailz

Email

Template ( Prolengation of Deadline v ]
a

To aila.rihentaus@ymparizto.fi;zeppo.hellzts

Subject(mail)

Frem thecry and plans to eco-efficient and sustainable practices to improve the status of the Baltic SeaWVATERPRAXIS - Request for clarifii
tment Text(mail}

Dear Alla Rihentaus,

Thiz iz to cenfirm your deadling for submiting [PLEASE ENTER TECT HERE] til #D=adlineReminderé.
Pleaze feel free to contact us if you are in need of more information.

Kind regards,

Robert Schulz-Brickner

Subject(reminder)

Deadline contract clarification WATERPRAXIS

(5) Crosscheck the e-mail text.

(#DeadlineReminder#) will be only entered automatically by the database at the

Attention: Please note that the placeholder for the deadline f
moment the ‘send mail’ button is clicked.

eu.baltic.net Part-financed by
L. the European Union
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(6) Set a deadline. B .

Ve attached two files to thiz e-mail:

1. “Clarification decument (Contracting)™: Thiz document provides information on how the requirements that were =et for vour preject sheuld be fulfilec
clarifications recarding unclear izsues that were discovered durino the assessment orocess.

Subject{reminder)

Deadline contract clarification HANSA MOBILTY

Deadline/Set reminder for ]

01. Dec 2008

Attention: The deadline will be documented in the database and as a task in
the user’s outlook in parallel.

(7) Set the ‘Current Clarification (Contracting)’ flag.

| BaltFood

( Current Clarification (Contracting) i V]

(8) Rename the subject of the reminder, if necessary.

Kind regards,
Robert Schulz

subjectreminder)
Deadline contract clarification BaltFood

Deadline/Set reminder for
18. Dec 2008

(9) Click Send mail.

3.5 Sending a reminder

Attention: E-mails should be generated by the user whose contact data should
be indicated in the document.

(1) Go to Project>Decision/Contracting>E-Mails

(2) Choose the correct template:

Email
Template (Remindsr Clarification e-mail (Contracting) bl ]
To aila.riihentauz@ymparizto. fi;zeppo.hellsts
cc
eu.baltic.net RaEH Part-financed by
x X the European Union
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(3) Crosscheck the e-mail text.

Attention: Please note that the placeholder for the deadline
(#DeadlineReminder#) will be only entered automatically by the database at the
moment the ‘send mail’ button is clicked.

(4) Set a deadline.

VWe attached two files to thiz e-mail:

1. “Clarification decument (Contracting)™. Thiz decument previdss information on how the requirements that were =&t for your preject should be fulfillec
clarifications recarding unclear izzues that were discovered durina the azsessment orocess.

Subject(reminder)

Deadline contract clarification HANSA MOBILTY

Deadline/Set reminder for ]

01. Dec 2008

Attention: The deadline will be documented in the database and as a task in
the user’s outlook in parallel.

(5) Set the ‘Current Clarification (Contracting)’ flag.

( Current Clarification (Contracting) | V]'

(6) Rename the subJect of the reminder, if necessary.

|Enter yolr 11 ners. |
Plzaze include your answers in the clarificatien document (contracting) and =end it by =-mail a2 =oon az possible, but by #DeadlineRe

Kind regards,
Robert Schulz-Brickner

Subjsctreminder)
Deadline contract clarification BatFood

Deadline/Set reminder for
16. Dec 2008

(7) Click Send mail.

eu.baltic.net Part-financed by
x X the European Union
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3.6 Doing a follow-up of the request for clarification

(1) Go to Project>Decision/Contracting>MC Decision.

(2) Tick ‘Solved’ and/or ‘Follow up Monitoring’ if a requirement is solved.

Generate approval letter

Requirements

No

Set By Solvea [olewUp e (Solved) User (Solved)
Monitoring
1 MC - JTS

)

Requirement Technical correction: The eligibilty of PP2 Oresund Food Network has to be further clarified

Guidance According te the Danizh representatives of the Monitoring Committs:

&, project partner 2 *@rezund Food Network™ has the =ame number in the Danizh centr
administrative business register (CVR) as the *University of Copenhagen”.

We would like to ask you to check the CWVR number of the partner once more. In case the @rezund Food Network is not a separate legal entity but part of
Univereity of Copenhagen, the university should beceme an official project partner in the project.

If all requirements are solved, the ‘clarification’ successful’ tick box will be set
automaticlally by the system.

Clarification status

Clarification successful

D No clarification needed
O] ciarification failed

Generate clarification document

If the cIarificlation is finally failed, please set the tick here:

Clarification status
Clarification =uccezsful

|:| Mo clarification nesded

(L] carification taied

Generate clarification document

eu.baltic.net

Part-financed by
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And add a comment above:

Start > Projects = Decizsion/Contracting = MC Decigion
MC decizion approved
Changed by user Wierzhicki
Date of last changs 30 Oct 2008
Date of Decizion 24 0OctZ008
Place of Decizion Copenhagen, Denmark

AdditionalComments

Reasons for approval
The project propozal is of relevance for the programme and it demonztrates coherent and clear approach.

(3) Click ‘Save’

Up- and downloading Clarification Form
File

Comment
Upload

ne Data to display
save

If an additional round of clarification is needed, please go on with the following
point.

(4) Save a copy of the latest version of the clarification form (contracting) on L:.
(5) Open the file in MS Word.
(6) Unprotect the file using our general password ‘rosJTStock’.

(7) Change the date in the header manually.

Contracting
Project acronym: BaltFood
Tndex Nuymber- 1016
(Date: 18 Nov 2008 ]
Responsible officer: Bartlomiej Wierzbicki

Requirementl: Technical correction: The eligibility of PP2 Oresund
has to be further clarified.

Guidance: According to the Danish representatives of the Monitoring
project partner 2 "Oresund Food Network” has the same number in t

I B Fomn o ol W - B L]

eu.baltic.net Part-financed by
> the European Union
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(8) If a question is solved, mark the answer in green.
Requirement12: Technical correction: In your work plan (\WP3) you mention
activities in the Ukraine. These activities should be mentioned in section 3.10.2

of the Application form as well.

Guidance: Please update section 3.10.2 of the Project data form with these
activities and correct the number of work package (you relate incorrectly to WP1
instead of WP3).

The changes have been included in the project data form as required.

1TS, 02 Dec 2008: Ok/ |

If a question is not solved, add a new JTS comment or question and highlight it

in red.
2

Requirement12: Technical correction: In your work plan (WP3) yvou mention
activities in the Ukraine. These activities should be mentioned in section 3.10.2
of the Application form as well,

Guidance: Please update section 3.10.2 of the Project data form with these
activities and correct the number of work package (you relate incorrectly to WP1

instead of WP3).
The changes have been included in the project data form as required.

Please specify in more detaill ]

Add a new ‘Text form field’.

ARN=A = BERE IR S RN
bl B A D) 2 5 B

[F—

Attention: If this toolbar is not available in your MS Word, activate it via
View>Toolbars>Forms.

Requirement12: Technical correction: In your work plan (WP3) you mention
activities in the Ukraine. These activities should be mentioned in section 3.10.2

of the Application form as well.
Guidance: Please update section 3.10.2 of the Project data form with these

activities and correct the number of work package (you relate incorrectly to WP1

instead of WP3).
The changes have been included in the project data form as required.

(D

eu.baltic.net Part-financed by
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(8) After updating please protect the clarification form (contracting) with the
password ‘ros]JTStock’.

PLIIUD Lu otuy B uine

een table 4.6.1.1 and 1. Formatting restrictions

a fOlTI]). ] Limit formatting to a selection of
styles
per work packages 4 Settings...

udget table (4.4) are

ing rictions

Allow only this type of editing in
the document:

g the total budget of

|Fi||ing in forms M

ita form.
scription of WP1 that 3. Start enforcement
If of the lead partner. Are you ready to apoly these

settings? {You can turn them off

later
\r_Td_tO open a trustee [\‘es, Start Enforcing Protection ]
1is is not the case, you

(9) Save the file.

(10) Go to Project>Decision/Contracting>E-Mails

(11) Attach the updated clarification form (contracting).

Start = Projects = Decision/Contracting = E-mails C

Email

Template | Rejection e-mail (1t Call) [~

To |kje||.hag|und@ab.|stse:anna.larsson|

ole! | |

From |rs|:-§-eu.|:-a|ti-:.net | ( Delete | (Browse.. ] ]
Subjectimail)

Baltic Sea Region Programme 2007-2013 - Decision on RECO Baltic 21 Tech |

(12) Choose the correct template:

Email

Template (l Fellow up Clarification e-mail (Contracting) [ll]
To gerdez(@luebeck org;jacobzen@luebeck
cc

From rebi@eu.baltic.net

Subjectimail)

BaliFood - The BSR Food Cluster: Innovation and Competitiveneas in Action/BaltFoed - Follow up of Regquest for clarifications
Text(mail)

Dear Dirk Gerdes,

[Enter your text here.]
Pleaze include your answers in the clarification document (contracting) and zend it by &-mail a2 2oon az poazible, but by #DeadlinsR:

Kind regards,
Robert Schulz-Brackner

eu.baltic.net Part-financed by
* X the European Union
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(13) Crosscheck the e-mail text.

Attention: Please note that the placeholder for the deadline
(#DeadlineReminder#) will be only entered automatically by the database at the
moment the ‘send mail’ button is clicked.

(14) Set a deadline.

VWe attached two files to this e-mail:

1. *Clarification document (Contracting)™: Thiz decument provides information on how the requirements that were set for your project sheuld be fulfillec
clarifications regarding unclear izzues that were dizcovered during the aszezement orocess.

Subject{reminder)

Deadline contract clarification HANSA MOBILTY

Deadline/Set reminder for ]

01. Dec 2008

Attention: The deadline will be documented in the database and as a task in
the user’s outlook in parallel.

(15) Rename the subject of the reminder, if necessary.

|[ENTET YOUr TEXT NETE.|
Plzaze include your anzwers in the clarification document {centracting) and 2end it by e-mail az 2oon az pozsible, but by #DeadlineRe

Kind regards,
Robert Schulz-Brickner

Subjectireminder)
Deadling contract clarification BatFood

Deadline/Set reminder for
18. Dec 2008

(16) Set the ‘Current Clarification (Contracting)’ flag.

in the clarification document (centracting) and =end it by =-mail ag =oon as possible, but by #DeadlineReminder# at the latest.

| BatFood

( Current Clarification (Contracting) v]

(17) Click Send mail.

eu.baltic.net Part-financed by
x X the European Union
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3.7 Generating the Grant contract

(1) Go to Project>Decision/Contracting>Grant Contract

(2) Click ‘to generate a new prefilled file please click’

3.8 Sending the contracting e-mail

Attention: E-mails should be generated by the user whose contact data
should be indicated in the document.

(1) Go to Project>Decision/Contracting>E-Mails

(2) Choose the correct template:

Start = Projects = Decision/Contracting = E-mails

Email
Template ( Grant Contract e-mail 34 ]
To aila.rihentauz@ymparizste. fi:zeppo.hellsten@ym

B From rzbi@eu.baltic.net [

Subjectimail)

#0M0 WATERPRAXIS - Grant contract

Textimaily

Dear Aila Riihentaus,

Based on the decizion of the Menitering Cemmittes of the Baltic Sea Region Programme 2007-2013 we have the pleasure to offer you the grant centract for the appros
grant contract dees not award ENPI co-financing for Russia, because the European Commizzion did net confirm that the financing agreement between the European C

nete that the preject data ferm iz not valid in itz entirsty: The activities for the benefit of Russia and financed from ENPI have to be amended. We will inform you in duei

Attached to thiz e-mail you will find the following documents in pdf-format:
a} the arant contract.

Subject{reminder) Set Reminder

Deadline/Set reminder for
13. Feb 2009

(3) Crosscheck the e-mail text.

(#DeadlineReminder#) will be only entered automatically by the database at

Attention: Please note that the placeholder for the deadline é
the moment the ‘send mail’ button is clicked.

eu.baltic.net Part-financed by
L. the European Union
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(4) Set a deadline.

VVe attached two files to this e-mail:

1. *Clarification document (Contracting)™: Thiz document provides infermation on how the reguirements that were st for your project should be fulfillec
clarificatiens recardine unclear iszues that were discovered during the azsessment process.

Subject{reminder)

Deadline contract clarification HANSA MOBILTY

Deadline/Set reminder for

01. Dec 2008

Attention: The deadline will be documented in the database and as a task in
the user’s outlook in parallel.

(5) Set the ‘Current Clarification (Contracting)’ flag.

[EGrant contract send V ]

(6) Rename the subject of the reminder, if necessary.

|ERTEr YOUT IEXT NEre. ]
Pleaze include your answers in the clarification document {contracting) and =end it by e-mail az 2o00n as possible, but by #DeadlineRe

Kind regards,
Robert Schulz-Brickner

Subject{reminder)
Deadling centract clarification BatFood

Deadline/Set reminder for
18. Dec 2008

(7) Click ‘Send mail’.

3.9 Generating the cover letter for the Grant Contract

(1) Go to Project>Decision/Contracting>Grant Contract.

(2) Click ‘to generate a new prefilled file please click’

3.10 Documenting the submission of the Grant Contract or an
amendment

(1) Go to Project>Decision/Contracting>Grant Contract.
(2) Click ‘new’.

eu.baltic.net Part-financed by
L. the European Union
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(3) Fill in all necessary data and upload the scanned Grant Contract.

Contracts

Contracti ‘Contract!
Amend-ment Amend-ment

Contracting 1=t Signatory 2nd Signatory 1=t Signatory

2nd Signatory
Date (date of MAMTS (Name, MAMTS (Name, LP {Hame, LP (Hame, File
sent out received last signature) Position) Position) Position) Position)
Contract  [w: v v B <
upload file

3.11 Documenting the case of a non-contracted project

(1) Go to Project>Decision/Contracting>Grant Contract.

(2) Tick ‘not contracted’.

[ not contracted User: Change date:

(3) Enter a comment and click ‘save’.

(4) Upload additional documents, if needed.

Additional documents (justification for not contracting)

File
Comment
no Data to display
14
eu.baltic.net Part-financed by

. X the European Union
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There are three types of reporting forms which follow the same logic:
e Preparation cost report,
e Progress Report, and
e Correction Report.

Attention: Please note, that this chapter only describes the technical steps of
the monitoring in DEEP. For further information please check additional
guidance and checklists on the JTS fileserver L:\.

4.1 Generating a prefilled Progress Report/Preparation Cost
Report

(1) Go to Projects> Progress Report

Progress Reports
Period Name Start date End date Reporting deadline Import date
Preparation Costs 31 May 2007 24 Oct2008 01 MNov 2009 08 Jan 2010 09:51:18 :',8 | _&_ LF_:i vV #
Period 1 25 0ct2008 31 Jul 2009 01 Mov 2009 15Jan 2010 16:33:18 :',8 | _&_ LF_:i vV #
Annex PR1 25 Oct 2008 31 Jul 2009 01 Mov 2009 17 Mar 2010 15:19:34 :',fl | _&_ L?\i vV #
Period 2 01 Aug 2009 31 Jan 2010 01 May 2010 04 Feb 2010 09:04:58 ;’ﬂ o | _&_ @ vV #
Period 3 01Feb 2010 31 Jul 2010 01 MNov 2010 15 Apr2010 11:54:03 ;’ﬂ o | _&_ @ vV 4
Period 4 01 Aug 2010 31 Jan 2011 01 May 2011 AE L EA Vv #
Period 5 01Feb 2011 31 Jul 2011 01 Nov2011 AEMLEE V E
Period & (and Closure Costs) 01 Aug 2011 24 Apr 2012 01 May 2012 30 Nov 2009125841 = B4 _Q_ R e
Annex final PR 01 Nov 2009 A LIV H
CR1 AEEEAV
CR2 A IRIAAR

(2) Click on ‘3",

4.2 Generating a prefilled Correction Report

(1) Go to Projects> Progress Report
Progress Reports
Period Name Start date End date Reporting deadline Import date
Preparation Costs 31 May 2007 24 QOct 2008 01 Nov 2009 08 Jan 2010 09:51:18 :ﬁj o | _Q,_ ﬁ v 1-I
Period 1 25 Qct 2008 31 Jul 2009 01 Nov 2009 15Jan 2010 16:33:18 = B4 _&_ RN e
Annex PR1 25 Oct 2008 31 Jul 2009 01 Nov 2009 17 Mar 2010 15:19:34 =] B4 _L_ [ v L
Period 2 01 Aug 2009 31.Jan 2010 01 May 2010 04Feb 2010090458 20 B 4 [ v @
Period 3 01Feb 2010 31 Jul 2010 01 Nov 2010 15Apr20101154:0327 & & [ v L
Period 4 01 Aug 2010 31 Jan 2011 01 May 2011 M HE L E Ve
Period 5 01Feb 2011 31 Jul 2011 01 Nov 2011 E+1 I B S R Y L
Period 6 (and Closure Costs) 01 Aug 2011 24 Apr 2012 01 May 2012 30 Nov200812:58:41 25 &4 _Q_ RIL 4-I
Annex final PR 01 Nov 2009 MM LRV M
CR1 ML E v e
CR2 A+ AV M

eu.baltic.net RaEH Part-financed by_
x X the European Union
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(2) Click ‘add Correction Report’.

Progress Reports
Period Name Start date End date Reporting deadline Import date
Preparation Costs 31 May 2007 24 Oct 2008 01 Nov 2009 084an2010095118 57 &4 4 [ v 4
Period 1 25 Qct 2008 31 Jul 2009 01 Nov 2009 15 Jan 2010 16:33:18 =5 b4 _&_ E V
Annex PR1 250ct 2008 31 Jul 2009 01 Nov 2009 17rv1ar2010‘|5:19134:"ﬁ B4 _&_ m " 1-I
Period 2 01 Aug 2009 31 Jan 2010 01 May 2010 04 Feb 2010 09:04:58 20 B4 ,g,_ m V
Period 3 01Feb 2010 31 Jul 2010 01 Nov 2010 15Apr2010115403:ﬂ B4 _&_ m Vv (-I
Period 4 01 Aug 2010 31 Jan 2011 01 May 2011 AHEMIE V &
Period 5 01Feb 2011 31.Jul 2011 01 Nov 2011 MAH LAV &
Period 6 (and Closure Costs) 01 Aug 2011 24 Apr 2012 01 May 2012 30Nov20001258:41 20 B 4 [ v
Annex final PR 01 Nov 2009 Eol i m vV
CR1 AEIEAV
CR2 AEFLE Vv H
(3) Click on ‘&',
4.3 Sending a prefilled reporting form
(1) Go to Projects> Progress Report
(2) Click on ‘4.
(3) Attach the prefilled Reporting Form.
Email
Template | Rejection e-mail {15t Call} v|
To kjellhaglund@ah Ist.se;annalarsson
CC
From ( Delete Browse... ]
Attention: Please note that due to technical reasons, we can only accept
reporting forms, which are saved as *.xls version. Lead partners which deliver
the files in the new MS Excel format *.xIsm should be informed, that we can not
accept the file, because it causes ERROR messages. In addition those files will
not work with our ‘compare workbook’ or *Checksum’ tools.
(4) Choose the correct template from the drop down list:
Email
Templatd) Pre-filled forms for Progress Report |Z|I
To - meicn
irene.schucht@ibb.de; zeiser_h.zeiser@t-
online.de; christoph.pilarek@ibb.de;
michal.galkiewicz@berlinmagazyn.pl;
cC
From Add

eu.baltic.net
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(5) Crosscheck the e-mail text.

Attention: Please note that the placeholder for the deadline
(#DeadlineReminder#) will be only entered automatically by the database at the
moment the ‘send mail’ button is clicked.

(6) Set a deadline.
Ve attached twe files to thiz e-mail:

1. *Clarification decument (Contracting)™. Thiz document provides informatien on hew the reguirements that were =&t for your project ghould be fulfilec
clarifications reoardinc unclear izzues that were dizcovered during the azsezsment orocess.

Subject(reminder)

Deadline contract clarification HANSA MOBILTY

Deadline/Set reminder for ]

01. Dec 2008

Attention: The deadline will be documented in the database and as a task in
the user’s outlook in parallel.

(7) Set the ‘Reporting forms sent’ or ‘Revised forms sent’ flag.

#002, BSR_CBP: P Report - Clarificati not specified
SR rogress Repo arifications o e ontacting —
Text(mail) Technical clarification

Technical check passed

Dear Susanne Krawack - Director,
Approval/Rejection e-mail

Thank you for submitting your preparation cost and progress report no. 1. After carefully reviewing it, we would like to as| 15t Clarification ation

and/or documents. Clarification request sent
RN o ey

Please find the “clarification form (PCR)" and “clarification form (PR1)" attached to this e-mail. This/These documefts lij— PR/PCR Monitoring —  |r

preparation cost report and progress report.

Missing report (Reminder)

(8) Rename the subject of the reminder, if necessary.
|ENTEr YOUT TEXT NEre.|

Pleaze include your answers in the clarification document (contracting) and send it by e-mail as zoon as possible, but by #DeadlineRe

Kind regards,
Robert Schulz-Brickner

Subject(reminder)
Deadline contract clarification BattFood

Deadline/Set reminder for
16. Dec 2008

(9) Click ‘Send mail’.

eu.baltic.net Part-financed by
x X the European Union
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4.4 Importing a reporting form
(1) Go to Projects> Progress Report

Progress Reports

Period Name Start date End date Reporting deadline Import date

Preparation Costs 31 May 2007 24 0ct 2008 01 Nov 2009 084an2010095118 & L [ v #
Period 1 25 Oct 2008 31 Jul 2009 01 Nov 2009 15Jan201016:33:1820 & 4 [l v
Annex PR1 25 Oct 2008 31 Jul 2009 01 Nov 2009 17Mar20101519:343 & 4 [ v
Period 2 01 Aug 2009 31.Jan 2010 01 May 2010 04Feb201009:0458 0 M L [ v
Period 3 01Feb 2010 31 Jul 2010 01 Nov2010 15Apr20101154:0329 & 4 G v
Period 4 01 Aug 2010 31Jan 2011 01 May 2011 M I EA v &
Period 5 01Feb 2011 31 Jul 2011 01 Nov2011 AEMERA vV M
Period 6 (and Closure Costs) 01 Aug 2011 24 Apr 2012 01 May 2012 30MNov2009125841 2 B & Gl v
Annex final PR 01 Nov 2009 AEMLEE V @
CR1 AE LAV
CR2 AEHMLEE V E

(2) Click ‘& «,
(3) Click ‘Browse’ to select a file.

Selectfile for import Annex PR (version: 4)

File
Exit

(4) Click ‘upload’.

Attention: It is not possible to upload a new version of a Progress Report in
case at least one ‘Ready for Payment’ boxes is ticked and/or the Report was
marked as paid.

eu.baltic.net Part-financed by
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4.5 Deleting a reporting form
(1) Go to Projects> Progress Report

Progress Reports
Period Name Start date End date Reporting deadline Import date
Preparation Costs 31 May 2007 24 Oct 2008 01 Nov 2009 084an2010095118 & L [ v #
Period 1 25 Oct 2008 31 Jul 2009 01 Nov 2009 15Jan201016:33:1820 & 4 [l v
Annex PR1 25 Oct 2008 31 Jul 2009 01 Nov 2009 17Mar20101519:343 & 4 [ v
Period 2 01 Aug 2009 31.Jan 2010 01 May 2010 04Feb201009:0458 0 M L [ v
Period 3 01Feb 2010 31 Jul 2010 01 Nov2010 15Apr20101154:0329 & 4 G v
Period 4 01 Aug 2010 31Jan 2011 01 May 2011 AEM LAV
Period 5 01Feb 2011 31 Jul 2011 01 Nov2011 AEMERA vV M
Period 6 (and Closure Costs) 01 Aug 2011 24 Apr2012 01 May 2012 30MNov2009125841 2 B & Gl v
Annex final PR 01 Nov 2009 AEMLEE V @
CR1 AE LAV
CR2 AEHMLEE V E
(2) Click* V' <.
(3) Click ‘& -,
No. User Valid Import Date Electronic Version Date Paper Version Version Comment
1 robertschulz 12 Jan 2011 01Jan 2011 01Jan 2011 Wersion 1 =

(4) Untick the ‘Valid’ box and add a comment.

eu.baltic.net
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4.6 Registering a reporting form

(1) Go to Projects> Progress Report> Registration Check

3v.2 00.06.2010 [=] Verify Checksum i)
{FR_1
Electronic version received 09 Jun 2010
PaperversionReceived 05 Jul 2010
Version name v.309.06.2010 Comment corrected by JTS_ FINAL
Check sum is identical petra panyi 05 Jul 2010 13:24:32
Report signed and stamped petra panyi 05 Jul 2010 13:24:32
Repgr[ complete petra panyi 05 Jul 2010 13:24:32
s final report
Contact data complete and  posrs pany 05 Jul 2010 13:24:32
accepted
Bank information correct petra panyi 05 Jul 2010 13:24:33
Receipt confirmed on MName
Comments
No User Date Follow Up
2 airi roots 10 May 2010 = K

Comment AR, 10.05.2010: FR2 Total equals sum of ERDF, Morw. and ENPI check failed.

Add new comment

Questions
Mo data was returned.

(2) Enter the checksum
version of the report.

There might be problems with decimals.

and click ‘verify checksum’ to verify the electronic

Verify Checksum I

3v.309.06.2010 [=] i
2 'FR.3 FR.4  FR_
Total
Budget Previous Current ORI Remaining

Work package reports report budget

[Euro] [Euro] [Euro] [Euro] [%] [Euro]
0 - Preparation activities 44 793.00 30,065.00 0.00 3006500 671 14,728.00
1-Project Management and Administration 385,640.00 74,059.44 67,112.58 14117202 366 244 467.98

eu.baltic.net
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(3) Enter the necessary data and perform the obligatory checks.

1v.1 original E| Checksum verified i)
o
Electronic version received 17 Sep 2010
PaperVersionReceived 15 Sep 2010
Version name v.1 original Comment
Check sum is identical airi roots 28 Sep 2010 14:07:51
Report signed and stamped 8 roots 28 Sep 2010 14:07:52
Report complete airi roots 28 Sep 2010 14:07:52
s final report
PR1:Indicator annex airi roots 13 Oct 2010 16:40:14
submitted
Contact data complete and airi roots 28 Sep 2010 14:07:52
accepied
Bank information correct airi roots 28 Sep 2010 14:07:52
Receipt confirmed on Name
v
Comments
No User Date Follow Up
1 airi roots 28 Sep 2010 = K
Comment There is an error message in DB under FR_5: Expenditure of ERDF partners == ERDF expenditure FR_1 check failed. Meed to be corrected.  »
Add new comment Add
Questions
MNo data was returned.
Add new question Add
H \ 7
(4) Click ‘save’.
. . . . \ ’
(5) If needed: Add comments and/or questions by clicking ‘add
Comments
No User Date Follow Up
1 airi roots 28 Sep 2010 B K

Comment There is an error message in DB under FR_S: Expenditure of ERDF parners <= ERDF expenditure FR_1 check failed. Need to be corrected. =

Add new comment Add

Questions
Mo data was retumned

Add new question

(6) Click* = to enter or edit your question/comment.

(7) Click Bl to save.

Part-financed by

.baltic.n
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4.7 Monitoring a specific part of a reporting form

(1) Go to Projects> Progress Report

(2) Select a section of the reporting form by clicking the respective tab.

3v.3 09.06.2010 [=]

[FR_9 [AR_1AR 2 AR 3 AR 4

R FR 4! FR5: FR_

Part1 | Part 2

no Data in PCRIPR

Data complete

All items in line with PF and AR
Allocation to fund/WP/BL correct

Comments
Mo data was returned

Add new comment

Questions
Mo data was returned

Add new question

petra panyi
petra panyi
petra panyi

11 May 2010 17:13:22
11 May 2010 17:13:22
11 May 2010 17:13:22

Add

Add

Attention: Please note that there are two types of tick boxes: obligatory ones
(in green colour) as well as facultative ones (in orange colour). An overview on

all
Clarification’ (RS&C)> ‘Open obligatory checks’.

unsolved obligatory checks can be found under ‘Reporting Status &

(3) Perform the monitoring checks by ticking the respective boxes and clicking

\ 7
save'.
3v.309.06.2010 Iz‘ Verify Checksum y
Part 1 | Part 2
in PCRIPR
"
Data complete petra panyi 11 May 2010 17:13:22
All items in line with PF and AR petra panyi 11 May 2010 17:13:22
Allocation to fund/WP/BL correct petra panyi 11 May 2010 17:13:22
Bnoi
v

Comments
Mo data was returned

eu.baltic.net
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(5) If needed: Add comments and/or questions by clicking ‘add’

Comments
No User Date Follow Up
1 Joel Kook 03 Jun 2011 00:00:00 0 b 4

Comment There is a change of a drop-out of PP18 (DK) officially unfinished. The pariner has spent no funds and will not report any costs in the future. =
The partner will be taken out of the parnership after the clarification of PR4.
Jok, 14.09.2011: after adding costs of PP3, PP7 and PP14 fo the report the spending rate improved. Additionally one should take into
account the budget cut from the dropping out partner. The spending rate reaches thus close to 70%

Add new comment Save comments

Questions

No User Date

1 Joel Kook 03 Jun 2011 00:00:00 b 4
Question We have commented the low spending rate of your project also in previous report. However, there was a considerable drop in planned -

expenditure for progress report 4 (e.0. also when compared to progress report 3). Please explain the reasons behind it, including possible
other aspects that were perhaps not evident before. Please also give us your estimation for the spending for the [ast two reporting periods.

Add new question Save gquestions

(6) If needed select from the list and click ‘Insert standard phrase’.

Questions
No User Date
1 robert schulz 08 Oct 2012 15:45:12 x
Question .
ame—

Budget reallocation — question if it's planned E| Insert standard phrase

o I

Changas not yet saved | Add new question ] [ Save questions

The question will immediately appear in the question box:l

FUL RN LUBIIRL | [ 9ave sunmneis |

Questions

No User Date

1 robert schulz 08 Oc 2012 15:45:12 X
Question |As your project is soon reaching its end date we would like to know if you plan a budget -

reallocation. If yes, please keep in mind to send the change request early enough to allow for a
timely closure of your project. Due to the increasing number of change requests in the
Programme the approval of such a project change takes at least 3 months.

. it Y S

Budget reallocation — question if (Mesp p— ”
e |

Changes not yet saved | Add new question ] [ Save questions

(7) Click ‘Save questions’/'Save comments’.

Attention: Please note that separators should not be used when entering
values in DEEP, especially in the Desk Check section (correct: "1300.00” instead
of "1,300.00"). Otherwise the values will most likely not saved (properly).

Part-financed by
the European Union
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4.8 Deleting a monitoring question/comment
(1) Go to Projects> Progress Report

Comments

No User Date Follow Up

1 Joel Kook 03 Jun 2011 00:00:00 B

Comment There is a change of a drop-out of PP18 (DK) officially unfinished. The partner has spent no funds and will not report any costs in the future. =
The partner will be taken out of the partnership after the clarification of PR4.
JoK, 14.09.2011; after adding costs of PP3, PP7 and PP14 to the reportthe spending rate improved. Additionally one should take into
account the budget cut from the dropping out partner. The spending rate reaches thus close to 70%

Add new comment ] [ Save comments

Questions

No User Date

1 Joel Kook 03 Jun 2011 00:00:00
Question We have commented the low spending rate of your project also in previous report. However, there was a considerable drop in planned -

expenditure for progress report 4 (e.g. also when compared to progress report 3). Please explain the reasons behind it, including possible
other aspects that were perhaps not evident before. Please also give us your estimation for the spending for the last two reporting periods.

Add new gquestion ] I Save questions

(2) Click * %

(3) Click ‘0K

Message from webpage l&

| Do you want to delete itern 17

oK ] ’ Cancel

4.9 Generating an overview on all monitoring comments

(1) Go to Projects> Progress Report> Reporting Status &
Clarification

3v.309.06.2010 |Z| Werify Checksum

Report sent out
Due date

Open points contracting

(2) Click ‘Generate an overview on all monitoring comment’.

eu.baltic.net *a Part-financed by
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3.3 09.06.2010 [+]

4.10 Generating and sending a clarification document
(1) Go to Projects> Progress Report> Reporting Status & Clarification

Verify Checksum

[FR_1

FR_2 FR_3§ FR_4 i FR_5 i FR_f

FR_7 FR_S

Report sent out
Due date

Open points contracting

Comments
Mo data was returned

Add new comment

Check Reports
Financial Report checked
Activity Report checked

petra panyi
marta slezak

11 May 2010 18:36:38
18 May 2010 13:25:23

‘ Open obligatory checks

‘ [ Generate overview on all menitoring comments

(2) Clrtqsws.gljvgg}g.gl‘lmgggnstjgrﬂs listed in the table.

Questions
No

FR_1: Question 1

FR_2: Question 1

FR_3: Question 1

1

Question 1

eu.baltic.net

Question

Question

Question

FR_9 FLC confirmation: Question

Question

FR_9 Ineligible expenditure:

Question

Solved Date { Solved)

23 Jun 2010

G T D T O T T T TG T T G DTG T D U TG T T G TG G T T TG e
form. As we already mentioned in the Programme Manual, projects are requested to keep up with the schedule stated

in the Project data form and the Grant contract. Otherwise, in case the European Commission forces the Managing
Authority to reduce the Programme request for funds, we will have to cut the budget of the under spending projects. Your |=
project might thus be directly atriskin case of de-commitment of funds at Programme level. We have noticed thatthe
following PPs have very low spending: PP8, PP10, PP11, PP12 and PP13. Please shortly describe the reasons forthat. =

23 Jun 2010

Please describe the items: expert's suppor, external expertise, seminar. We kindly ask you for the future to avoid using =

User {Solved)

petra panyi

petra panyi

general formulations and to specify the items of external senvices in a more identifiable way,

29 Jun 2010

MNEW QUESTION:

The Estenian FLC has informed us that they have found some ineligible expenditure in case of one Estonian pariner.
We have included you in the correspondence, but still please see it below. We kindly ask you to check the situation and

petra panyi

exclude the ineligible costs from the report and send us a new digital version

23 Jun 2010

petra panyi

Please send us the scanned version ofthe signed Partnership Agreement.

23 Jun 2010

The ineligible expenditure was not summed up by the First level controller and not confirmed. Please include also the -

petra panyi

ineligible expenditure in the table summing up all costs

46/91
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(3) Click ‘Generating Clarification Form (Monitorin

)I

Juestion You have used figures with more than two digits after the decimal point Ugurmulas instead of figures, please make -
sure that except for the exchange rate where you have to work with figures with 4 digits after the decimal points you only
use figures (no formulas) with two digits after the decimal point. Please correctthese mistakes in FR_2 and FR_3

Desk Check AR: Question 1 29 Jun 2010 marta slezak =

Question Please make sure thatthe proper reference to the EU and the Programme is placed on all published documents. In -
case of some outputs like e.g. "The Concept of Inte grated Urban Development of the area ATMWU limited by streets
Kusociniskiego, Wojska Polskiego, Fabryczna i Putawska in Piaseczno™ ‘
(http:/www.urbenergy.euffileadmin/urb.energy/medias/partners_section/Partner_Qutputs/PO-WP3/Pias eczno-wp3-
SWOT.pdf) and Evaluation and Reflection of the SWOT-Method Some Crucial Topics of Experiences in Berlin B

‘ l Generating Clarification Form (Monitoring) ] ‘

Request sent out
Deadline
Received

Save Request Data

(4) Doclument the date of the request and click ‘save request data’.

‘ | Generating Clarification Form (Menitoring) |

Request sent out
Deadline
Received

Save Request Data

(5) Go to Projects> Progress Report
(6) Click on ‘4",

(7) Attach the generated ‘Clarification Form (Monitoring)’.

Email

Template |Rejecti0n e-mail (13t Call} v|

To kjell.haglund@abh.Ist.se;anna.larsson

CC

From ( Delete Browse: ]

(8) Choose the correct template from the drop down list:

Email
Templ " o "

To ! . |_J

Initial technical checks passed

Missed Reporting Deadline

Approval of Progress Repart

Pre-filled forms for Progress Report

cc Postpenement of submission deadline for Progress Report
Clarification request (Progress Report 2-6)

From Add

(9) Crosscheck the e-mail text.

Attention: Please note that the placeholder for the deadline
(#DeadlineReminder#) will be only entered automatically by the database at the
moment the ‘send mail’ button is clicked.

eu.baltic.net Part-financed by
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(10) Set a deadline. B .

VWe attached twe files to thiz e-mail:

Subject{reminder)

Deadline contract clarification HANSA MOBILTY
Deadline/Set reminder for

01. Dec 2002 ]

clarifications resardino unclear izzues that were dizcovered during the azsezsment orocess.

1. *Clarification document (Contracting)™: This document provides informatien en how the reguirements that were =&t for your project =hould be fulfillsc

Attention: The deadline will be documented in the database and as a task in

the user’s outlook in parallel.

(11) Set the ‘1% Clarification’ or ‘Clarification request sent’ flag.

26. Jan 2011

not specified

4

Send mail

History of mails

SentDate Deadline SentFrom SentTo
TF2010 11M/2010  petrapanyi@eu.baltic.net alindner@deutscher-
25412 PM 12:00:00 verband.org;

AWM schminntzkimiwnev ara

Mail Subject
#020, Urb.Energy : Pre-
filled ...

(12) Rename the subject of the reminder, if necessary.

|[ENTET YOUT TEXT NETE. |

Kind regards,
Robert Schulz-Brickner

subject(reminder)
Deadline contract clarification BattFood

Deadline/Set reminder for
15. Dec 2008

not specified

—— AFIContracting —
Technical clarification
Technical check passed
Approval/Rejection e-mail
1st Clarification

2 Grant contract sent rting
Pl— PRIPCR Monitoring — sent
2 RannrinA farme cant

Please include your answers in the clarification document (contracting) and =end it by e-mail as =oon as possible, but by #DeadlineRe

(13) Click ‘Send mail’.

eu.baltic.net
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4.11 Marking a clarification question as solved
(1) Gc|>l t_g_l_?_ljgjggl_‘,sa__ﬁf_qgfgiss Report> Reporting Status & Clarification

Questions
No Solved Date (Solved) User {Solved)
FR_1: Question 1 23 Jun 2010 petra panyi =
Quesstion || 755 T SIS IS Y S TG 1T G R I S WS IS ST S W T
form. As we already mentioned in the Programme Manual, projects are requested to keep up with the schedule stated
in the Project data form and the Grant contract. Otherwise, in case the European Commission forces the Managing
Authority to reduce the Programme request for funds, we will have to cutthe budget of the under spending projects. Your |&
project mightthus be directly at risk in case of de-commitment of funds at Programme level. We have noticed that the
following PPs have very low spending: PPE, PP10, PP11, PP12 and PP13. Please shorly describe the reasons forthat =
FR_2: Question 1 23 Jun 2010 petra panyi =
Question Please describe the items: experts suppor, external expertise, seminar. We kindly ask you for the future to avoid using =
general formulations and to specify the items of external services in a more identifiable way
FR_3: Question 1 29 Jun 2010 petra panyi =

Question WEW QUESTION:
The Estonian FLC has informed us that they have found some ineligible expenditure in case of one Estonian partner.
We have included you in the correspondence, but still please see it below. We kindly ask you to check the situation and
exclude the ineligible costs from the report and send us a new digital version.

ms

FR_9 FLC confirmation: Question

: 23 Jun 2010 petra panyi =
Question Please send us the scanned version of the signed Partnership Agreement. -
FR_9 Ineligible expenditure: 23 Jun 2010 petra panyi B’

Question 1

Question The ineligible expenditure was not summed up by the First level controller and not confirmed. Please include alsothe -
ineligible expenditure in the table summing up all costs.

(2) Click* = ', the tick box, and ‘&l ’ to mark a monitoring question as solved.

eu.baltic.net Part-financed by
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4.12 Uploading the final version of the Clarification Form
(1) Go to Projects> Progress Report> Reporting Status & Clarification

3.3 09.06.2010 [+]

Verify Checksum

Report sent out
Due date

Open points contracting

Comments
Mo data was returned

Add new comment

Check Reports
Financial Report checked
Activity Report checked

petra panyi
marta slezak

11 May 2010 18:36:38
18 May 2010 13:25:23

‘ Open obligatory checks

‘ [ Generate overview on all menitoring comments

(2) Click ‘Browse’ to select a file

Received

Save Request Data

File

Comment

CreateDate Comment
kjh 167555

Up- and downloading final version of the Clarification Form {Monitoring)

FileName

ExpenditurePerProjectAndSource rdl

Document Type
Questions PR1 K

(3) Click ‘Upload".

eu.baltic.net
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(1) Go to Projects> Progress Report> Reporting Status & Clarification

3.3 09.06.2010 [+]

Verify Checksum

Report sent out
Due date

Open points contracting

Comments
Mo data was returned

Add new comment

Check Reports
Financial Report checked
clivity Report checked

petra panyi
marta slezak

11 May 2010 18:36:38
18 May 2010 13:25:23

‘ Open obligatory checks

‘ [ Generate overview on all menitoring comments

(2) Click ‘%",

Received

Save Request Data

Up- and downloading final version of the Clarification Form {Monitoring)

File

Comment

CreateDate

Comment

167555

FileName

ExpenditurePerProjectAndSource.rdl

Document Type
Questions PR1 H K

(3) Click ‘OK".

Message from webpage

S5

0K

|

Cancel

eu.baltic.net
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4.14 Downloading the final version of the Clarification Form
(1) Go to Projects> Progress Report> Reporting Status & Clarification

3.3 09.06.2010 Werify Checksum i

Report sent out
Due date

Open points contracting

Comments
Mo data was returned

Add new comment Add
Check Reports
[¥ Financial Report checked petra panyi 11 May 2010 18:36:38
Activity Report checked maria slezak 18 May 2010 13:25:23

‘ Open obligatory checks ‘

‘ [ Generate overview on all monitoring comments ‘

(2) Click * #",

Received

Save Request Data

Up- and downloading final version of the Clarification Form {Monitoring)
File

Comment

CreateDate Comment FileName Document Type
kjh 167555 ExpenditurePerProjectAndSource rdl Questions PR1 K

Part-financed by
the European Union
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4.15 Marking a report as ‘ready for payment’

(1) Go to Projects> Progress Report> Reporting Status & Clarification

3v.309.06.2010 [+]

Werify Checksum

y

Report sent out
Due date

Open points contracting

Comments
Mo data was returned

Add new comment

Check Reports
Financial Report checked
Activity Repart checked

Save

petra panyi 11 May 2010 18:36:38

marta slezak 18 May 2010 13:25:23

‘ Open obligatory checks

‘ [ Generate overview on all monitoring comments

Attention: Please note, that you need the user function ‘JTS / Financial Unit’ to
be allowed to tick ‘Ready for Payment FO’ and the user function ‘JTS / Project

Unit’ to be allowed to tick ‘Ready for Payment PO’.

Please also note, that is not possible to tick these two boxes unless all obligatory
checks are done (for further information see chapter ‘4.7 Monitoring a specific

part of a reporting form’ of this manual) and/or all monitoring question are

solved.

(2) Cligck ‘Ready for Payment FO’ or ‘Ready for Payment PO’.

payment already closed
petra panyi
robert schulz

Save

26 May 2010 15:51:35
25 Jan 2010 10:06:41

(3) Click ‘save’.

eu.baltic.net
53/91
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5.1 Launch an Advance payment (Finance Officer’'s part)

(1) Go to Projects>Payments

| Qvenview || Communicatio

Payment table

No Value date Requested Withheld Total
AP Subtotal 0.00 0.00 0.00
P1 ERDF 528231 0.00 528231
Subtotal 52823 0.00 528234

Financial flow table

Sum of all payments so far Sum of open payments Total
ERDF 0.00 5,282.31 528231
MNorw 0.00 0.00 0.00
ENPI 0.00 0.00 0.00
Total 0.00 528231 5282.31

(2) Click *‘Advanced payment’.

ommunicatio ayment 1 |

Payment table

No Value date Requested Withheld Total
AP Subtotal 0.00 0.00 0.00
P1 ERDF 528231 0.00 528231
Subtotal 5282.31 0.00 5,282.31

Financial flow table

Sum of all payments so far Sum of open payments Total
ERDF 0.00 528231 528231
Morw 0.00 0.00 0.00
ENPI 0.00 0.00 0.00
Total 0.00 5,282.31 5,282.31
eu.baltic.net Sl o fhanced oy
L. the European Union
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(3) Enter the requested amount and if applicable the withhold and a comment.

Overview Communication Advance payment Payment 1

No  Sour Requested Withheld Paid Comment
ENPI 0.00 0.00 0.00
Subtotal 0.00 0.00 0.00

Payment execution Save

By executing this payment the signatories declare that the information provided is true, correct and complete; that the expenditure contained in the statement
submitted has been subject to controls in accordance with the 1ed system as laid down in the OP, MaCoSys and PM, and that we have reasonable
assurance that the exnenditure is free of material error

(4) Click ‘Save’.

(5) Upload the ‘Advance Payment request’ by clicking ‘Browse’, selecting a file,
and clicking ‘Upload’.

Advance Payment request
File

| Browse...

Comment

no Data to display

(6) Tick a signature box and click ‘Save’.

Bro: First signature
[T Fo: Second signature

Save

Attention: Please note, that it takes to different users with the function ‘JTS
/ Financial Unit’ to launch a payment.

(7) Click ‘Notify CA/LP".

I FO: Second signature robert schulz 12 Jan 2011 17:54:47
Payment 0 Value date
ERDF 0.00
Norw 0.00
ENPI 1,000.00
Total 1,000.00

(8) Choose the correct template from the drop down list:

Email
Templ T T remEeTeT o
To
Terrorar =
Initial technical checks passed
Missed Reporting Deadline
Approval of Progress Report
Pre-filled forms for Progress Report
ce Postponement of submission deadline for Progress Report
Clarification request (Progress Report 2-6)
From Add
(9) Crosscheck the e-mail text.
eu.baltic.net RaEH Part-financed by

x X the European Union
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Attention: The deadline will be documented in the database and as a task in

the user’s outlook in parallel.

(10) Set the ‘Advanced payment’ flag.

Deadline/Set reminder for
26. Jan 2011

(11) Click ‘Send mail’.

Payment notification
Payment failure

not specified

5.2 Launch an Advance payment (Certifying Authority’s part)

(1) Go to Projects>Payments

| Ovenviiew | Communication Advance payment Payment 1 |

Payment table

56/91

No Value date Requested Withheld Total
AP Subtotal 0.00 0.00 0.00
P1 ERDF 528231 0.00 528231
Subtotal 5,282.31 0.00 5,282.31
Financial flow table
Sum of all payments so far Sum of open payments Total
ERDF 0.00 5,.282.31 528231
Morw 0.00 0.00 0.00
ENPI 0.00 0.00 0.00
Total 0.00 5,282.31 5,282.31
H \ ’
(2) Click *‘Advanced payment’.
Overview Communicatiol Advance payment ayment 1
Payment table
No Value date Requested Withheld Total
AP Subtotal 0.00 0.00 0.00
P1 ERDF 5.282.31 0.00 528231
Subtotal 5,282.31 0.00 528231
Financial flow table
Sum of all payments so far Sum of open payments Total
ERDF 0.00 528231 528231
MNorw 0.00 0.00 0.00
EMPI 0.00 0.00 0.00
Total 0.00 52823 528231
eu.baltic.net **x Part-financed by
> the European Union
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(3) Enter the "Value date’.
Payment 0 Value date

ENPI 1,000.00 Maotify CALP

(4) Click ‘Save’.

5.3 Launch a (regular) payment (Finance Officer’s part)

Attention: Please note, that payments are not possible unless the ‘Ready for
Payment FO’ and ‘Ready for Payment PO’ boxes are ticked (for further
information see ‘4.15 Marking a report as ‘ready for payment” of this manual)
for at least one report. All reports which are marked as ‘ready for payment’ will
be merged to one payment.

(1) Go to Projects>Payments

‘ | Generate new payment || Generate new payment of the withheld funds (only) |

Payment table

No Value date Requested Withheld Paid
AP Subtotal 0.00 0.00 0.00
P1 22 Feb 2011 ERDF 154,741.22 0.00 154,741.22
Subtotal 154,741.22 0.00 154,741.22
P2 07 Jun 2011 ERDF 389,783.15 100,000.00 289,783.15
Subtotal 389,783.15 100,000.00 289,783.15

Financial flow table

Sum of all payments so far Sum of open payments Total
ERDF 444 52437 100,000.00 54452437
Norw 0.00 0.00 0.00
ENPI 0.00 0.00 0.00
Total 444 524,37 100,000.00 544,524,357

(2) Click ‘Generate new payment’.

—
EGenerate new paymeng Generate new payment of the withheld funds (only) ‘

Payment table

No Value date Requested Withheld Paid
AP Subtotal 0.00 0.00 0.00
P1 22 Feb 2011 ERDF 154,741.22 0.00 154 741.22
Subtotal 154,741.22 0.00 154,741.22
P2 07 Jun 2011 ERDF 38978315 100,000.00 28978315
Subtotal 389,783.15 100,000.00 289,783.15

Financial flow table

Sum of all payments so far Sum of open payments Total
ERDF 44452437 100,000.00 544 524 37
Morw. 0.00 0.00 0.00
ENPI 0.00 0.00 0.00
Total 444,524.37 100,000.00 544,524.37
eu.baltic.net RaEH Part-financed by
L the European Union
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(3) Click on the new payment, i.e. the last tab.

éOver\n'ew Communication Advance paymentlé Payment 1

Payment table

No Value date Requested Withheld Total
P1 Subtotal 0.00 0.00 0.00
Financial flow table
Sum of all payments so far Sum of open payments Total
ERDF 0.00 0.00 0.00
Norw 0.00 0.00 0.00
ENPI 0.00 0.00 0.00
Total 0.00 0.00 0.00
(4) If applicable: Enter withholds and comments.
No  Source Ret Aithheld Baid Lomment
1 PCR ERDF 24,939.58 f 100,000.00 -75,060.44 Loremipsum A
Norw 1,883.63 0.00 1,883.62
EMPI 0.0 0.00 0.00
Subtotal 26,823.18 100,000.00 -73,176.82
1 PRA1 ERDF 202,426.85 11,430.00 190,996.85 Loremipsum
MNorw 3,795.24 21,170.00 -17,374.76 Loremipsum
EMPI -2,335.00 10.00 -2,345.00 Loremipsum
Subtotal 203,887.09 32,610.00 171,277.09
1|PR 2 ERDF 173.29 0.00 173.25
Norw 0.0 0.00 0.00
EMPI 0.0 0.00 0.00
Subtotal 173.2\ 0.00 173.25 y

(5) Click ‘Save’.

Save

(6) Tipk a signature box and click ‘Save’.

[E Fo: First signature
[ Fo: second signature

Save

Attention: Please note, that it takes to different users with the function ‘JTS
/ Financial Unit’ to launch a payment.

(7) Click *Notify

CA/LP’.

FO: Second signature

robert schulz

12 Jan 2011 17:54:47

Payment 0
ERDF

ENPI
Total

eu.baltic.net

Value date

0.00
0.00
1,000.00

1,000.00

Notify CAILP

58/91
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(8) Choose the correct template from the drop down list.

Email

Temy S 5 v

o . . »

Initial technical checks passed

Missed Reporting Deadline

Approval of Progress Report

Pre-filled forms for Progress Report

cc Postponement of submission deadline for Progress Report
Clarification request (Progress Report 2-6)

From Add

(9) Crosscheck the e-mail text.

Attention: The deadline will be documented in the database and as a task in
the user’s outlook in parallel.

(10) Set the ‘Payment notification’ flag.

Deadline/Set reminder for
26. Jan 2011 {Faymentnotiication » |
Paymentranure

not specified ~|| Send

(11) Click ‘Send mail’.

5.4 Launch a (regular) payment (Certifying Authority’s part)
(1) Go to Projects>Payments

EOverviewE Communication Advance payment Payment 1

Payment table

No Value date Requested Withheld Total
AP Subtotal 0.00 0.00 0.00
P1 ERDF 528231 0.00 528231
Subtotal 5,282.31 0.00 5,282.31

Financial flow table

Sum of all payments so far Sum of open payments Total
ERDF 0.00 528231 528231
Norw 0.00 0.00 0.00
ENPI 0.00 0.00 0.00
Total 0.00 5,282.31 5,282.31
eu.baltic.net RaEH Part-financed by
x X the European Union
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(2) Click the last tab with the new payment.

Oveniew Communication Advance paymentlé Payment 1

Payment table

No Value date Requested Withheld Total
P1 Subtotal 0.00 0.00 0.00
Financial flow table
Sum of all payments so far Sum of open payments Total
ERDF 0.00 0.00 0.00
Norw 0.00 0.00 0.00
ENPI 0.00 0.00 0.00
Total 0.00 0.00 0.00
\ 7
(3) Enter the ‘Value date’.
; 1 |
i Payment0 Value date

ENPI 1,000.00 Motify CALP

Save

(4) Click ‘Save’.

5.5 Launch a payment of withheld funds (Finance Officer’s part)

Attention: Please note, that the payment of withheld funds is only possible in
case the amount of withheld funds is larger than 0O€.

(1) Go to Projects>Payments

‘ | Generate new payment || Generate new payment of the withheld funds (only)

Payment table

Ho Value date Requested
AP Subtotal
1 22 Feb 2011 ERDF
Subtotal
P2 07 Jun 2011 ERDF
Subtotal

Financial flow table
Sum of all payments so far

ERDF 444 524 37
MNorw 0.00
EMNPI 0.00
Total 444 52437

eu.baltic.net

Withheld Paid
0.00 0.00 0.00
154,741.22 0.00 154,741.22
154,741.22 0.00 154,741.22
389,783 15 100,000.00 28978315
389,783.15 100,000.00 289,783.15
Sum of open payments Total
100,000.00 544 524 37
0.00 0.00
0.00 0.00
100,000.00 544,524.37
RaEH Part-financed by
L. the European Union
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(2) Click ‘Generate new payment of withheld funds (only)’.

‘ [ Generate new payment ! Generate new payment of the withheld funds (only) I

Payment table

No Value date Requested Withheld Paid
AP Subtotal 0.00 0.00 0.00
P1 22 Feb 2011 ERDF 154,741.22 0.00 154,741.22
Subtotal 154,741.22 0.00 154,741.22
P2 07 Jun 2011 ERDF 38978315 100,000.00 289,783.15
Subtotal 389,783.15 100,000.00 289,783.15
Financial flow table
Sum of all payments so far Sum of open payments Total
ERDF 444 524 37 100,000.00 544 524 37
Morw 0.00 0.00 0.00
EMPI 0.00 0.00 0.00
Total 444 524 37 100,000.00 544 524,37
(3) Click on the new payment, i.e. the last tab.
éO\feM’ew. ommunication. Advance payment. Payment 1 F'ayment1 F'aymentBI
‘ —Generate new payment
Payment table
No Value date Requested Withheld Paid
AP Subtotal 0.00 0.00 0.00
P1 22 Feb 2011 ERDF 154,741.22 0.00 154,741.22
Subtotal 154,741.22 0.00 154,741.22
P2 07 Jun 2011 ERDF 38978315 100,000.00 289,783.15
Subtotal 389,783.15 100,000.00 289,783.15
P3 Subtotal 0.00 0.00 0.00
Financial flow table
Sum of all payments so far Sum of open payments Total
ERDF 444 524 37 100,000.00 544 52437
Morw 0.00 0.00 0.00
EMPI 0.00 0.00 0.00
Total 444 524 37 100,000.00 544 524,37

(4) Enter they amount to be paid in negative humbers and comments.

No Source
3 WP

Payment execution

Comment

Jithheld Paid
ERDF -100.000.00 0.00 Lorem ipsum) j
NOTW Uy Uy
ENPI 0.00 0.00
Subtotal 0.00 0.00

By executing this paymentthe signatories declare that the information provided is true, correct and complete; that the expenditure contained in the statement submitted has
been subject to controls in accordance with the established system as laid down in the OP, MaCoSys and PM, and that we have reasonable assurance that the
expenditure is free of material error.

(5) Click ‘Save’.

eu.baltic.net
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(6) Ti;k a signature box and click ‘Save’.

Ero: First signature
[ro: second signature

Attention: Please note, that it takes to different users with the function ‘JTS
/ Financial Unit’ to launch a payment.

(7) Click *Notify CA/LP".

#I Fo: Second signature robert schulz 12 Jan 2011 17:54:47 ‘
Payment 0 Value date
ERDF 0.00
Norw 0.00
ENPI 1,000.00
Total 1,000.00

(8) Choose the correct template from the drop down list.

Email
Templak LT e —

T n|

Initial technical checks passed

Missed Reporting Deadline

Approval of Progress Report

Pre-filled forms for Progress Report

co Postponement of submission deadline for Progress Report
Clarification request (Progress Report 2-6)

From Add

(9) Crosscheck the e-mail text.

Attention: The deadline will be documented in the database and as a task in
the user’s outlook in parallel.

(10) Set the ‘Payment notification’ flag.

Deadline/Set reminder for
26 Jan 2011 lpazmenfnoflhcahon 3
. ayment raifure
not specified || Send

(11) Click ‘Send mail’.

eu.baltic.net Part-financed by
x X the European Union
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5.6 Launch a payment of withheld funds (Certifying Authority’s

part)

(1) Go to Projects>Payments

‘ | Generate new payment || Generate new payment of the withheld funds (only)

Payment table

Ho Value date Requested Withheld Paid
AP Subtotal 0.00 0.00 0.00
P1 22 Feb 2011 ERDF 154,741.22 0.00 154,741.22
Subtotal 154,741.22 0.00 154,741.22
P2 07 Jun 2011 ERDF 389,783.15 100,000.00 289,783.15
Subtotal 389,783.15 100,000.00 289,783.15
Financial flow table
Sum of all payments so far Sum of open payments Total
ERDF 444 524.37 100,000.00 544,524.37
Norw 0.00 0.00 0.00
ENPI 0.00 0.00 0.00
Total 444,524.37 100,000.00 544,524.37
(2) Click the last tab with the new payment.
éOveM’ew ommunication. Advance payment. Payment 1 Paymenti F'ayment3.
‘ Generate new payment
Payment table
No Value date Requested Withheld Paid
AP Subtotal 0.00 0.00 0.00
P1 22 Feb 2011 ERDF 154,741.22 0.00 154,741.22
Subtotal 154,741.22 0.00 154,741.22
P2 07 Jun 2011 ERDF 38978315 100,000.00 28978315
Subtotal 380,783.15 100,000.00 289,783.15
P3 Subtotal 0.00 0.00 0.00
Financial flow table
Sum of all payments so far Sum of open payments Total
ERDF 444 524 37 100,000.00 544 524 37
Morw 0.00 0.00 0.00
EMPI 0.00 0.00 0.00
Total 444 524 37 100,000.00 544 524,37
\ 4
(3) Enter the ‘Value date’.
il )
] Payment 0 Value date
ENPI 1,000.00
[ I
H \ I
(4) Click ‘Save’.
eu.baltic.net R Part-financed by
L. the European Union
* ok
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5.7 Unlock signature and value date

Attention: In case a payment was not successfully made, i.e. in case of wrong
bank information or other problems, there is possibility to launch a payment a
second time.

(1) Go to Administration>Create dataset and click on the tab with the
respective payment.

Overview Communication : Advance paymentIE Payment 1

Nm——

Payment table
Ho Value date Regquested Withheld Total
P1 Subtotal 0.00 0.00 0.00

Financial flow table

Sum of all payments so far Sum of open payments Total
ERDF 0.00 0.00 0.00
Morw 0.00 0.00 0.00
ENPI 0.00 0.00 0.00
Total 0.00 0.00 0.00

(2) Tick an ‘Unlock signature and value date’ box and click ‘Save’.

Attention: Please note, that it takes to one user with the function ‘JTS /
Financial Unit" and one user with the function ‘CA’ to unlock signatures and
value dates.

The history of unlocks are documented on the bottom of this page.

eu.baltic.net Part-financed by
2 the European Union
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Project contacts stored in DEEP are used for:
e e-mail templates,
e prefilled reporting forms, and
e for the project database on

Attention: There are three sources for contact and bank information data:
Application Form/Project Data Form, reporting forms, and the Contact Data

Form.

In case only contact and/or bank information data has been changed in a
project the Contact Data Form should be used.

Attention: All other contact data than 'Lead Partner (LP) - Contact 1' and 'LP
- Contact 2' are only available after a Contact Data Form or a Progress Report

was imported.

6.1 Checking current contact and bank information
(1) Go to Contact data> Contact data

Start = Projects = ContactData = Contact data

Wersion

030 PR3 15 Apr 2010 Iz‘

Set Default

InstitutionTitle
ContactPerson
Address

Town

Country
PostalCode
Telephone
Fax

EMail

Position

InstitutionTitle
ContactPerson
Address

Town

Country
PostalCode
Telephone
Fax

EMail

Position

InstitutionTitla
ContactPerson
Address

eu.baltic.net

Lead Partner (LP) - Contact 1
Investitionsbank Berlin (IBB)
Irene Schucht
Bundesallee 210
Berlin
DE
10179
+4930 212547 30
+49 30212547 31
irene.schucht@ibb.de

Project Manager / LP - Contact 2
Investitionsbank Berlin (IBB)
Thomas Httich
Bundesallee 210
Berlin
DE
10179
+493021254515
+4930 212547 31
thomas.huettich@ibb.de

Information Manager | Other
Investitionsbank Berlin (IBB)
Thomas Hiittich
Bundesallee 210

65/91

First level controller (FLC)
RéverBroenner KG
Ute Lerchenmiller
Hohenzollendamm 123
Berlin
DE
14199
+49 30 82 50 21 529
+493082502191
u.lerchenmueller@roeverbroenner.de

Financial Manager
H.Zeizser - Beratender Ingenieur
Holger Zeiser
Miggelseedamm 281
Berlin
DE
12587
+49 30 6506 77 10
+49 30 64 0955 71
Zeiser_h.zeiser@t-online.de

Other
Bermag spj.
Michal Galkiewicz
ul. Cukrowa 45/5
RaEH Part-financed by
L. the European Union
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Or Contact data> Bank information

Version 030 PR 15 Apr 2010 Iz‘ Set Default

BankMame Deutsche Bundesbank
Address Wilhelm-Epstein-Str. 14
Country DE

Town Frankfurt am Main
IBAN

BIC

InternalReference

HolderOfAccount Investitionsbank Berlin
HolderAddress Bundesallee 210
HolderCountry DE

HolderTown Berlin

6.2 Generating a Contact Data Form
(1) Go to Contact data> Import/Export Contact Data

Select a file forimporting an application form.
The import may take some minutes
Check acronym Iz‘
a
(2) Click ‘Export’.
eu.baltic.net R s Part-financed by

x X the European Union
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6.3 Uploading a Contact Data Form

(1) Go to Contact data> Import/Export Contact Data

oot

Select a file for importing an application form.
The import may take some minutes

Checkacronym [+

(2) Click ‘Browse’ to select a file.

(3) Click ‘upload’.

6.4 Setting a new default contact and bank information

(1) Go to Contact data> Contact data

Start = Projects = ContactData = Contact data

Version 030 PR3 15 Apr 2010 IZ| Set Default

Lead Partner {LP) - Contact 1

InstitutionTitle Investitionsbank Berlin (IBB)
ContactPerson Irene Schucht
Address Bundesallee 210
Town Berlin
Country DE
PostalCode 10179
Telephone +49 30212547 30
Fax +4930212547 31
EMail irene.schucht@iob.de
Position

Project Manager | LP - Contact 2
InstitutionTitle Investitionsbank Berlin (IBB)
ContactPerson Thomas Httich
Address Bundesallee 210
Town Berlin
Country DE
PostalCode 101789
Telephone +49 3021254515
Fax +4930212547 31
EMail thomas.huettich@ibb.de
Fosition

Information Manager | Other

InstitutionTitle Investitionsbank Berlin (IBB)
ContactPerson Thomas Hiittich
Address Bundesallee 210

eu.baltic.net
67/91

First level controller {(FLC)
RiverBroenner KG
Ute Lerchenmiiller
Hohenzollendamm 123
Berlin
DE
14199
+49 30 82 50 21 529
+4930825021 901
ulerchenmueller@roeverbroenner.de

Financial Manager
H.Zeiser - Beratender Ingenieur
Holger Zeiser
Miggelseedamm 281
Berlin
DE
12887
+49 30 6506 77 10
+49 30 64 095571
zeiser_h.zeiser@t-online.de

RaEH Part-financed by
x X the European Union

Other
Bermag sp.j.
Michal Galkiewicz
ul. Cukrowa 45/5
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Or Contact data> Bank information

Version 030 PR 15 Apr2010 | =]
BankMame Deutsche Bundesbank

Address Wilhelm-Epstein-Str. 14

Country DE

Town Frankfurt am Main

IBAM

BIC

InternalReference
HolderOfAccount
HolderAddress
HolderCountry
HolderTown

Investitionsbank Berlin
Bundesallee 210

DE

Berlin

(2) Select a version of the contact data from the drop down list.

il

—

Version 030 PR3 15 Apr 2010 |Z|

Set Default

InstitutionTitle
ContactPerson
Addrass

Irene Schucht
Rundesalles 210

(3) Click ‘Set default’.

eu.baltic.net

Investitionsbank Berlin (IBB)

Lead Partner (LP) - Contact 1 First level controller (FLC)
RiverBroenner KG
Ute Lerchenmiiller

Haohenzallendamm 123

Part-financed by
the European Union
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7.1 Getting an overview on existing Request for Changes
(1) Go to Request for changes

Start = Projects = Application and Project Data = Request for Changes = Overview

No.  Type of Change Subtype Submission date Approved Decision date
1 Dropout ofthe lead partner 22/09/2011 00:00:00 Yes 20/09/2011 00:00:00 +

Create a new request

7.2 Administering a new Request for Changes
(1) Go to Request for changes

(2) Click “Create a new request”

Ho. Type of Change Subtype Submission date Approved Decision date
WTdalaat ofthe lead partner 22/09/2011 00:00:00 Yes 20/09/2011 00:00:00 +

Create a new request

7.3 Generate a Request for Changes Form
(1) Go to Request for changes > Request

(2) Click “Generate RfC form”

Request | Clarification

[Generate and import forms

Generate RIC form Generate PF Go to e-mail section

Electronic version received/Submission day: 22/08/2011 Robert Schulz Import RIC form imported:08/09/2011 10:14
msave Robert Schulz

7.4 Generate a Project Data Form
(1) Go to Request for changes > Request

(2) Click “Generate PF”

Request | Clarification

Generate and import forms

Generate RIC form Generate PF Go to e-mail section
Registration

Elactronic version received/Submission day. not set imported:not set not set

Save

|Request for Change Form

eu.baltic.net Part-financed by
2 the European Union
69/91
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7.5 Sending an e-mail from the Request for Changes section
(1) Go to Request for changes

(2) Click on ‘Go to e-mail section’.

Request | Clarification

(Generate and import forms

Generate RfC form Generate PF Go to e-mail section

Registration

| = | Robert Schulz

Electronic version received/Submission day: 22/09/2011 Robert Schulz Import RIC form imported:08/00/2011 10:14

OR

Click on ‘E-Mail’.

. Ingex numoer: 70/ / Project numper: #U25 Project: Ss0m |

Programme 2007-2013

H + Administration
3 + Projects
< Project status
= # ContactData Reguest | Clarification
& Contact data
& Bank information

Latest deadline for clarification not set Generate Clarification Forn
¢ Import/Export Contact Data

= + Application and Project Data

o AF Validation Documentation of Clarification Form (Final Version) | Upload Clarification Form (pdf) |
© Version Management

= & Requestfor Changes

@ Overview Assessment and Decision Sheet for Project Changes | Generate Assessment and Decision Sheet ‘

SOl Upload Assessment and Decision Sheet |
= & 1. Project Main Data

¢ 1.1- 1.7 Project Main Data
= & 2 Parnership

¢ 2.1-22 Partnership Main

Decision Decision by: JTS/MA Approved: Yes Iz‘

Notification

(3) Attach the prefilled form(s).

Email

Template Rejection e-mail {13t Call} w

To kjell.haglund@abh.Ist.se;anna.larsson

CC

From ( Delete Browse: ]

Attention: Please note that due to technical reasons, we can only accept
forms, which are saved as *.xls version. Lead partners which deliver the files in
the new MS Excel format *.xIsm should be informed, that we can not accept the
file, because it causes ERROR messages. In addition those files will not work with
our ‘compare workbook’ or *Checksum’ tools.

eu.baltic.net Part-financed by
L. the European Union
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(4) Choose

the correct template from the drop down list:

Email

Templat
To

CC

From

Clarification (Request for changes) [~] I

irene.schucht@ibb.de; zeiser_h.zeiser@t-
online.de; christoph.pilarek@ibb.de;
michal.galkiewiczi@berlinmagazyn.pl;

Add

(5) Crosscheck the e-mail text.

(6) Set a deadline. B L

VWe attached twe files to thiz e-mail:

1. *Clarification document (Contracting)™: This document provides informatien en how the reguirements that were =&t for your project =hould be fulfillsc
clarifications resardino unclear izzues that were dizcovered during the azsezsment orocess.

Subject{reminder)

Deadline contract clarification HANSA MOBILTY

Deadline/Set reminder for
01. Dec 2002

Attention

: The deadline will be documented in the database and as a task in

the user’s outlook in parallel.

(7) Set the ‘Clarification (Request for changes)’ flag.

[

Text(mail)
Dear Sus

and/or do

#002, BSR_CBP: Progress Report - Clarifications

Thank you for submitting your preparation cost and progress report no. 1. After carefully reviewing it, we would like to as| 15t Clarification

Please find the “clarification form (PCR)" and “clarification form (PR1)" attached to this e-mail. This/These documefts i
preparation cost report and progress report.

——

not specified

— AFiContracting —
Technical clarification
Technical check passed
Approval/Rejection e-mail

anne Krawack - Director,

ation
Clarification request sent

cuments.

Missing report (Reminder)

(8) Rename the subject of the reminder, if necessary.

|Enter

Kind r

VOUT TEXT NErE. |

Please include your answers in the clarification document (contracting) and =end it by e-mail as soon as possible, but by #DeadlineRe

sgards,

Robert Schulz-Brickner

subject(reminder)
Deadline contract clarification BattFood

Deadli

ne/Set reminder for

16. Dec 2008

(9) Click ‘Send mail’.
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7.6 Register a Request for Changes
(1) Go to Request for changes > Request

(2) Enter the submission day

Request | Clarification

(Generate and import forms
| Generate RIC form

Generate PF

't

A\,

Registration
Electronic version received/Submission day: not set

| Save ‘ 4

Request for Change Form

not set

4 5

Type of Change

|Req uest

|Re ason/Justification

| Today:

i

September, 2011 3

Su Mo Tu We Th Fr Sa

7

11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30

Go to e-mail section

imported:not set not set

1 2 3

& 9 10

ot set

[max. 500 cheracfersj|

[max. 1500 cheracfersj|

7,2011

[Impact on project activities and outcomes

[max. 1000 cheracfersj|

(3) Click ‘Save’

(4) Click ‘Import RfC form’

Request | Clarification

\Generate and import forms

Generate RiC form

Registration
Electronic version received/Submission day: 14/09/2011

| Save ‘

Generate PF

robert schulz

Go to e-mail section

[ Import RIC form ] imparted:not set not set

Request for Change Form

(5) Click ‘Browse’ to select a file

You are imperting Request For Change 1 for Project: Energy Efficient and Integrated Urban Development Action Acronym:

Urb.Energy

Select a file for importing an request for change form. The import may take some minutes.

(6) Click ‘Import’

eu.baltic.net
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7.7 Entering a comment or a question
(1) Go to Request for changes > Request

(2) Click ‘Add’
Comments
NHo User Date

1 rober schulz 07 Sep 2011

&

*

Comment

Add new comment Add

Questions
Mo data was retumed

Add new gquestion Add

(3) Enter a question or comment.

(4) click * =

7.8 Editing a comment or a question
(1) Go to Request for changes > Request

(2) Click ‘&~

Comments
No User Date

1 robert schulz 07 Sep 2011 ‘5’;’

Comment

Add new comment Add

Questions
Mo data was returned

Add new guestion Add

(3) Edit a question or comment.

(4) Click * &l
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Comments
No

7.9 Deleting a comment or a question
(1) Go to Request for changes
(2) Click * %'

User
1

robert schulz
Comment

Date
Add new comment

07 Sep 2011

Questions

Mo data was returned.

Add new question

Add

Add

7.10 Generating a Clarification Form (Request for changes)
(1) Go to Request for changes > Clarification
(2) Click ‘Generate Clarification Form (RfC)’

7.11 Uploading a Clarification Form (Request for changes)
(1) Go to Request for changes > Clarification
(2) Click ‘Browse’ to select a project.

Documentation of Clarification Form (Final Version)

| Upload Clarification Form (pdf) |

Browse...
(3) Click ‘Upload Clarification Form (pdf)’

Download Clarification Form
Uploaded: 13/09/2011 13:17 Ulrike Klose

7.12 Downloading a Clarification Form (Request for changes)
(2) Click ‘Download Clarification Form’

(1) Go to Request for changes > Clarification

eu.baltic.net
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7.13 Generating an Assessment and Decision Sheet
(1) Go to Request for changes > Clarification

(2) Click ‘Generate Assessment and Decision Sheet’

Assessment and Decision Sheet for Project Changes | Generate Assessment and Decision Sheet |
| Upload Assessment and Decision Sheet | | Download Assessment and Decision Sheet
Erowse.. Uploaded: 13/09/2011 13:08 Ulrike Klose

7.14 Upload an Assessment and Decision Sheet
(1) Go to Request for changes > Clarification

(2) Click ‘Browse’ to select a project.

(3) Click ‘Upload Assessment and Decision Sheet’

7.15 Download an Assessment and Decision Sheet
(1) Go to Request for changes > Clarification

(2) Click ‘Download Assessment and Decision Sheet’

7.16 Document the decision on a Request for change
(1) Go to Request for changes > Clarification

(2) Enter ‘Decision by’, ‘Approved’, ‘Decision date’ and the information on the
notification of the LP and the MC.

Decision Decision by MC [+] Approved: | Yes [=] Decision date: 20/11/2009

Notification
LP & MC informed 011212009
Addendum to be concluded a the latest on not set Text of the reminder: Set reminder
Addendum concluded on 07/04/2010

Comment for overview table:

| Save |

(3) Enter a comment for the overview table.

(4) Click ‘Save’.
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Attention: To avoid longer waiting times all statistics are generated once a day
(for the precise time see the column “Download version of”) and saved as *.xls-

file on the server.

8.1 Download a statistic
(1) Go to Statistics

A

(2) Select one of the predefined statistics by clicking in the column “Download

version of”:

Most recently used
Generate new version of
Monitoring overview
Desk checks
Admissibility Checks
List Of Partners

Project Contacts

Project Data
Generate new version of
Project Titles
Project Budget Per Country
Project Partners Per Country
Project Spending Plans
Project Budget Lines
Legal Status Of PP
Change Overview

Financial Data
Generate new version of

(3) Save your *.xls-file.

eu.baltic.net
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Download version of
19/08/2013 21:19:24

19/08/2013 21:20:16
19/08/2013 21:20:33
1900812013 21:21:13
19/08/2013 21:21:19

Download version of
18/08/2013 21:21:30
19/08/2013 21:21:49
18/08/2013 21:22:09
19/08/2013 21:22:33
19/08/2013 21:22:432
19/08/2013 21:22:58
19/08/2013 21:23.13

Download version of
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8.2 Update a statistic
(1) Go to Statistics

(2) Select one of the predefined statistics by clicking on its name:

Most recently used

Generate new version of Download version of
Monitoring overview 19/08/2013 21:19:24
Desk checks 19/08/2013 21:20:16
Admissibility Checks 19/08/2013 21:20:33
List Of Partners 19/08/2013 21:21:13
Project Contacts 19/08/2013 21:21:19
Project Data
Generate new version of Download version of

(3) Wait till the ‘Waiting Screen’ disappears, this process can take up to 5min:

Loading...

Please wait!

(4) Save your *.xlIs-file.

eu.baltic.net Part-financed by
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AS1: View all e-mails of a project
(1) Select a project

(2) Click All e-mails in the menu

AS2: Shift an e-mails between different sections
(1) Select a project

(2) Click All e-mails in the menu

History of mails

Email
SentDate SeniTo Mail Subject SentText Attachments Email Group Email Type Category

30/10/2008 mikael hilden@ymparisto.fi;seppo.hellsten@ymparisto.fi Baltic Sea Region  show no Data to display Decision/Contracting ApprovaliRejection
17:34:14 Programme 2007-  mail e-mail

2013 - Decision on

WATERPRAXIS
18M1/2008 seppo.hellsten@ymparisto fi; ailarihentaus@ymparistofi ~ Fromtheoryand  show 1007 Decision/Contracting 1st Clarification
15:56:13 plans to eco- mail ContractingReguirements.doc

efficient and 1007 WATERPRAXIS PE
sustainable P3.xs

practices to
improve the status
of the Baltic
SeaWWATERPRAXIS
- Request for
clarifications

03M2/2008 bw@eu.baltic.net re: extension of show no Data to display Decision/Contracting Clarification
11:37:45 deadline ail request sent

x

x N

08/12/2008 ailariihentaus@ymparisto.fi;seppo.hellsten@ymparistofi From theory and show
15:05:25 plans to eco- mail
efficient and
sustainable
practices to
improve the status
ofthe Baltic
SeaWATERPRAXIS
- Follow up of
Requestfor
clarifications
08/01/2009 aila riihentaus @ymparisto fi;seppo hellsten@ymparisto.fi From theory and show
14:28:40 plans to eco- mail
efficient and
sustainable
practices to
improve the status

Decision/Contracting Clarification
request sent

x xd

Decision/Contracting Clarification
request sent

x N

(3) Click &

(4) Edit “e-mail group”, “e-mail type”, and/or “e-mail category” if needed:

re:extensionof  show  ng Datato display Decision/Contracting [ =] | Clarification request sent [=] |select =] &
deadline mail )

ur

(5) Click

Part-financed by

.baltic.n
eu.baltic.net the European Union
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AS3: Import an e-mail from your MS Outlook mailbox

(1) Select a project

(2) Click All e-mails in the menu

(3) Click the tab e-mail import

(4) Select one of your e-mail folders folder

e-mail overview

Start = Projects = All e-mails

e-mail import

Folder: | Posteingang -
00 Office - internal affairs
00 Private =
01 k Type Group Category import
02 Database =
02T & Telephones Lati
03 IVC an
Srhilz R n ha Salart =1 Salart = Salart [=1 =
(5) Select at least one e-mail for the import
e-mail overview | e-mail import
Folder: | E|
To Subject Type Group Category import
Strateqgic Infrastructure
Projects of the Year/Latin
Schulz, Robert America Mominees to be Select E| Select IZ| Select E|
Announced = Early Bird
Deadline in 10 Days!
Schulz, Robert Select [=] Select [=] Select [+] B
Declined: Voluntary IT-Briefing:
Office Calendar el Select [=] Select [=] Select [=] ]
Schulz, Robert WB-Compare aus CR30 Select =] Select [=] Select =]

(6) Choose a type, a group, and a category from the drop down list

e-mail overview

e-mail import

Folder: | E|
To Subject Type Group Category import
Strategic Infrastructure
Projects of the Year/Latin
Schulz, Robert America Nominees to be Select E| Select Iz‘ Select E|
Announced = Early Bird
Deadline in 10 Days!
Schulz, Robert Select (=] Select [=] Select [=] ]
Declined: Voluntary IT-Briefing:
Office Calendar e Select [~] Select [=] Select [~] ]
Schulz, Robert WB-Compare aus CR30 I Select [+] Select [=] Select [~ I
eu.baltic.net R Part-financed by_
x the European Union
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SLUnuL, Rooenrt

(7) Click ‘Import’

Schulz, Robert

Some suggestions for DEEP

oEIeCL -

oeIeCL

Select [=] Select

lLI p=1- 11} -

[] Select [=]

Import

AS4: Creating a user role
(1) Go to Administration>User Management>Roles.

(2) Enter ‘Name’ and ‘Description’

2013

Groups

(3) Click ‘insert’:

107=2013

m

on

‘Eria

eria Groups

Start = Adminigtration = Uger Management = Roles

Insert new Role
Marms

De=cription

Ingert Cancel

Start = Adminiztration = Uzer Managemsnt = Roles

Inzert new Role
MName
De=cription

l:anu:sel

AS5: Editing a user role
(1) Go to Administration>User Management>Roles.

(2) Select a role by clicking ‘4.

(3) Change ‘Name’, ‘Description’, and/or un-/select ‘Permissions’ by ticking the

corresponding boxes.

Insert new Role

Name Admin
Dezcription Administrator

Update Cancel

eu.baltic.net
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(4) Click ‘Update’.

ASG6: Creating a new user

but also as signed paper versions (see ‘Application form for setting-up user’

Attention: The access rights for all users are not only documented in DEEP f

and ‘Documentation on setting-up users’).

(1) Go to Administration>User Management>Users.

(2) Enter all relevant data

Programme 2007-2013
= i Administration

* Create dataset

[F] Call administration

Start » Administration > User Management > Users

=) RTF administration

£ Admiszibility Criteria Insert new User

riteria Groups

User Name
=) E-mail typ First Name
= (User Management Last Hame
Uzers Mail
2| Roles
=] Project ideas
# W Projects

Password

Inttials
Employed from
Employed to
Phone

Fax

Motile

H iy Statistics Insert Cancel

Robert Schulz

Kriztef Baumann Krigtof Baumann 04 Sep 200

Robert Schulz-Briickner RSB 01 Jan 200

Attention: Please note that the user will get only access to DEEP in the time

period indicated under ‘employed

(3) Click ‘insert’.

from’ and ‘employed to’

A

(4) For defining roles and functions go on with ‘AS4: Editing information on a

specific user’ (see below)

Attention: As the ‘role’ defines the read and/or write access to the sections

of the database (see ‘Documentation on setting-up users’); the ‘function’

mainly document the organisation/programme body of the user. But it is also
used to give different writing rights to a very small nhumber of special tick

boxes for ‘JTS / Financial Unit’,

‘JTS / Project Unit’, and ‘CA’. Following tick

boxes are affected: 'Ready for Payment FO', 'Ready For Payment PO' (both
'Progress Reports - Reporting Status & Clarification'), 'FO: First signature',
'FO: Second signature', 'Value date', 'Unlock Signature and Value Date (FO)',
and 'Unlock Signature and Value Date (CA)' (all 'Payment').

AS7: Editing information on a specific user
(1) Go to Administration>User Management>Users.

(2) Select a user by clicking ‘#

eu.baltic.net
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(3) Define ‘Roles’ and ‘Functions’ by un-/ticking the corresponding boxes.
Change ‘Name’ and/or ‘Description’ if needed.

Start > Administration = User Management = Users

Insert new User

User Name Kristof Baumann Initials
First Name: Kristof Employed from
Last Name Baumann Employed to
Mail kristof.baumann@eu.be Phone
Password Fax

Mobile

Update Cancel

Firstame

Lastame

Kristof Baumann Kristof Baumann

(4) Click ‘Update’.

04 Sep 2008

[ 175 agvanced

employed from
04 Sep 2008

ASS8: Blocking the access for a specific user

(1) Go to Administration>User Management>Users.

(2) Select a user by clicking ‘¢,

Functions
[ 175/ Financial Untt
[ u7s s Project untt
L5/ other
D Owner of signature rights.

[lea

= Admin * GECKO Hx

(3) Enter the current date under ‘Employed Define ‘Roles’ and ‘Functions’ by un-
/ticking the corresponding boxes. Change ‘Name’ and/or ‘Description’ if needed.

AS9: Replacing an RTF template
Attention: Please note that not all RTF templates can be edited by the

admin. If the file which has to be updated is NOT listed in ‘Annex 1:

Available RTFs’ please contact GECKO.

Please check ‘Annex 2: Placeholders’ for all available placeholders.

(1) Go to Administration>rtf administration.

Start = Administration = RTF administration

FileHame
GrantContract.if

ApprovalletterTemplate st.call.rif

AssessmentSheet.if

Coverletter.iif

200 t Sheet - Template for datat rtf

£

A

Template Type

GrantConl

not yet specified

not yet specified

AszessmentShest

Coverletter GC

A mentSheet

tract

G 3¢ G G G G GYGE o G s Gl i

eu.baltic.net
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GrantContract3.rif GrantContract
Upload
RaEH Part-financed by
* * the European Union
- *
* gk



(-4 10/

Programme 2007-2013

(2) Click on the file name to download the template.

(3) Change the template in MS Word and save it as a rtf file again.

(4) Select the template which should be replaced by clicking * =",

(5) Untick the ‘valid’ box

FileName

GrantContract rif

RejectionLetterTemplate1st call. rif

(6) Click ‘&',

(7) Upload the new of the file

t Sheet - Template for database rif

2009.04 14 A Report - Template for database. rif

emplate.2ndcall.itf

GrantContract2.rtf

GrantContractd rtf

(8) Select the new version of the template by clicking * =",

(9) Tick the ‘valid’ box and specify the template type by using the drop down list

FileHame
GrantContract.rtf

RejectionLetterTemplate1st call if

ApprovalletterTemplate1st.call. if

AssessmentShest itf

CoverlLetter.rtf

2008.03.18
2009

t Sheet - Template for b f

Report - Template for rtf

ApprovalLetterTemplate. Zndcall.ritf

RejectionLetterTemplate. Zndcall.rtf

GrantContract? rtf

GrantContract3.rif

Browse

(10) Click ‘B’ for saving.

eu.baltic.net

Valid
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SortiD

Template Type

GrantContract

not yet =pecified

not yet =pecified

AssessmentShest

CoverlLetter GC

ApprovalLetter
RejectionLetter

GrantContract

GraniContract

mentShest

mentReport

=
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AS10: Adding a new list of Admissibility criteria for a call
(1) Go to Administration>Admissibility Criteria Groups.

(2) Enter a name for the Admissibility criteria

Start = Administration = Admizzibilty Criteria Groups

Hame

Description Sort ID
Admizzibilty Check Admiszibiity Check - 12t Call 1
Additional remarks Admizzibiity Check - 12t Call 2
Admizzibility Check - 2nd Call Admiszibility Check - Znd Call 3

[add

(3) Click ‘add".

—h e e |

AS11: Editing/Deleting Admissibility criteria for a call
(1) Go to Administration>Admissibility Criteria.

(2) Select a list of Admissibility criteria by using the drop down list

Start = Adminigtration = Admizgibility Criteria

| Admizzibility Check

Additicnal remarks
Admizsibility Check - 2nd Call

A ST DETUTE TS UE

i

(2) Paper AF sent before the deadline

(3) Enter a Admissibility criteria
10) All partner declarations submited and correct: - Total LP/PPe contributions correspond to AF

10) All partner declarations submitted and correct: - Declarations are signed

o

10} All partner declarations submitted and correct: - Selections under point 1 done

- |

(4) Click ‘add’.

]

eu.baltic.net Part-financed by
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AS12: Editing/Deleting Admissibility criteria for a call
(1) Go to Administration>Admissibility Criteria.

(2) Select a list of Admissibility criteria by using the drop down list

Sfart » Adminiztration = Admizzibilty Criteria

| Admissibility Check

Additional remarks
Admizsibility Check - 2nd Call

(3) Click* ™ " to select an Admissibility criteria

(4) Edit ‘Name’, ‘Description’, and/or ‘sort ID’. To delete an Admissibility
criteria untick the Valid box.

Start = Administration = Admissibiity Criteria

Admizsitility Check D

H Hame Description VMalid Sort ID

=
(1) Digital &F zent tefors the deadine 1 [5]]
(2) Paper AF sent before the deadline 2 z’

(5) Click ‘&’ for saving.

AS13: Adding information on a call
(1) Go to Administration>Call administration.

Start » Administration = Call administration

Insert nevr call

Name Des=cription

od Admissibility

Call number Description Active SortlD Opening date Closure date Decision date Decision place End date 1=t reporting peri S e Valid
1 1st Call 1 25Feb 2008 30 May 2008 24 Oct 2008 Copenhagen, Denmark 31 Jul 2009 o H x
= Admizsibility
Check
* Additional
remarks
2z 2nd Call, 2nd Half 3 19 Jan 2009 31 Mar 2009
* Admizsibiity “x
Check - Znd
Call
Z1 2nd Call, 15t Half 2 19.Jan 2009 31 Mar 2009 09 Jun 2008  inius, Lithuania 31 Mar 2010 P H ®
= Admissibilty
Check - 2nd
Call
CallNr H %

(2) Enter the number of the call under ‘Name’ as well as a ‘Description’.
(3) Click ‘Insert’.

(4) Go on with *‘AS10: Editing the information on a call’.

eu.baltic.net Part-financed by
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AS14: Editing the information on a call

(1) Go to Administration>Call administration.
(2) Select a call by clicking ‘#",

(3) Enter all relevant information and click ‘Update’.

Start > Administration > Call administration

rLI|)dale call )

Name Description Admissibility check update all projects of this call where

9 12t Call Admissibility Check ':I:DZE;:E\DH date or MC Decision

ASNE 'd Additional remarks (if you leave the boxes empty all
[ agmissivilty check - 2nd cal projects of this call wil be updated)

OpeningDate Clozur=Date

25 Feb 2008 20 May 2008 Do

DecizionDate EndDatsFirstReportingPeriod

24 Oct 2008 31 Jul 2008 .

DecizionPlace SortlD

Copenhagen, Denmark 1

Active an_}ém Closure Decision End_date1st reporting Admissibility

o - -
e daf date date Decision place period criteria groups —
1 1st Call 1 25 Feb 2008 30 May 2008 24 Oct 2008 Copenhagen, 31 Jul 2008 o o X
Denmark * Admissibility
Check
= Additional
remarks

AS15: Adding/editing e-mail templates
(1) Go to Administration>E-mail template

Start » Administration = s

Create new mail template
Template

Subject

Reminder subject

Placeholder ActualDate \:l ingert placeholder into: | Template D
Template group General |:|

Template name

Template description

create

Hame Description Group Hame
Clarification e-mail (Contracting) Decizion/Contracting o xK
Free text mail Decizion/Contracting o ®
Follew up Clarification e-mail (Contracting) Decigion/Contracting o o
Reminder Clarification e-mail (Contracting) Decizion/Contracting o W
Prolongation of Deadline Decizion/Contracting H K
Grant Contract e-mail Decizion/Contracting H x
Request for advance payment of ENPI co-financing Decigion/Contracting H ®
(2) Select a template by clicking ‘.
eu.baltic.net RaEH Part-financed by
x X the European Union
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(3) Edit ‘Template text’, ‘Subject’, ‘Reminder subject’, ‘Template Group’,
‘Template name’, and/or ‘Template description’.

Start = Adminiztration = E-mail templates

Create new mail template
Template Dear #LPContact1Name#,

mE

Az communicated in the approval e-mail 22nt on #4pprovRejectMailSentDats# we ars hereby =2nding you our reguest for clarifications.
We attached two files to this e-mail:

1. “Clarification document (Contracting)™: Thiz document provides information on how the requirements that w =&t for your project should be fulfiled
are also requestina additional clarifications resardino unclear issues that were disc ed durino the assessment orocess

[ <]}

W

Subject #ProjectNumberé #ProjectAcronym# - Reguest for clarifications

Reminder subject #ProjectNumber¥ #Projectacronym# - Deadline: Reguest for clarifications

Placeholder ActualDate [+] insert placeholder into:| Template [+]
Template group Decizion/Contracting |:|

Template name Clarification e-mail (Contracting)

Template description

create new template D

Hame Group Name
Clarification e-mail {Contracting) Decision/Contracting o W
Free text mail Decizion/Contracting o ®

Attention: Please check ‘Annex 2: Placeholders’ for all available placeholders.

(4) Choose either ‘create a new template’ or ‘update selected template’ from the
drop down list

creats new templats i |

Decision/Contracting o

(5) Click ‘Save’.

AS16: Adding/editing standard phrases
(1) Go to Administration> Standard phrases administration

Index number: 4UUH HFroject NUMDber: #Uos Froject: AUL Logged In as: Kopert Schulz | Log out

PRODUCTION: Version 1.3 (2012-08-13)

x~

1 2 3 4 5 3 8 P
Programme 2007-2013 x x x * x *, *. * x A Favourites «

=+ Administration Start > Administration > Standard phrases administration
% Create project
© Call administration

© RTF administration Create new standard phrase
¢ Standard phrases administration Phrase title
o Admissibility Criteria Template

< Admissibility Criteria Groups
© E-mail templates
< E-mail types
= # User Management
© Users
< Roles
# + Projects

@ + Statistics Location FR_1 ]

Save Template

Part-financed by
the European Union
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(2) Select a template by clicking ‘.

Index number: 4UU5 Froject number: #U045 Froject: ACL Logged n as: Hobert Schulz | Log out

(3) Edit_‘Phrase title’, ‘Template’, and ‘Location’.

Programme 2007-2013

=+ Administration

©

Create project

Call administration

RTF administration

Standard phrases administration
Admissibility Criteria
Admissibility Criteria Groups
E-mail templates

E-mail types

* 000 0 0 0 O

User Management
@ Users

2 Roles

# e Projects

# e Statistics

x S x  kx ke ks % A

Start > Administration > Standard phrases administration

Create new standard phrase
Phrase title

Template

Location FR_1 [~]

PRODUCTION: Version 1.3 (2012-08-13)

A Favourites «

Save Template

™

RC Bank information missing

RC Checksum wrong/missing

FR_1 Budget reallocation — question if it's planned
FR_1 Low spending in WP and/or BL

FR_1 High spending in WP and/or BL

FR_1 High amount in BLS

Ttttttt
%% X XXX
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Annex 1: Available RTFs

= Approval Letter
= Rejection Letter

» Assessment Sheet
= Assessment Report

» Grant Contract

» Cover letter (Grant Contract)
= Addendum (long)

= Addendum (short)

= Cover letter (Addendum)

= Request for Changes Decision
= Request for Changes Clarification
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Annex 2: Placeholders

User Data (data of the user who
is currently locked in)
UserFirstName

UserName

UserEmail

UserPhone

UserFax

UserMobile

Contact data (JTS)
ResponsibleFO
ResponsiblePO
ResponsibleFOFirstName
ResponsibleFOLastName
ResponsiblePOFirstName
ResponsiblePOLastName

CA
CAEmail

Communication (JTS)
ApprovRejectMailSentDate
ActualDate
ListOfReqirementsForRTF
ListOfReqgirements

Project Data
ProjectIndexNumber
ProjectNumber
IndexNumber
ProjectTitle
ProjectAcronym

Priority

AreaOfSupport
SummarisedDescription
ProjectDuration

ContactData (Projects)
LPContact1Name
LPContactl1Email
LPContact2Name
LPContact2Email
LPContactl1Address
LPContact1ZIP
LPContact1City
LPContact1Country
LPContact1TitleOriginal
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LPContact1TitleEnglish
MailAddressesOfProject

MC Decision (Project)
DateOfMCDecision
DateOfMCDecision?2
DateAfterMCDecision
DateAfterMCDecision?2
PlaceOfMCDecision
ReasonsForRejection
ReasonsForApproval
ReasonsForWithDrawal

Contracting (Project)
ContractingDate
day30GrandContConclusion

Project Budget (Project)
ERDFCoFinancing
ERDFPartnersContribution
ERDFBudget
NorwegianCoFinancing
NorwegianPartnersContribution
NorwegianBudget
ENPICoFinancing
ENPIPartnersContribution
ENPIBudget
TotalProjectBudget
ERDFCoFinancingRate
ENPICoFinancingAdvanced
PreparationCosts
PreparationExpectedERDF
Period1Costs
Period1ExpectedERDF
Period2Costs
Period2ExpectedERDF
Period3Costs
Period3ExpectedERDF
Period4Costs
Period4ExpectedERDF
Period5Costs
Period5ExpectedERDF
Period6Costs
Period6ExpectedERDF
TotalCosts
TotalExpectedERDF

Partner (Project)
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"P" + pNumber + "TitleOriginal"
"P" + pNumber + "TitleEnglish"
"P" + pNumber + "CoFinancing"
"P" + pNumber + "PartnerBudget"
"P" + pNumber +
"PartnersContribution”

"P" + pNumber + "ENPICoFinancing"
"P" + pNumber +
"ENPIPartnerBudget"

"P" + pNumber +
"ENPIPartnersContribution"

"P" + pNumber +
"ERDFCoFinancingHeader"

"P" + pNumber + "Country"

Dates (Project)
ProjectPreparationCostsStart
ProjectPreparationCostsEnd
ImplementationOfProjectERDFStart
ImplementationOfProjectERDFENd
ImplementationOfProjectENPIENd
ERDFNowegianStart
ExpenditurePaidDate
PRPreparationCostsStart
PRPreparationCostsEnd
Period1Start

Period1End

Period1Deadline
PRPreparationCostsDeadline
Period2Start

Period2End

Period2Deadline
Period3Start

Period3End

Period3Deadline
Period4Start

Period4End

Period4Deadline
Period5Start

Period5End

Period5Deadline
Period6Start

Period6End

Period6Deadline
PRClosureCostsStart
PRClosureCostsEnd
PRClosureCostsDeadline

Spending plan

PreparationCosts
PreparationExpectedERDF
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Period1Costs
Period1ExpectedERDF
Period2Costs
Period2ExpectedERDF
Period3Costs
Period3ExpectedERDF
Period4Costs
Period4ExpectedERDF
Period5Costs
Period5ExpectedERDF
Period6Costs
Period6ExpectedERDF
TotalCosts
TotalExpectedERDF

Reporting (Amounts)
ERDFPaid

NorwPaid

ENPIPaid

TotalPaid
ERDFRequested
NorwRequested
ENPIRequested
TotalRequested

Clarification
DeadlineReminder

RfC

prefix + "TypeOfChange"

prefix + "TypeOfChange"

prefix + "Request”

prefix + "ReasonAndJustification"
prefix + "Impact"

prefix + "TypeOfChange"

prefix + "Request"

prefix + "ReasonAndJustification"
prefix + "Impact"

prefix + "CommentForOverview"
prefix + "SubmissionDate"

prefix + "CommentForOverview"
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