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1 How to use this Manual?

The main objective of this Manual is to provide instructions to the Applicants of the Interreg -IPA -
CBC Hungary-Serbia Programme on how to use the IMIS 2014-2020 Monitoring and Information
System (hereinafter IMIS 2014-2020). Applications have to be prepared and submitted electronically
through IMIS 2014-2020 Application Module (hereinafter Application Module). The Certification
generated by the system at the time of submission of the Application is the only document, which
must be sent by post to the Joint Secretariat (JS) in one original stamped and signed by each and all
Beneficiaries of the partnership. The Application Form itself does not have to be printed. Annexes to
the Application Form and required supporting documents must be uploaded into the Application
Module (for details, please consult chapter 16).

The Manual

e describes the method of completion and submission of the Applications
® provides practical tips and technical information concerning the online data entry.

Before you start filling in your Application:

e read carefully the Guidelines for Applicants and its annexes of the relevant Call for Proposals
in which you plan to submit an Application

e it is highly recommended to get familiar with the Interreg-IPA CBC Hungary-Serbia Co-
operation Programme, which is available on the Programme’s official website

® make sure that your computer meets all the technical requirements as described in the
following chapter (2 - Technical Instructions)

e read carefully the content of this Manual, and get familiar with the screen structure and
system logic.

When filling in your Application, please always consult the Manual’s relevant chapters in parallel.

2 Technical Instructions

This chapter describes the minimum technical requirements, the general terms of use, as well as the

field and button conventions applied within the system.

2.1 Technical requirements
All client computers on which the Application Module run have to meet the following technical

requirements:

e Operating system: using a desktop operating system is recommended (e.g. Microsoft
Windows)

e Resolution: 1280*768 or higher

e Browser: Mozilla Firefox 46.0.1 and above, Google Chrome 50.0 and above, Internet Explorer
11.0 and above

e Cookies must be enabled in your browser

e PDF reader (e.g.: Adobe Reader).

¢ Document management software (e.g.: Microsoft Office) to open .DOC and .DOCX files.



Internet connection

2.2 General terms of use

IMIS 2014-2020 is an internet based system; any disruption in the internet connection may
interrupt the communication between the server and the client computer. In such cases
your screen will turn grey, and the the following warning message is displayed: “Server
connection lost, trying to reconnect..’. The session will resume once your internet
connection is restored, unless the available timeframe expires in the meantime. In this case,
try to log in once again.

If you have been inactive for more than 60 minutes (no data recording, no clicks, etc. occur
within this time), the system automatically interrupts the communication between the client
and the server computer, and the following message is displayed: ‘Session expired...”. To
resume your work, press ‘Esc’ and log in once again.

Please take into account that only 1 user is allowed to work on an Application at once.
Parallel sessions need to be avoided (e.g. one person is recording financial data, while the
other is completing the narrative parts at the same time). This kind of parallel use can lead to

confusion, and it may result in the corruption and loss of important data.

2.3 Field conventions
The system uses multiple types of fields that possess specific features and require different methods
of use.
e Fields on a grey background — read-only fields, usually filled in or calculated automatically by
the system, or displaying values entered earlier by the user on other sheets,e.g.:
APPLICATION ID
HUSRB/1602/12/0004
® Fields on a white background — normal data entry fields,e.g.:
® Fields on a white background within a red frame — these types of fields are similar to normal
data entry fields, only that they are mandatory to fill in. Fields containing errors are also
highlighted by red.
OFFICIAL NAME (IN ORIGINAL LANGUAGE) !
e By moving the mouse cursor over the field, a tooltip containing the validation rule
appears,e.g.:
OUTCOME !
ACTIVITY ! DE.S'CRIPTION ! ‘ ‘ ‘ | ‘ LOCATION !



e Drop-down list — these fields contain a pre-defined list of values. When clicking the down-
arrow, the list of values is displayed on the screen, out of which the user can select the one

to be recorded by the system, e.g.:

TITLE

e Date fields — a specific date can be either typed in according to the day/month/year (e.g.

20/06/2016) format, or selected by clicking the calendar icon,e.g.:

START OF PROJECT

® Fields which open pop-up forms — fields that are connected to a pop-up form are marked
with a blue frame when the mouse cursor is moved over them. By clicking on this type of

field a pop-up form appears, where the value of the given field can be defined,e.g.:

PROJECT ACRONYM

3 How to access the IMIS 2014-2020 Front Office?

Applications can be compiled and submitted through the Application Module.

e The Application Module of the Interreg - IPA - CBC Hungary-Serbia Programme can be

accessed through the following link:
https://imis2014-2020.eu/imis-web/publict!foAppSrbLogin.

The language of the system is English.

e Auto save is not performed in the background on the module screens, however a
option is available on each screen.

® The application submission process can be interrupted conveniently at any point during
filling in. Please, always press the button whenever you interrupt the filling in
process.

The functionalities and features of the Application Module are described in details in the following
chapters.



3.1 Login
e Please, click on the IMIS 2014-2020 link to access the screen below. To begin your
registration, click on the ‘Registration’ link.

IMIS 2014-2020 Login (Front office HU-SRB)

USERNAME ! PASSWORD !
: IE =
Registration Forgot password
o As a result, the following screen appears:

Please, provide a username and a
valid e-mail address.

USERNAME !

E-MAIL ADDRESS !

E-MAIL ADDRESS AGAIN !

S

(# Registration

o Please, enter a personal Username, a valid e-mail address and the verification code (Captcha)
displayed on the screen, then click on the button. Following this, you receive an
e-mail with your temporary password. This e-mail is automatically generated by the system;
it may take up to 5-10 minutes to receive it to your mailbox.

! ~
"/

Attention

A temporary password, which is valid for 2 hour(s), has been sent to you by e-mail.

v Ok




. Once you receive your password, open the IMIS 2014-2020 link in your internet browser
again and enter your username and the temporary password. Then please, click on ‘Sign in’.
Note: the password is only valid for a limited period of time; you need to sign in within 2
hours from receiving it. If more than two hours have passed from the receipt of the e-mail,
you will need to register again.

o Your password must be changed upon the first login (type in again your old (temporary)
password, then choose a new password and enter it twice in the two fields labelled ‘New
password’ and ‘New password again’. Your new password must contain at least 8 characters,
and include not only lower and upper case letters but numbers as well. This password can be
changed at any time on the opening screen of the Application Module through the ‘Change
Password’ function.

PASSWORD
OLD PASSWORD ! NEW PASSWORD ! NEW PASSWORD AGAIN !
o Should you forget your password, please use the ‘Forgot password’ link on the IMIS 2014-

2020 login screen. To receive your new temporary password, you must enter your username
and the verification code generated by the system (Captcha).

Please, provide your username.

USERNAME !

44 Send my password

|

! ~
L%

3.2 Menu structure

Once you have managed to log in, the Application Module opens:



Interreg IPA-CBC

i -iFACEC ion: >
Nnu‘n‘g':r;’?s'vbiac < Hungary-Serbia Co-operation Version: 1.0.28 User: HUSRBO1 @ =

MAIN MENU
v APPLICATION

New

Programme 2014-2020

MAIN PAGE ©

Search

ADMINISTRATION
¥ PERSONAL SETTINGS

Change Password

Bacs-Kiskun Csongrad

HUNGARY

North Backa

Yo

West Backa

North Banat

Central Banat

South Backa
= .

South Banat

SERBIA

The menu items on the left side of the screen (sidebar) are grouped in two sections, as follows:

e Application — this section enables the initiation of new Applications and the search between
the finalized or started Applications, while it allows for the initiation of further Application
related interactions.

o New — you can initiate the preparation of a new Application with this button.
Whenever you click on the system creates a new Application. Please, always
check in the section whether you have already started an Application.

o Search — you can view all your Applications here regardless of their current status:
under preparation, submitted, approved, under completion, rejected.

® Personal Settings — you can modify your password in this section.

o Change password — when you click this menu item, the password modification
screen appears.

Sections on the sidebar can be opened or closed by selecting the small arrows located next to each
section name. The sidebar can be closed by clicking on the vertical grey line on right side of the menu
bar, allowing thus the extension of the working area, and can be reopened the same way.

The user guide can be accessed by selecting the 9 icon located in the upper right corner of the

screen, while the = icon serves for user log out, following confirmation.



4 How to prepare your Application?

In order to create a new Application, please select in the ‘Application’ section of the menu bar.
The system opens the ‘New Application’ datasheet. The upper section of the screen contains an
‘Information reminder’ section containing information about the cooperation programme.

INFORMATION REMINDER w
Programme Id HU-SRB 2014-2020

Programme name INTERREG-IPA HUNGARY - SERBIA CROSS-BORDER COOPERATION PROGRAMME 2014-2020
CCl reference no. 2014TC16I15CB001 AHT-T code 351928

Eligibility start date 01/01/2014 Eligibility end date 31/12/2023

NEW APPLICATION

CALL FOR PROPOSALS NAME

Open Call for Proposals

PRIORITY AXIS !

]
| vl
5]

ACTION !

|

Please select the name of the call for proposals for which you would like to submit an Application in
the drop-down list of the ‘Call for Proposals Name’. Proceed with the selection of the relevant
priority axis in the ‘Priority axis’ field, and respectively with the action in the ‘Action’ field. To make
sure the selection of the fields is correct; please consult the Guidelines for Applicants. The creation of
the Application can be initiated by clicking on the button located in the upper right corner of the
screen, while the creation can be interrupted with the [6]i{ed]| button.

After having started filling in an Application, you can any time beeak the process by pressing and
leaving the Application Module. In case you would like to continue to fill in your Application, you
need to click on in the ‘Application section’ of the sidebar.

The result list of is empty by default and all function buttons (, Modify
Application Form8Check applicationMSubmit & generate certification| IR EER0 s R RIS AT o1ae]s

the Applicant selects an item in the list by clicking on it. You can continue your work by clicking on
your Application and pressing next.

(The operation of the function buttons available on the result screen of lAppIication Search| is detailed
in Chapter 5, Chapter 6 and Chapter 7 of the Manual.)




MAIN MENU APPLICATION SEARCH ©

¥ APPLICATION CALL FOR PROPOSALS ID CALL FOR PROPOSALS NAME APPLICATION ID APPLICATION STATUS

o

Search

PROJECT ACRONYM
v BENEFICIARY REPORT

Search

Search RESULTS FOR:

ADMINISTRATION

. PERSONAL SETTINGS 8 Generate Application Form « Check application
- R P AP ON

Change Password

N ID

Open Call for ’
HUSRB/1602 Proposals HUSRB/1602/12/0004 Submitted TESTO1 1 1s:

Open Call for Under
HUSRB/1602 Pr%posals preparation TEST02 1

Practical notes:

e The Application consists of several sheets (the functioning of all sheets is described in details in
this Manual) among of which you can navigate with the left and right arrows below the
‘Information reminder’ section.

Interreg IPA-CBC

i - - ion: .
e Hungary-serbla Co-operation i Senine &

Programme 2014-2020

MAIN MENU APPLICATION SEARCH © APPLICATION FORM ©
v APPLICATION
¥

INFORMATION REMINDER
New

Search GENERAL DATA  BENEFICIARIES ~ PARTNERSHIP ~ PROJECT DESCRIPTION ~ OBJECTIVES OUTCOMES  ACTI n n
ADMINISTRATION

CHAPTER 1. GENERAL DATA

v PERSONAL SETTIN
R

Change Password APPLICATION ID

PROJECT TITLE PROJECT ACRONYM

. ACTION

e |t is strongly advised to start the completion of the Application Form by filling in the order of
the different sheets (i.e. General Data, Beneficiaries, Partnership, etc.), since some of the
entered data (e.g. abbreviated name of the Beneficiary, role of the Beneficiary, etc.) will be
automatically transferred and used in other sheets.

® Some sheets of the Application are long and consequently might not fit into the screen of your
computer. Please always make sure that you filled in all fields of the sheet by scrolling down to
the bottom.

General remark: All descriptions should be written in a clear and concise way, which will allow
assessors to understand the content and concept of the project. Please, avoid lengthy explanations;
try to be as concise as possible in order to fit the text into the given cells, having in mind the
character limit.
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4.1 Information reminder

APPLICATION SEARCH © APPLICATION FORM ©
L 4

INFORMATION REMINDER

GENERAL DATA  BENEFICIARIES ~ PARTNERSHIP ~ PROJECT DESCRIPTION ~ OBJECTIVES OUTCOMES  ACTI n n

CHAPTER 1. GENERAL DATA

APPLICATION ID

PROIECT TITLE PROIECT ACRONYM

If you click on the arrow below the button, the ‘Information reminder’ opens which contains
relevant information regarding the Call for Proposals and your Application. You can open and close
the ‘Information reminder’ by clicking on the arrow any time during your work.

Below the ‘Information reminder’ the name of the sheets are listed where you can enter all
necessary information of your Application.

APPLICATION SEARCH © APPLICATION FORM ©

INFORMATION REMINDER &
Programme Id HU-SRB 2014-2020

Programme name INTERREG-IPA HUNGARY - SERBIA CROSS-BORDER COOPERATION PROGRAMME 2014-2020
Call for proposal ID HUSRB/1602_003 Call for proposal name OPEN CALL FOR PROPOSALS
CCl reference no. 2014TC1615CB001 AHT-T code 351928

Eligibility start date 01/01/2014 Eligibility end date 31/12/2023

Project acronym TEST PROJECT

Application Id

GENERAL DATA  BENEFICIARIES ~ PARTNERSHIP ~ PROJECT DESCRIPTION  OBJECTIVES OUTCOMES  ACTI n n

4.2 General Data sheet
Here you can enter the main data of your Application.
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APPLICATION SEARCH © APPLICATION FORM ©
AL TIMAAL oL

GENERAL DATA  BENEFICIARIES ~ PARTNERSHIP  PROJECT DESCRIPTION  OBJECTIVES OUTCOMES  ACTI n n

CHAPTER 1. GENERAL DATA

APPLICATION ID
PROJECT TITLE PROJECT ACRONYM

ACTION

1.1 Water management and protection against extreme weather conditions

PRIORITY AXIS

1. Improving the cross-border water management and risk prevention systems

THEMATIC PRIORITY

TP 2 - Protecting the environment and promoting climate change adaptation and mitigation, risk prevention and management

START OF PROJECT END OF PROJECT DURATION (IN MONTHS)

Please click in the ‘Project title’ or ‘Project acronym’ fields and enter the title and acronym in the
pop-up window. The title of your project should be expressive and concise, while the acronym should
be maximum 30 characters long. The acronym serves for the identification of your project
hereinafter. Please save the data by pressing the button.

PROJECT TITLE AND ACRONYM

|

PROJECT TITLE PROJECT ACRONYM

In order to enter the desired duration of your project, please press PEills button and insert the
relevant dates in the pop-up window. Provide the start date in the ‘Start of project’ field (click the

icon, if you wish to select the date from the calendar), then enter a value in month in the
‘Duration’ field. The ‘End of project’ field is calculated automatically. Data can be saved by pressing
the FEVE button.

REPORTING PERIODS X

START OF PROJECT END OF PROJECT DURATION (IN MONTHS)



NOTE!
Before leaving the current sheet always make sure you have all the mandatory cells filled in.
Contentwise please consult the respective chapters of the Guidelines for Applicants.

4.3 Beneficiaries sheet
This sheet serves to fill in the administrative data of Beneficiaries of the Application by using the

following function buttons:

®* New — creates a new Beneficiary.

¢  Modify — modifies an existing Beneficiary.

e Delete — deletes an existing Beneficiary.

e Order —sets the order of the uploaded Beneficiaries.

* View — opens the datasheet of the selected Beneficiary in view mode.

APPLICATION FORM ©

GENERAL DATA  BENEFICIARIES ~ PARTNERSHIP ~ PROJECT DESCRIPTION  OBJECTIVES OUTCOMES  ACTI n n

CHAPTER 2. PARTNERSHIP

s, Slse

ROLE ABBREVIATED NAME COUNTRY NUTS Il OR EQUIVALENT

Lead Beneficiary LB Abbreviated name Hungary Bacs-Kiskun megye

The table listing the Beneficiaries is empty by default and all function buttons (VIS (B,
) are inactive until the list is empty, or the Applicant selects an item in the list by clicking
on it. Please press in order to start entering the data of a Beneficiary. Subsequently, the
Beneficiary datasheet appears displaying the first sheet to fill in called ‘Beneficiary data’.

The fields of the Beneficiary datasheet can be divided into four main parts:

e General data of the Beneficiary;
e Official address;

e Branch Office Address, and

® Mailing address.

Please note that his sheet does not fit into the screen, in order to be able to fill in each field, please
scroll down.

In the first section the following fields appear:

13



BENEFICIARY DATASHEET X

BENEFICIARY DATA  LEGAL REPRESENT./CONTACT PERSON  FINANCIAL CAPACITY =~ MANAGEMENT EXP.

CHAPTER 2. PARTNERSHIP &

BENEFICIARY ID ROLE IN PARTNERSHIP TYPE OF INSTITUTION !

B000165 Lead Beneficiary ’ u
OFFICIAL NAME (IN ORIGINAL LANGUAGE) ! OFFICIAL NAME (IN ENGLISH IF EXISTS) !
ABBREVIATED NAME ! COUNTRY ! NATIONAL TAX NUMBER

|

| [~]

REGISTRY NUMBER ! COMMUNITY TAX NUMBER LEGAL STATUS ! DATE OF FOUNDATION !

|

| | ]

FOUNDER ORGANIZATION WEBSITE

Beneficiary ID — unique identification number of the Beneficiary generated by the system
automatically.

Role in partnership — the role of the particular Beneficiary in the partnership, generated by
the system automatically (can be later modified by using the ‘Order function’ button).

Type of institution — please select an institution type from the drop-down list.

Official name (in original language) — please type here the official name of the Beneficiary in
original language.

Official name (in English if exists) - please type here the official name of the Beneficiary in
English. In case your organization does not have an official name in English, please translate
the name of your organization into English.

Abbreviated name - please create and put here a short name of the Beneficiary. This
abbreviation is used for quick and easy identification the Beneficiary.

Country — please select the country of origin of the Beneficiary from the drop-down list.
National tax number — please enter here the national tax number of the Beneficiary (this
field can be edited only after the ‘Country’ field is filled in).

Registry number — please enter here the registry number of the Beneficiary.

Community tax number — please enter here the community tax number of the Beneficiary (if
relevant).

Legal status — please select one element from the drop-down list.

Date of foundation — please enter the date of foundation of the Beneficiary organization. In

case of selecting the date of foundation, please use the icon.
Founder organization — please enter here the name of the founder organization (if relevant).
Website — please enter here the official website of the Beneficiary (if relevant).

The following fields are displayed in the ‘Official address’ section:

14



OFFICIAL ADDRESS

NUTS Il OR EQUIV. ! POSTAL CODE ! SETTLEMENT ! STREET !
NUMBER ! PO BOX !
® NUTS lll or equiv. — please select here one element from the drop-down list of

counties/NUTS Il equivalent territorial units. Move the down and up arrows on the top and
bottom of the list, to view the entire list of elements.

e Postal code — please enter here the postal code.

e Settlement — please enter here the settlement.

e Street — please enter here the street.

®*  Number - please enter here the number.

® PO box — please enter here the PO box number.

‘Branch Office Address’ and ‘Mailing address’ sections can be controlled with a checkbox, and are
ticked in by default. In case the ‘Branch Office address’ and the ‘Official Address’ are identical, please
leave the ‘Please tick if the headquarters of the organization is registered in the prog. areal’
checkbox ticked in.

BRANCH OFFICE ADDRESS

PLEASE TICK IF THE HEADQUARTERS OF THE ORGANIZATION IS REGISTERED IN THE PROG. AREA!

MAILING ADDRESS

PLEASE TICK IF THE MAILING ADDRESS IS THE SAME AS THE OFFICIAL ADDRESS!

In case the ‘Branch Office address’ and the ‘Official address’ differ, remove the tick from the ‘Please
tick if the headquarters of the organization is registered in the prog. area!’ checkbox and fill in the
branch office data according to the procedure described in the ‘Official address’ section.

In case the’Mailing address’ and the ‘Official address’ are identical, please leave the ‘Please tick if the
mailing address is the same as the official address!” checkbox ticked in. In case the ‘Mailing address’
and the ‘Official address’ differ, remove the tick from the ‘Please tick if the mailing address is the
same as the official address!’ checkbox and fill in the mailing address data according to the
procedure described in the ‘Official address’ section.

15



BRANCH OFFICE ADDRESS

PLEASE TICK IF THE HEADQUARTERS OF THE ORGANIZATION IS REGISTERED IN THE PROG. AREA!

U

COUNTRY ! NUTS IIl OR EQUIV. ! POSTAL CODE ! SETTLEMENT !
| M -] |

STREET ! NUMBER ! PO BOX !

MAILING ADDRESS

PLEASE TICK IF THE MAILING ADDRESS IS THE SAME AS THE OFFICIAL ADDRESS!

COUNTRY ! NUTS Il OR EQUIV. ! POSTAL CODE ! SETTLEMENT !
| M M |

STREET ! NUMBER ! POBOX !

| | |

After filling in data in line with the guides, please continue with the ‘Legal represent./Contact person’
sheet of the Beneficiary datasheet. This sheet serves for entering the data of the legal representative

and the contact person of the Beneficiary.

BENEFICIARY DATASHEET X

BENEFICIARY DATA  LEGAL REPRESENT./CONTACT PERSON  FINANCIAL CAPACITY = MANAGEMENT EXP.

CHAPTER 2. PARTNERSHIP

LEGAL REPRESENTATIVE (STATUTORY)

TITLE FIRST NAME ! MIDDLE NAME
|
SUFFIX NAME
PHONE NUMBER ! MOBILE PHONE NUMBER ! E-MAIL ADDRESS !

LAST (FAMILY) NAME !

POSITION !

i - | i -} |

|

Contact person

PLEASE TICK IF THE CONTACT PERSON SAME AS THE LEGAL REPRESENTATIVE!

The following fields are displayed:

® Title — please select an item from the drop-down list.

* First name — please enter the first name of the legal representative.

¢ Middle name - please enter the middle name of the legal representative (if relevant).
e Last (family) name - please enter the last (family) name of the legal representative.

e Suffix - please enter the suffix of the legal representative (if relevant).

16



¢ Name — the full name is filled in automatically by the system according to the entered data.

®  Phone number — please select the country code from the drop-down list first, then enter the
phone number of the legal representative in the next field.

®* Mobile phone number - please select the country code from the drop-down list first, then
enter the mobile phone number of the legal representative in the next field. Providing at
least one of the two phone numbers is compulsory.

* E-mail address — please enter here the e-mail address of the legal representative.

® Position — please enter here the position of the legal representative.

Please leave the ‘Please tick if the contact person is the same as the legal representative!’ checkbox
ticked in case the contact person is the same as the legal representative. In case the two persons
differ, please remove the tick form the checkbox and enter the data of the contact person according
to the procedure detailed in ‘Legal representative’ section.

BENEFICIARY DATASHEET X

BENEFICIARY DATA  LEGAL REPRESENT./CONTACT PERSON  FINANCIAL CAPACITY  MANAGEMENT EXP.

CHAPTER 2. PARTNERSHIP

LEGAL REPRESENTATIVE (STATUTORY)

TITLE FIRST NAME ! MIDDLE NAME LAST (FAMILY) NAME !
|

SUFFIX NAME

PHONE NUMBER ! MOBILE PHONE NUMBER ! E-MAIL ADDRESS ! POSITION !

i - | i - | | |

Contact person

PLEASE TICK IF THE CONTACT PERSON SAME AS THE LEGAL REPRESENTATIVE!

TITLE FIRST NAME ! MIDDLE NAME LAST (FAMILY) NAME !
|

SUFFIX NAME

PHONE NUMBER ! MOBILE PHONE NUMBER ! E-MAIL ADDRESS ! POSITION !

-} i -} | |

After filling in data in line with the guides, please proceed to the ‘Financial capacity’ sheet in order to
start entering the data related to financial capacity of the Beneficiary.

17



BENEFICIARY DATASHEET X

BENEFICIARY DATA  LEGAL REP. AND CONTACT PERSON  FINANCIAL CAPACITY = MANAGEMENT EXPERIENCE

CHAPTER 2. PARTNERSHIP -

NUMBER OF STAFF ! DATA IN CURRENCY !

|

| E

LAST CLOSED BUDGETARY YEAR !

|

LAST CLOSED BUDGETARY YEAR ANNUAL REVENUE !

m

|

LAST CLOSED BUDGETARY YEAR BALANCE SHEET TOTAL !

|

LAST CLOSED BUDGETARY YEAR RESULT !

|

SECOND TO LAST CLOSED BUDGETARY YEAR

SECOND TO LAST CLOSED BUDGETARY YEAR ANNUAL REVENUE !

SECOND TO LAST CLOSED BUDGETARY YEAR BALANCE SHEET TOTAL !

m

|

SECOND TO LAST CLOSED BUDGETARY YEAR RESULT !

|

AWARDED DE MINIMIS GRANT IN CURRENT AND THE PREVIOUS TWO FINANCIAL YEARS (EUR) !

The following fields are displayed for filling in related to the given Beneficiary:

Number of staff — please enter the number of employees.

Data in currency — please select one of the items in the drop-down list depending on the
currency in which you would like to provide the financial data.

Last closed budgetary year — please select the last closed budgetary year of the Beneficiary.
Last closed budgetary year annual revenue — please type in the amount of annual revenue
realised in the last closed budgetary year.

Last closed budgetary year balance sheet total - please type in the total balance sheet
amount of the last closed budgetary year.

Last closed budgetary year result - please type in the result of the last closed budgetary
year.

Second to last closed budgetary year — the field is filled in automatically with the year
preceding the year choosen in the ‘Last closed budget year’ field.

Second to last closed budgetary year annual revenue - please type in the amount of annual
revenue of the second to last closed budgetary year.

Second to last closed budgetary year balance sheet total - please type in the total balance
sheet amount of the second to last closed budgetary year.

18



e Second to last closed budgetary year result - please type in the result of the second to last
closed budgetary year.

e Awarded de minimis grant in current and the previous two financial year (EUR) — please
insert the amount of de minimis grant received in the current and the previous two financial
years (EUR).

After having completed correctly the ‘Financial capacity’ sheet, please press and proceed to the
‘Management experience’ sheet. Here optional information can be entered concerning previous
project management experiences of the Beneficiary:

® New —creates new item.

* Modify - modifies existing item.

e Delete — deletes existing item.

® View — opens data of the already entered Beneficiary in read-only mode.

BENEFICIARY DATASHEET X

BENEFICIARY DATA  LEGAL REPRESENT./CONTACT PERSON  FINANCIAL CAPACITY = MANAGEMENT EXP.

CHAPTER 2. PARTNERSHIP

IDENTIFICATION NUMBER ROLE TITLE NAME OF PROGRAMME PROVIDING THE SUBSIDY TOTAL BUDGET BRIEF SUMMARY
id

role title name 10 000 summ

The table is empty by default and all function buttons ({20, [E, [EED) are inactive until
the list is empty, or the Applicant selects an item in the list by clicking on it. To add the relevant
management experience items of the given Beneficiary, please press . On the opening
‘Management experience’ datasheet please provide information on the previous experience (role) of
the given Beneficiary in any previous projects (possibly similar to the currently proposed activity)
supported over the past five years in the relevant fields covered by the present CBC Programme.
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MANAGEMENT EXPERIENCE

‘

GUIDE

Please list projects with similar theme, relevance, size to the currently proposed activity.

ROLE IN THE PROJECT

TITLE OF PROJECT

IDENTIFICATION NUMBER OF THE PROJECT
NAME OF PROGRAMME PROVIDING THE SUBSIDY
TOTAL BUDGET OF PROJECT (EUR)

BRIEF SUMMARY OF THE PROJECT

The ‘Management experience’ datasheet contains the following fields:

® Guide — guidelines containing short instructions how to fill in the current sheet, provided by
the system.

® Role in the project — please indicate the role played in the project.

¢ Title of project — please fill in the title of the project.

¢ I|dentification number of the project - please enter the project ID.

® Name of programme providing the subsidy — please fill in the name of the programme
providing the financing for the project.

e Total budget of project (EUR) — please fill in the total budget of the project in euro.

e Brief summary of the project — please describe your project in brief.

Information can be saved by clicking on g, while the button interrupts the creation of an
item. In case you wish to provide information about more Management experience items, please
repeat the above steps (starting with press , see previous page) as many times as necessary.

When all data concerning the Beneficiary are completed, you can save the Beneficiary data by
clicking on . Consequently, the Beneficiary will be listed on the Beneficiaries sheet.

By selecting one of the items in the list, the user has the possibility to modify (upon pressing |VleEhiiY),
to view (Y] button) or to delete (B[4 button) the Beneficiary and its data, but only after
confirmation.

To add more Beneficiaries to the Application, the above steps (described in chapter 4.3) need to be
repeated as many times as required. Should the user reach the maximum number of Beneficiaries
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allowed for an Application, the system displays an error message informing the user that no
additional Beneficiaries can be added to the respective project.

In case there are more Beneficiaries added to a project, the user has the possibility to rearrange the
order of the Beneficiaries within the project by clicking on and making the selections in the
pop-up window that opens subsequently.

BENEFICIARIES ORDER X

ROLE IN PARTNERSHIP

LBAbbreviated name »
Lead Beneficiary n
ROLE IN PARTNERSHIP
B1Abbreviated name o
Beneficiary 1
NOTE!

Before leaving the current sheet always make sure you have all the mandatory cells filled in.
Contentwise please consult the respective chapters of the Guidelines for Applicants.

4.4  Partnership sheet
This sheet serves for the description of the role of each Beneficiary in the project according to the
followings:

e Description of joint project management experience of Beneficiaries — please provide a
summarized description of joint project management experiences of the partners in the pop-
up window that appears by clicking the description field. In case there was no former
cooperation between the Beneficiaries, please provide information on other (i.e. not EU co-
financed) project management experiences of the Beneficiaries.

PROJECT EXPERIENCE DESCRIPTION X

DESC. OF OTHER PROJECT EXPERIENCES OF PARTNERS INCL. JOINT EXPERIENCES OF BENEFICIARIES

Press in order to store the information you have provided. If you click on the button, you
have the possibility return to the previous screen without saving the data you have entered.

Below the ‘Project experience description’ field, you can find a table, which contains the list of
Beneficiaries (after having added all Beneficiaries, before that the table is empty). Here you can add a
detailed description of the role and operational capacity of each Beneficiary concerning the present
Application.
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Modify — enables you to provide new descriptions or to modify the existing ones concerning
the selected Beneficiary.
View — opens the descriptions entered per Beneficiary in read-only mode.

The function buttons ([ and [YEEA4)) are inactive until the Applicant selects an item in the list by

clicking

on

it
APPLICATION SEARCH © APPLICATION FORM ©
a Gy A ar A

INCANLIATIAM NCASIIAINCD
INFURIVIATIUIN RCIVIINUER

N
GENERAL DATA  BENEFICIARIES ~ PARTNERSHIP ~ PROJECT DESCRIPTION  OBJECTIVES OUTCOMES  ACTI n

CHAPTER 2. PARTNERSHIP

DESC. OF OTHER PROJECT EXPERIENCES OF PARTNERS INCL. JOINT EXPERIENCES OF BENEFICIARIES

BENEFICIARY NAME ROLE IN PARTNERSHIP DET. DESC. OF ROLE DET. DESC. OF OP. CAP.

Official name Lead Beneficiary

After selecting the relevant Beneficiary from the table, you have the possibility to press |Yellii% in
order to provide new descriptions or to modify the existing ones, or to press to open the
descriptions in view mode.

After you press , the ‘Detailed description’ datasheet opens containing the following fields:

Beneficiary name — the name of the selected Beneficiary, filled in by the system
automatically.

Role in partnership - the role of the selected Beneficiary, filled in by the system
automatically.

Detailed description of the role in this project — Please describe how the members of the
partnership will contribute to the content of the project. Avoid the duplication of functions
and draw a clear picture about the responsibilities in connection with the planned activities.
Detailed description of operational capacity in this project - Provide information on the
operational capacity of the selected Beneficiary in this project, such as: human resources,
technical conditions, professional capacities, supervision of external management services if
relevant, etc..
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DETAILED DESCRIPTIONS

‘

BENEFICIARY NAME ROLE IN PARTNERSHIP

Official name Lead Beneficiary

DETAILED DESCRIPTION OF THE ROLE IN THIS PROJECT !

DETAILED DESCRIPTION OF OPERATIONAL CAPACITY IN THIS PROJECT !

Please fill in the required data of each Beneficiary in line with the steps described above.

Press in order to store the information you have provided. If you click on you have the

possibility to return to the previous screen without saving the data you have entered.

NOTE!
Before leaving the current sheet always make sure you have all the mandatory cells filled in.
Contentwise please consult the respective chapters of the Guidelines for Applicants.

4.5 Project description sheet

This sheet intends to provide a detailed description regarding each key aspect of the project, and it

contains the following function buttons:

¢  Modify — add new descriptions or modify the existing ones.
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CHAPTER 3. PROJECT DESCRIPTION

PROJECT SUMMARY

Background
Problem, challenge to be addressed

Target groups

Expected outputs, results; durability
of results

Benefits of the project
Methodological approach

Cross-border impact

Contribution to programme
strategy and horizontal objectives

Consistency of the project with EU
horizontal policy on equal
opportun...

Consistency of the project with EU
gorizontal policy on sustainable
e...

Synergies with other policies,
programmes and projects

Innovative character

Sustainability and capitalization of
project results

Multiplier effect

Risk management (possible
internal/external constraints and
solutions...

Select one key aspect, and then click on (before selecting any item the button is
inactive). The Project description datasheet appears displaying the following fields:

* Key Aspect — the title of the topic to be explained, provided by the system.

e The detailed description of the selected key aspect should be entered into the description
field.

® Guide — guidelines containing short instructions how to fill in the current sheet, provided by
the system.

When filling in the description fields, please always read the related guides.
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PROJECT DESCRIPTION DATASHEET X

KEY ASPECT
01. Project Summary

GUIDE

Please enter the project summary.

Press in order to store the information you have provided. If you click [SEged], you have the
possibility return to the previous screen without saving the data you have entered.

It is obligatory to provide a description to all the key aspects, therefore please follow the above steps
to provide a description for each key aspect required.

NOTE!
Before leaving the current sheet always make sure you have all the mandatory cells filled in.
Contentwise please consult the respective chapters of the Guidelines for Applicants.

4.6 Objectives sheet
This sheet gives you the possibility to define or to modify the project’'s main objective, the
programme-level indicator and the related horizontal principles.
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CHAPTER 4. OBJECTIVES AND PROGRAMME LEVEL INDICATORS

PRIORITY AXIS

Improving the cross-border water management and risk prevention systems

ACTION

Water management and protection against extreme weather conditions

PROJECTS MAIN OBJECTIVE (PLEASE DESCRIBE THE PROJECTS MAIN OBJECTIVE IN THE FIELD BELOW)

PROGRAMME-LEVEL SPECIFIC OBJECTIVE FOR THE SELECTED ACTION IS

Decreasing environmental risks (e.g. drought, flood, hail) and preventing negative effects on quality of water bodies and nature
protected areas

PLEASE DESCRIBE HOW THE PROJECTS MAIN OBJECTIVE CONTRIBUTES TO THE PROGRAMME-LEVEL SPECIFIC OBJECTIVES

The selected Priority axis and Action are displayed in the upper part of the screen for your
information. Please describe the project’s main objective and how the project’s main objective
contributes to the programme-level specific objective in the pop-up windows that appear by clicking
in the ‘Projects main objective (please describe the projects main objective in the field below)’ and
‘Please describe how the projects main objective contributes to the programme-level specific

objectives’ description fields.

PROJECT'S MAIN OBJECTIVE DESCRIPTION X

PROJECTS MAIN OBJECTIVE (PLEASE DESCRIBE THE PROJECTS MAIN OBJECTIVE IN THE FIELD BELOW) !
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PROJECT'S MAIN OBJECTIVE DESCRIPTION X

PLEASE DESCRIBE HOW THE PROJECTS MAIN OBJECTIVE CONTRIBUTES TO THE PROGRAMME-LEVEL SPECIFIC OBJECTIVES !

Please fill in both of the description fields described above, and save the information you have
provided by clicking on . If you click you have the possibility return to the previous screen
without saving the data you have entered.

After having entered the project’s main objective and how the project’s main objective contributes
to the programme-level specific objective, please scroll down on the ‘Objectives’ sheet in order to
define ‘Programme-level output indictors’ and ‘Horizontal principles’ which your project contributes
to.

At the bottom part of the sheet, the following functions are available both for ‘Programme-level
output indictors’ and for ‘Horizontal principles’:

® New —adds a new indicator.

¢ Modify — modifies the selected indicator.

e Delete — deletes the selected indicator.

® View — opens the datasheet of the selected indicator in read-only mode.

ViewMModify Bl buttons are inactive until the list is empty, or the Applicant selects an item in
the list by clicking on it.
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PROGRAMME-LEVEL OUTPUT INDICATORS

GUIDE

From the dropdown menu, please select at least one Programme-level Indicator to which your project will contribute. Though
you can choose more than one indicator, please keep the number of selected indicators to a minimum.

INDICATOR NAME BASE VALUE TARGET VALUE

HORIZONTAL PRINCIPLES

GUIDE

The beneficiaries may opt for either neutral or proactively positive contribution to the horizontal principles.

If you decide to PROACTIVELY positively contribute to one (or more) of the three horizontal principles please fill in the fields
below. Please be reminded that - if the application is selected for funding- the contribution to the horizontal principles will be
evaluated and closely monitored during the implementation.

HORIZONTAL PRINCIPLES INDICATOR NAME UNIT BASE VALUE TARGET VALUE

Both tables displaying the list of items for ‘Programme-level output indicators’ and for the
‘Horizontal principles’ are empty by default, and all function buttons (V5 [, Delete|ElQ
inactive until the list is empty, or the Applicant selects an item in the list by clicking on it.In order to
add Programme-level output indicator(s) to your Application, please press . As a result, a pop-up
window appears containing the following fields:

® Guide - guidelines containing short instructions how to fill in the current sheet, provided by
the system

e Programme output indicator - please select one indicator from the drop-down list (if only
one indicator is available for selection in the Action your partnership would like to apply for
funding, this field ise automatically filled in by the system).

e Unit — the measurement unit is automatically filled in by the system according to the
selected indicator.

e Base value — please set the base value of the selected indicator (maximum 6 decimals are
allowed).

® Target value — please set the target value of the selected indicator (maximum 6 decimals are
allowed).

e Source(s) of verification — please specify the source of verification for the selected indicator.

® Please describe...- please provide a detailed description according to the specific question.
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PROGRAMME-LEVEL OUTPUT INDICATOR DATASHEET

GUIDE

From the dropdown menu, please select at least one Programme-level Indicator to which your project will contribute. Though
you can choose more than one indicator, please keep the number of selected indicators to a minimum.

PROGRAMME OUTPUT INDICATOR !

| ]

UNIT ! BASE VALUE ! TARGET VALUE !

| | |

SOURCE(S) OF VERIFICATION !

|

PLEASE DESCRIBE HOW THE PROJECT WILL CONTRIBUTE TO THE PROGRAMME-LEVEL OUTPUT INDICATOR (MAX. CHAR: 300) !

Press in order to store the information you have provided. If you click on you have the
possibility return to the previous screen without saving the data you have entered.

In order to add Horizontal principle(s) to your Application, please press &% As a result,the
‘Horizontal principle’ datasheet appears in a pop-up window, containing the following fields:

® Guide - guidelines containing short instructions how to fill in the current sheet, provided by
the system

® Horizontal principle - please select one Horizontal principle from the drop-down list).

®* Name - please define the name of the indicator.

® Unit - please define the measurement unit of the indicator.

e Base value - please set the base value of the defined indicator (maximum 6 decimals are
allowed).

® Target value - please set the target value of the defined indicator (maximum 6 decimals are
allowed).

e Source(s) of verification - please specify the source of verification for the defined indicator.

e Please define... - please provide a detailed description according to the specific question.
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HORIZONTAL PRINCIPLE DATASHEET

‘

GUIDE

The beneficiaries may opt for either neutral or proactively positive contribution to the horizontal principles.

If you decide to PROACTIVELY positively contribute to one (or more) of the three horizontal principles please fill in the fields
below. Please be reminded that - if the application is selected for funding- the contribution to the horizontal principles will be
evaluated and closely monitored during the implementation. j

HORIZONTAL PRINCIPLE ! NAME OF HORIZONTAL INDICATOR !

| |

UNIT ! BASE VALUE ! TARGET VALUE !

| | |

SOURCE(S) OF VERIFICATION !

|

PLEASE DEFINE ACTIVITIES WHICH AIM AT IMPROVING THE ENVIRONMENTAL AND/OR SOCIAL CONDITIONS AND DESCRIBE HOW THEY WILL LEAD TO
SUCH AN IMPROVEMENT. PLEASE CLEARLY OUTLINE THE IDENTIFIED ISSUE(S). TARGET GROUP(S) AND GEOGRAPHIC AREA, EXPECTED ACHIEVEMENTS
AND NUMBER OF PEOPLE BENEFITING FROM THE IMPACT. (CHARACTER LIMIT : 300) !

Press in order to store the information you have provided. If you click [Sged), you have the
possibility return to the previous screen without saving the data you have entered.

4.7 Qutcomes sheet

On this sheet, you need to provide the list of planned outcomes and project activities. The table is
empty by default; the list of activities appears after saving the data. The function buttons of the table
are the followings:

* New - creates a new outcome/activity.

¢ Modify - modifies the selected outcome/activity.

e Delete - deletes the selected outcome/activity

® View - opens the selected outcome/activity in read-only mode.

=, M, and function buttons are inactive until the list is empty, or the Applicant selects
an item in the list by clicking on it.
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CHAPTER 5. ACTIVITIES AND PROJECT LEVEL INDICATORS

NAME OF g
NO. | ouTcomE | AcTiviTy 1 ACTIVITY 2 ACTVITY3 | AcTivitya | Acivitys | PROJECT-LEVEL | Type | uniT | BA
INDICATOR VALUE

m »

Please start by filling in the requested data related to your planned activities. The maximum number
of Outcomes to be added to an Application is four. Use the \@%Y button above the list to add each
Outcome. The Outcomes datasheet pop-up window, which appears as a result, contains the
following fields:

Guide - guidelines containing short instructions how to fill inthe current sheet, provided by
the system

Outcome - please type here the name of the outcome. The name should be short and clearly
refer to the content of the outcome.

Activity - please type here the name of the activity. The name should be short and clearly
refer to the content of the activity.

Description - please provide here a short description of the essemce of the planned
activityand, describe why it is crucial in achieving the project objectives.

Location — Identify the exact geographical location of the planned activity as precisely as
possible (settlement, address, topographical number etc.)..

Adding more activities — the maximum number of activities per outcome is five. The number of data
fields of activities (Activity, Description and Location) are displayed accordingly. When entering the
planned activities, please take into consideration that ‘Project management activities’ will be added
to the list of activities (please consult screen shot of ‘Activity plan’ sheet below in chapter 4.8)
automatically by the system as ‘Activity 0’, since management activities cannot be connected directly
to one single Outcome.

Name of indicator - please type here the name of the indicator.

Type - please select the type of the indicator from the drop-down list.

Unit - please type here the measurement unit of the indicator.

Base value - please set the base value of the indicator.

Target value - please set the target value of the indicator.

Source(s) of verification - please specify here the source of verification of the given indicator.

Please also read the related guides!
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OUTCOME DATASHEET

‘

GUIDE -
Activities should be grouped in such way that each group leads to an outcome, which will be measured by the indicator you
define. Therefore, each activity must be necessary and purposeful so that each group of activities is logically coherent and will
lead to the expected outcome. The outcome, on the other hand, must be tangible and measurable, which will be proved by its
indicator.

OUTCOME !

ACTIVITY ! DESCRIPTION ! LOCATION !

ACTIVITY DESCRIPTION LOCATION

ACTIVITY DESCRIPTION LOCATION

ACTIVITY DESCRIPTION LOCATION

ACTIVITY DESCRIPTION LOCATION

NAME OF PROJECT-LEVEL INDICATOR ! TYPE ! UNIT !

| | M |

BASE VALUE ! TARGET VALUE ! SOURCE(S) OF VERIFICATION !

Press in order to store the information you have provided. If you click on you have the
possibility return to the previous screen without saving the data you have entered. Please upload all
outcomes, activities and indicators of the project by following the steps described above.

The ‘Outcomes’ sheet contains the list of defined outcomes. By selecting one of the items in the list,
the user has the possibility to modify (upon selecting VLl to view ( button) or to delete the
given outcome (BJE[at button), but only after confirmation.

NOTE!
Before leaving the current sheet always make sure you have all the mandatory cells filled in.
Contentwise please consult the respective chapters of the Guidelines for Applicants.

4.8 Activity plan sheet

The purpose of this sheet is to link the entered activities to Beneficiaries and to relevant reporting
periods according to their scheduled implementation. The system generates a table with the
combination of activities and Beneficiaries and lists them here. ‘Project management activities’ are
added to the list of activities automatically by the system as ‘Activity 0’ and linked to all Beneficiaries,
since all partners have this responsibility.

Please add at least one reporting period to each activity and Beneficiary by ticking the relevant
checkbox.
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Please note that each activity needs to be linked to at least one reporting period and at least one
Beneficiary.

APPLICATION SEARCH © APPLICATION FORM ©

INFORMATION REMINDER

BENEFICIARIES  PARTNERSHIP  PROJECT DESCRIPTION  OBJECTIVES  OUTCOMES  ACTIVITY PLAN  INFO. n u

] Project management activities TEST LB
0.0 Project management activities B1 TEST PARTNER
] 1.1 actl LB TESTLB O O O ] ]
] 1.1 act1 B1 TEST PARTNER ] ] ] ] ]
] 12 act2 LB TESTLB O O O ] ]
] 12 act2 B1 TEST PARTNER O] O O ] ]
] 1.3 act3 LB TESTLB O O O ] O]
] 1.3  act3 B1 TEST PARTNER O] ] ] ] ]
O 2.1 act4 LB TESTLB O O O ] O]
J 2.1 actd B1 TEST PARTNER ] J ] ] ]
O 22 acts LB TESTLB 0O OO o O O
] 22 acts B1 TEST PARTNER ] ] ] ] L]
O 23 acté LB TEST LB ] O ] O [l
] 23 acté B1 TEST PARTNER O O O 0O ]

The Activity plan sheet does not contain a function button, therefore after you filled it in, please
continue with the ‘Information and Publicity’ sheet.

NOTE!
Before leaving the current sheet always make sure you have all the mandatory cells filled in.
Contentwise please consult the respective chapters of the Guidelines for Applicants.

4.9 Information and publicity sheet

On this sheet you have to describe how the Beneficiaries of the project plan to implement the
information and publicity activities. The table is empty by default and the [0, and
function buttons are inactive until the list is empty, or the Applicant selects an item in the list by
clicking on it. The information and publicity activities will appear in the table after you added them
by using the button. Above the table you can find the following function buttons:

®* New - creates a new information and publicity activity.

¢  Modify - modifies the selected information and publicity activity.

e Delete - deletes the selected information and publicity activity.

* View - opens the datasheet of the selected information and publicity activity in read-only
mode.
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CHAPTER 6. INFORMATION AND PUBILCITY ACTIVITIES

B1 - A
COMMUNICATION A A LB - < A 1 » RD 4 TARGET
o e e gi-;ngER . B

If you click on the Information and publicity datasheet appears in a pop-up window containing
the following fields:

Type - please select the type of the information and publicity activity from the drop-down
list.

Communication Tool - please select the communication tool from the drop-down list or
specify it by filling in the text field (depending on the selected ‘Type’ the list of tools was pre-
defined or not).

Language - please select the language of the communication tool from the drop-down list.
Beneficiary - the abbreviated names of all the Beneficiaries are displayed together with a
checkbox. Please select the Beneficiaries who participate in the implementation of the given
information and publicity activity, and also bear the cost and responsibility for the
implementation.

Description - please provide a description for the given information and publicity activity.
Target group(s) - please specify the target groups of the given information and publicity
activity.

Reporting period - the reporting periods of the project are displayed together with a
checkbox. Please select the relevant reporting periods for the given information and publicity
activity.

Guide - guidelines containing short instructions how to fill in the current sheet, provided by
the system.

Please read the related guides as well!
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INFORMATION AND PUBLICITY DATASHEET X

TYPE COMMUNICATION TOOL ! LANGUAGE ! -
1. Obligatory tool - Poster ‘ ‘ ’ n

LB-TESTLB B1 - TEST PARTNER

I 1

L L

DESCRIPTION TARGET GROUP(S) !

RP 1 RP 2 RP3 RP 4

RP5

GUIDE

At least one poster is obligatory and needs to be at minimum bilingual HU-SRB

Press in order to store the information you have provided. If you click [Sged], you have the
possibility to return to the previous screen without saving the data you have entered. Please upload
each information and publicity activity of the project by following the steps described above.

By selecting one of the items from the list of Information and publicity activities inserted into the
Application, the user has the possibility to modify (upon selecting |WIEliY), to view ( button) or to
delete ( button) the given outcome, but only after confirmation.

NOTE!
Before leaving the current sheet always make sure you have all the mandatory cells filled in.
Contentwise please consult the respective chapters of the Guidelines for Applicants.

4,10 Communication approach sheet
This sheet serves for the description of the communication approach you plan to apply within your
Application. To this end, you are required to answer a pre-defined set of questions one by one.

The only function button active above the table on this sheet is the following (but it is active only, if
Applicant selected an item in the list by clicking on it, otherwise it is inactive):

Modify — use it to add a new answer to one of the listed questions or modify your previous answers.
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CHAPTER 6. INFORMATION AND PUBILCITY ACTIVITIES

QUESTION EXPLANATION

1. Please explain how
Communication Objectives respond
to the Project...

2. Please list the Target Audiences.
3. Please explain how will the

communication activities contribute
to...

4. Please explain how the activities
will promote horizontal principle...

5. Please explain how the
communication tasks will be divided
(planned...

To fill in the answers, you must first select an item from the list, and then press [VLlii}.
Subsequently, the ‘Communication approach’ datasheet appears containing the following fields:

® Question —the question is filled in automatically by the system
* Explanation — please type here the answer to the selected question

COMMUNICATION APPROACH DATASHEET X

1. Please explain how Communication Objectives respond to the Project Objectives and raise awareness about the identified
issue.

QUESTION

EXPLANATION !

Press in order to store the information you have provided. If you click [Sged), you have the
possibility return to the previous screen without saving the data you have entered.

Please provide answer to each question by following the steps described above.

NOTE!
Before leaving the current sheet always make sure you have all the mandatory cells filled in.
Contentwise please consult the respective chapters of the Guidelines for Applicants.
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4.11 Project budget sheet
The purpose of the ‘Project budget’ sheet is to build up your detailed budget plan.

Please start data entry manually on Beneficiary level, and take note that the project budget will be
aggregated by the system automatically on the basis of the Beneficiary level data. Compulsory fields
are red framed.

The Project budget sheet is divided into two parts:

® The upper table contains the list of Beneficiaries.

e The lower table contains a budget table per budget lines on Beneficiary level. The planned
budget of the Beneficiaries is automatically aggregated by the system, and it is displayed per
Beneficiary in the Total cost row and per budget lines in the Total budget (EUR) column.
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CHAPTER 7. BUDGET - PER BENEFICIARY

# Modify budget by beneficiary

ROLE COUNTRY

Lead Beneficiary Hungary

TEST PARTNER Beneficiary 1 Serbia

CHAPTER 8. BUDGET - SUMMARY

BUDGET LINES

1. Preparation costs 0,00 0,00 0
1.1 Technical plans 0,00 0,00 0,00 0
1.2 Costs of permits 0,00 0,00 0,00 0
1.3 Purchase of land 0,00 0,00 0.00 0
1.4 Studies, statistics, databases and researches 0,00 0,00 0,00 0
1.5 Project meetings and travel costs 0,00 0,00 0,00 0
1.6 Translation and interpretation costs 0,00 0,00 0,00 0
2. Staff costs 0,00 0,00 0,00 0
2.1 Salary of staff - direct project management 0,00 0,00 0,00 0
2.2 Salary of staff - professional team members 0,00 0,00 0,00 0
3. Office and administrative expenditure 0,00 0,00 0,00 0
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4.11.1 Modify budget by Beneficiary

4. Travel and accommodation costs

4.1 Travel cost of project staff

4.2 Accommodation costs of project staff
4.3 Per diems of the project staff

5. External expertise and services costs
5.1 Technical plans

5.2 Studies, statistics, databases and researches

5.3 Events, conferences, seminars, project
meetings

5.4 Services related to project management,
procurement procedures

5.5 Costs of supervisor of engineering

5.6 Costs related to publicity, promotion and
communication

5.7 Other services

6. Equipment expenditure

6.1 Purchase of new equipment
6.2 Rent of equipment

7. Infrastructure and works

7.1 Construction of buildings, works,
infrastructure

7.2 Reconstruction, renovation of buildings,
works, infrastructure

7.3 Purchase of land
TOTAL COST

SHARE (%)

0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00

0,00

0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00

0,00

0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00

0,00

Please select one of the Beneficiaries from the upper table, and then press the
button (before you click on any of the Beneficiaries, the function button is inactive). The
‘Budget by Beneficiary’ sheet opens in a pop-up window, where you can record the planned
expenditures by budget lines. The grey fields are filled in automatically by the system, only the white
fields are editable. In case of preparation costs relevant for the project, please fill in the white fields
in the ‘Planned amount’ column with the planned expenditures. For those budget lines, where you
enter ‘Planned amount’ the frame of the fields in the ‘Description’ column turn to red, meaning that

these cells are also compulsory to fill in.

1

1. Preparation costs

1.1 Technical plans

1.2 1.2 Costs of permits

13 1.3 Purchase of land

14 1.4 Studies, statistics, databases and researches

1.5 1.5 Project meetings and travel costs

1.6 1.6 Translation and interpretation costs
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4.11.2 Budget item - New, Modify and Delete
Except for preparation costs, flat rate type staff and administrative costs, budget data shall be
entered as per budget item.

4 Travel and accommodation costs 0,00 0

4.1 Travel cost of project staff 0,00 0

Please select a budget line (e.g. Travel cost of project staff), then press . As a result, a pop-up
window appears called ‘Budget per Beneficiary’.

The following fields are displayed:

® Role - the role of the relevant Beneficiary, automatically filled in by the system.

e Beneficiary abbreviated name - the abbreviated name of the relevant Beneficiary,
automatically filled in by the system.

* No. - number of the selected budget line relevant for the budget item, automatically filled in
by the system

e Budget line — name of the selected budget line relevant for the budget item, automatically
filled in by the system.

e Guide — in case of some budget headings / lines (e.g. budget line 2.1 and 2.2 and budget
heading 3, etc.) there is a short guide on eligibility rules related to the specific budget
heading / line. For detailed information, please consult Eligiblity Rules of Expenditure.

e Budget item No — a three digit long number (e.g. 4.1.1.) which the item automatically
receives from the system when entering the planned amount, also containg reference to the
related budget line and budget heading.

® Name of the item - please fill in the name of the budget item.

e Unit - please fill in the measurement unit of the budget item.

® No. of units - please fill in the number of units (maximum 2 decimals are allowed).

e Unit price - please indicate the unit price (maximum 2 decimals are allowed).

e Amount - the amount is calculated automatically by the system from the number of units
and their unit price.

e Description — please provide a short description about the content of the planned budget
item.

Please always leave this screen by pressing in the upper right part of the screen (please see
highlighted by red in the below picture) in order to store the information you have provided. If you
click on [EJied], you return to the previous screen without saving the data you have entered.
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BUDGET BY BENEFICIARY

‘

CHAPTER 7. BUDGET - PER BENEFICIARY

ROLE BENEFICIARY ABBREVIATED NAME
Lead Beneficiary TEST LB
NO. BUDGET LINE
4.1 Travel cost of project staff
GUIDE
BUDGET ITEM NO. NAME OF THE ITEM !
411 ‘ ‘
UNIT ! NO. OF UNITS ! UNIT PRICE ! AMOUNT !
DESCRIPTION !

Already entered budget items can be modified by clicking on or deleted - only after
confirmation - with the button. The delete process can be interrupted with [SIaes) and
buttons are inactive until at least one budget item is entered and selected by the Applicant by
clicking on it.

4 Travel and accommodation costs
4.1 Travel cost of project staff
411 Test travel travels 3

Please enter the complete planned budget per budget items by following the procedure described
above.

There are two methods for the calculation of staff cost: real cost and flat rate. Therefore as a first
step, you need to select one of those from a drop-down list by clicking on the down arrow in the row
of budget heading 2. Staff costs. Consequently, the planned amount of both 2.1 and 2.2 budget lines
is calculated according to the selected method.
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2 Staff costs |

21 Salary of staff - direct project management
2.2 Salary of staff - professional team members keal.cost

In case you choose real cost, after selecting the relevant budget line, please press and fill in the
datasheet according to the followings:

BUDGET BY BENEFICIARY X

CHAPTER 7. BUDGET - PER BENEFICIARY

ROLE BENEFICIARY ABBREVIATED NAME
Lead Beneficiary TEST LB

NO. BUDGET LINE
7] Salary of staff - direct project management

GUIDE

If you choose Real costs, please enter the Position of the project team member in the field NAME OF ITEM, enter Months for
UNIT, enter Number of months in the field NO.OF UNITS and the Salary of the project team member in the field UNIT PRICE.

BUDGET ITEM NO. NAME OF THE ITEM !

2151 ‘ ‘
UNIT ! NO. OF UNITS ! UNIT PRICE ! AMOUNT !
DESCRIPTION !

® Role - the role of the relevant Beneficiary, automatically filled in by the system.

e Beneficiary abbreviated name - the abbreviated name of the relevant Beneficiary,
automatically filled in by the system.

® No — number of the selected budget line relevant for the budget item, automatically filled in
by the system.

e Budget line — name of the selected budget line relevant for the budget item, automatically
filled in by the system.

e Guide — a short guide on eligibility rules related to the specific budget line. For detailed
information, please consult Eligiblity Rules of Expenditure.

e Budget item No — a three digit long number (e.g. 2.1.1.) which the item automatically
receives from the system when entering the planned amount, also containg reference to the
related budget line and budget heading.

® Name of the item — please insert the position of the project team member.

® Unit — please specify the measurement unit (month).
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* No. of units — please specify how long the project team member is going to work in the

project (number of months).

e Unit price — please indicate the monthly salary of the project team member related to the

implementation of the project.

® Amount — the amount is calculated automatically by the system from the number of units

and their unit price.

e Description — please provide a description about the role of the team member in the project.

NOTE!
Before leaving the current sheet always make sure you have all the mandatory cells filled in.

Contentwise please consult the respective chapters of the Guidelines for Applicants and Eligibility

Rules of Expenditure.

4.12 Sources of funding sheet

The upper table of the Sources of funding sheet is automatically generated by the system and

contains the total budget of the Partnership divided by sources of funding.

® EU contribution — amount of EU contribution by Beneficiary and on project levell

e National contribution — amount of national contribution by Beneficiary and on project level

e  Own contribution — amount of own contribution by Beneficiary and on project level
® Total budget — amount of total budget by Beneficiary and on project level.

e Amount of advanced EU contribution — amount of EU contribution paid in advance by

Beneficiary and on project level

APPLICATION SEARCH © APPLICATION FORM ©
L 4

INFORMATION REMINDER

ACTIVITY PLAN  INFO AND PUBLICITY COMM. APPROACH PROJECT BUDGET = SOURCES OF FUNDING  PA) n n

CHAPTER 7. BUDGET - SOURCES OF FUNDING

SOURCES OF FUNDING LB - TEST LB AMOUNT B1 - TEST PARTNER AMOUNT TOTAL BUDGET
0,00 0,00 0,00 0,00 0,00

EU contribution

National contribution 0,00 0,00 0,00 0,00
Own contribution 0,00 0,00 0,00 0,00
Total costs 0,00 0,00 0,00 0,00
Amount of advanced EU conti 0,00 0,00 0,00 0,00 0,00

0,00

SOURCES OF FUNDING LB - TEST LB AMOUNT B1 - TEST PARTNER AMOUNT TOTAL BUDGET
0,00 0,00

Amount of eligible VAT
Planned net revenues 0,00 0.00 0,00

Funding from other sources 0,00 0,00 0,00

0,00

0,00

The lower table of the Sources of funding sheet is empty by default. Here — if relevant — the applicant

may indicate the following data by Beneficiary:
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* Planned net revenues
¢  Funding from other sources

In order to fill in planned net revenues, please select the line Planned net revenues — by clicking on
the line — then press . Consequently, the ‘Sources of funding’ datasheet opens, where planned
net revenues can be entered by Beneficiary. Please press the button before closing the sheet,
otherwise the entered data will not be stored.

In order to enterfunding from other sources, please select the relevant line (Funding from other
sources), then press . Consequently, the ‘Sources of funding’ datasheet will open, where
Funding from other sources can be entered by Beneficiary. Please press the button before
closing the sheet, otherwise the entered data will not be stored.

SOURCES OF FUNDING DATASHEET

|

Chapter 7. Budget - Sources of funding

GUIDE

Please add Planned net revenues for each partner if they are planned in your Project.
Please, also add Funding from other sources other than Own countribution and EU contribution or State funding (for Hungarian
beneficiaries).

PLANNED NET REVENUES

LB - 334RTF B1 - WERG

NOTE!
Before leaving the current sheet always make sure you have all the mandatory cells filled in.
Contentwise please consult the respective chapters of the Guidelines for Applicants.

4.13 Payment forecast sheet

There are two tables on this sheet: the first is the payment forecast for the total budget of the
project, the second is the payment forcast of the EU contribution. After filling in the first table
(Beneficiary / Total budget), based on the values recorded here, the EU contribution amounts in the
lower table are calculated and filled in automatically by the system.

Please fill in for all Beneficiaries the expected amounts to be paid out in each reporting period. Total
values are calculated automatically by the system, while the difference between the ‘Total cost’
provided in the ‘Project budget’ sheet and the already entered payment forecast amounts, i.e. the
amount still to be planned, are displayed in the ‘Difference’ column. In case there is a difference
between the Total (EUR) planned by Beneficiary in this sheet and between the ‘Total Cost’ per
Beneficiary given in the Project budget sheet, an error message is displayed below the table in red:

‘Some Beneficiary total costs differ from that coming from the budget lines!’
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APPLICATION SEARCH © APPLICATION FORM ©
L 4

INFORMATION REMINDER

PROJECT BUDGET  SOURCES OF FUNDING = PAYMENT FORECAST  PROJECT TEAM  INFRASTRUCTURE AND W(

CHAPTER 7. BUDGET - PAYMENT FORECAST

BENEFICIARY / TOTAL COST
LB-TESTLB 3000 0 0 3000 -12.000
B1 - TEST PARTNER 0 0 0 0
TOTAL COSTS 3000 0 0 3000 -12 000

Some beneficiary total costs differ from that coming from the budget lines!

1 REP. PERIOD 2 REP. PERIOD 3 TOTAL (EUR) DIFFERENCE
0 0

BENEFICIARY / EU CONTRIBUTION

BENEFICIARY

LB-TESTLB 2550 -10 200

B1 - TEST PARTNER 0 0 0 0

TOTAL COSTS 2550 0 0 2550 -10 200
NOTE!

Before leaving the current sheet always make sure you have all the mandatory cells filled in.
Contentwise please consult the respective chapters of the Guidelines for Applicants.

4.14 Project team sheet

This sheet serves you to view, fill in and modify the indicative time spent by the project team
members working on the project. In case the applicant selected real cost settlement for the
reimbursement of its Staff costs on the Project budget sheet, the information inserted for lines 2.1.
Salary of staff — direct project management and 2.2. Salary of staff — professional team members is
displayed here. Otherwise, the result list of the screen is empty.
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APPLICATION SEARCH ©  APPLICATION FORM ©

INFORMATION REMINDER

PROJECT BUDGET = SOURCES OF FUNDING  PAYMENT FORECAST  PROJECT TEAM INFRASTRUCTURE AND W( n n

CHAPTER 7. BUDGET - PROJECT TEAM

- BENEFICIARY ABBREV. NAME | BUDGET LINE POSITION JOB DESCRIPTION -

Abbreviated name 2.1 Salary of staff - direct project management Position

2.2 Salary of staff - professional team

: Position
members

2 Abbreviated name

Total Cost 1550

In order to fill in the name of the staff member and the indicative time spent working on the project,
please click on the item related to the respective Beneficiary, then press .(Before selecting an
item on the list, all function buttons — , — are inactive). Subsequently, the Project member
datasheet opens, where the ‘Name of team member’ and ‘Est. share of working time in %’ fields can
be filled in. Please press before closing the sheet, otherwise the entered data will not be stored.
The following fields are displayed on the ‘Project member’ datasheet:

® NO - number of the project team member, automatically filled in by the system.

e Beneficiary abbrev. name - abbreviated name of the Beneficiary, provided by the system.

e Budget Line — respective budget line on which the cost of the team member was entered,
provided by the system.

® Position - as defined on the Project budget sheet in the Name of the item field, automatically
filled in by the system.

® Name of team member - Please fill in the name of the project staff member.

e Est. share of working time in % - Please fill in the estimated share of working time spent on
the project by the respective project staff member in percentage.

® Months in project - number of months worked in the project as defined on the Project
budget sheet in the No. of units field, automatically filled in by the system.

e  Monthly salary in project - planned gross monthly salary of the staff member as defined on
the Project budget sheet in the Unit price field, automatically filled in by the system.

® Total - planned total gross salary of the staff member as defined on the Project budget sheet
in the Amount field, automatically filled in by the system.

e Job Description - as defined on the Project budget sheet in the Description field,
automatically filled in by the system.
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PROJECT MEMBER DATASHEET

‘

NO BENEFICIARY ABBREV. NAME BUDGET LINE

1 Abbreviated name 2.1 Salary of staff - direct project management
POSITION NAME OF TEAM MEMBER ! EST. SHARE OF WORKING TIME IN % !

Position ‘ ’
MONTHS IN PROJECT MONTHLY SALARY IN PROJECT TOTAL

1 50 50

JOB DESCRIPTION

NOTE!
Before leaving the current sheet always make sure you have all the mandatory cells filled in.
Contentwise please consult the respective chapters of the Guidelines for Applicants.

4.15 Infrastructure and works sheet

On this sheet infrastructure and works related information can be entered in two tables (‘Location of
insfrastructure and works’ and ‘Permist’) such as location of the works, status of the real estate and
eventual permits requiredBoth tables are empty by default, however following the upload of data, all
locations and permits aree listed. The following function buttons are available, which — except for
— are inactive until the list is empty, or the Applicant selects an item in the list by clicking on it:

* New - adds new location / permit.

¢ Modify - modifies already entered location / permit.
¢ Delete - deletes already entered location / permit.

e View - opens already entered location / permit.
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APPLICATION SEARCH © APPLICATION FORM ©
. 8.

v
PAYMENT FORECAST  PROJECT TEAM  INFRASTRUCTURE AND WORKS ~ CHECKLIST DOCUMENTS n n

CHAPTER 8. INFRASTRUCTURE AND WORKS

LOCATION OF INFRASTRUCTURE AND WORKS

e BENEFICIARY ROLE AND ABBREVIATED NAME PERMIT REQUIRED ALL RELATED TOPOGRAPHICAL (LOT) NUMBERS STATUS OF THE REAL EST/

PERMITS

BENEFICIARY ROLE AND ABBREVIATED NAME TYPE OF PERMIT IDENTIFICATION / REGISTRY NUMBER OF PERMIT DATE OF REQUEST

Please start to fill in by inserting the location. In order to do so, please press the button in the
‘Location of infrastructure and works’ section, which opens the ‘Location of infrastructure and works’
datasheet containing the following fields:

LOCATION OF INFRASTRUCTURE AND WORK DATASHEET

0 Conce

I
BENEFICIARY NAME ! ROLE ! PERMIT REQUIRED !

| M| I

ALL RELATED TOPOGRAPHICAL (LOT) NUMBERS !

|

STATUS OF THE REAL ESTATE(S) CONCERNED !

DESCRIPTION !

e Beneficiary name - please select the name of the relevant Beneficiary from the drop-down
list.

® Role - Role in the project (filled in automatically by the system)

* Permit required - please select from the drop-down list accordingly if required or not.

e All related topographical (lot) numbers - please enter all topographical (lot) numbers
involved in the investment.

47



e Status of the real estate(s) concerned - Please select the relevant status from the drop-down
list.

e Description - please describe the ownership/rental situation or rights of use of the real
estate, relevant provisions taken (e.g. signed sale and purchase contract, necessity of
expropriation, if yes, the stage of the process).

After all data are filled in, click on the button in order to store the entered data. The fill-in
process can be interrupted at any time with the [&€[it¢d]] button, in which case data are not saved and
the user can return to the previous sheet. Please upload all locations accordingly.

Items can be opened in read-only mode by selecting the respective item in the result list of the
‘Location of infrastructure and works’ section, and clicking on the button. Items can be modified
by selecting the respective item from the list, and clicking on the button. Deleting a location
can be performed similarly by pressing on , following a confirmation question.

In case the applicant indicated investment works implying a permit (see above ‘Permit required’
field), it is compulsory to enter information regarding the permits . Please press the [\&Y button
above the ‘Permits’ section. Subsequently, the ‘Permit’ datasheet opens with the following fields:

PERMIT DATASHEET X

BENEFICIARY NAME ! ROLE ! TYPE OF PERMIT !

! |

IDENTIFICATION / REGISTRY NUMBER OF PERMIT ! DATE OF REQUEST ! DATE OF RECEIPT !

| = = |

DESCRIPTION

¢ Beneficiary Name - please select the name of the relevant Beneficiary.

® Role - Role in the project (filled in automatically by system).

* Type of permit - please select from the drop-down list accordingly.

¢ Identification / Registry number of permit - please fill in the unique identification number of
the permit.

* Date of request - please fill in the date of request of the permit.

® Date of receipt - please fill in the (expected) date of receipt of the permit.

e Description - please describe the content of the permit, i.e. the planned works, the size of
the investment and provide information about the status of the necessary permits (e.g. what
steps need to be taken to receive the permit, etc.).

After having filled in correctly all necessary fields, please press the button in order to store the
information you have entered. Completion can be interrupted with the [€=lj{¢3]] button; in this case the
Application will return to the previous screen without saving the entered information. Please
proceed with the completion similarly for all relevant permits.
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Items can be viewed in read-only mode by selecting the respective item in the result list of the
Permits section, and clicking on the button. Items can be modified by selecting the respective
item in the list, and clicking on the button. Deleting a permit can be performed similarly, by
pressing the the button, following a confirmation question.

4.16 Documents sheet

This sheet contains the list of documents to be submitted along with the Application Form, and
allows for the applicants to upload files to their Application. The table on the sheet contains two
items by default (the two mandatory annexes of the Application Form), and all function buttons,
except for the New are inactive until the Applicant selects an item on the list by clicking on it. The
available function buttons for handling documents are:

® New — enables the user to add a new item to the list of documents and after having saved it
to upload a new document.

¢ Modify - modifies existing document.

e Delete - deletes a previously uploaded document.

® View - opens a previously uploaded document in read-only mode.

APPLICATION SEARCH ©  APPLICATION FORM ©

INFORMATION REMINDER

PAYMENT FORECAST ~ PROJECTTEAM  INFRASTRUCTURE AND WORKS ~ DOCUMENTS <>
2016/000-000-0014  Annexes ~ DeCarationby the Applicant on State Aid HUSRBO1 14/09/2016

relevance (Annex Il of the A

1 2016/000-000-0013  Annexes E,‘;’)"aram” bytheAPp"Ca“t(A""ex'°fthe HUSRBO1 14/09/2016

< 1 »

4.16.1 File upload

In order to upload a file in one of the already existing elements of the list, please select an item
(which is a documentum folder in this case) from the list, then press . Subsequently, the ‘Main
data sheet’ of the ‘Document datasheet’ opens by default.
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DOCUMENT DATASHEET %

MAIN DATA  FILES

FOLDER

programmes/prog_13/cfps/cfp_4/applications/app_4

METHOD OF SUBMISSION DOCUMENT ID DATE OF PREPARATION TYPE
Paper 2016/000-000-0014 14/09/2016 Annexes
SUBJECT

Declaration by the Applicant on State Aid relevance (Annex Il of the AF)

PREPARED BY (USER ID) PREPARED BY (USER NAME)
FOAPPUSER_0000000020 HUSRBO1

CHANNEL MANDATORY
Paper

DESCRIPTION

Separate Declarations filled in properly by all Applicants (by each potential Beneficiary organization of the Partnership).

English Original

All displayed fields related to the document data are read-only:

® Folder - the system stores the document in the folder indicated by the access path displayed
here.

¢ Method of submission - he method of submission is indicated here.

e Document ID - generated by the system.

e Date of preparation - date of preparation of the document.

® Type - type of the document.

e Subject - Subject of the document.

e Prepared by (user id) - user ID of the user who prepared the document.

® Prepared by (user name) - user name of the user who prepared the document.

e Channel - channel of submission.

¢ Mandatory - indicates if uploadingthe document is mandatory to the respective folder.

® Description - description of the document.

® lLanguage of the Document — language of the document.

* To be Submitted in original or copy - indicates if the document needs to be submitted in
original or in copy.

Continue by clicking on the ‘Files’ sheet.
In the upper section of the sheet there is a search section with the following fields:

¢ File name (id) - unique ID of the file.

® Type - format of the file.

e QOriginal file name - name of the file.

e Sequence number - Sequence number of the file.
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The handling of files can be carried out in the lower section of the ‘Files’ sheet based on the following
options:

e Upload - uploading a file.

® Delete - deleting a previously updated file.

e Reorder - reordering the previously updated files.
¢ Download - downloading a file.

The list of files is empty by default and all function buttons, except for (§JJlER] are inactive until the
list is empty, or the Applicant selects an item in the list by clicking on it.

DOCUMENT DATASHEET X

MAIN DATA  FILES

FILE NAME (ID) TYPE ORIGINAL FILE NAME

SEQUENCE NUMBER

@ Clear search terms
RESULTS FOR:
Upload
FILE NAME (ID) ORIGINAL FILE NAME SEQUENCE NUMBER DATE AND TIME OF CREATION

Please select [WJJEEL|. As a result, the ‘File upload’ pop-up window opens where you can search and
select the respective file on your computer. Upon pressing m, the upload is carried out.

P—
. e R - T —
@ File Upload [
o - H 3 c. ' |
@u"ﬂ » Libraries » v | 4y H Search Libraries Je)
Organize v s=- 0 @
4 5.7 Favorites Libraries
- Desktop Open a library to see your files and arrange them by folder, date, and other properties.
8 Downloads =
%] Recent Places & Documents ‘ﬁ Music
\I/ Library & Library
4 - Libraries
d;' = Pictures m Videos
& DOCl:lmentS \7 Library By, Library
J‘ Music
- i
&= Pictures
E Videos
1M Computer
“ﬁ Network

~ | Al Fites

1

M|

[ Open

] [ Cancel ]

The selected and uploaded file appears under the respective document.
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DOCUMENT DATASHEET

‘

MAIN DATA  FILES

FILE NAME (ID) TYPE ORIGINAL FILE NAME SEQUENCE NUMBER

@ Clear search terms

RESULTS FOR:

FILE NAME (ID) ORIGINAL FILE NAME SEQUENCE NUMBER DATE AND TIME OF CREATION

4.16.2 New document
In case you wish to add a new document to the available folder system, please press .
Subsequently, the ‘Document datasheet’ opens with the ‘Main data’ sheet.

DOCUMENT DATASHEET X

MAIN DATA

FOLDER

programmes/prog_1/cfps/cfp_1/applications/app_5

METHOD OF SUBMISSION ! DOCUMENT ID DATE OF PREPARATION TYPE

’ 25/05/2016

SUBJECT !
PREPARED BY (USER ID) PREPARED BY (USER NAME)
FOAPPUSER_0000000002 SRBapp

The following fields are displayed:

® Folder - the system will store the document in the folder indicated by the access path
displayed here.

¢ Method of submission — please select the method of submission fro mthe drop-down list.

® Document ID — ID generated by the system automatically.

® Date of preparation — date of preparation of the document.

e Type —type of the document.

e Subject — Subject of the document

e Prepared by (user id) — user ID of the user who prepared the document.

e Prepared by (user name) — user name of the user who prepared the document.
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After completing all fields correctly on the ‘Document datasheet’ please press in order to store
the information you have entered Consequently, the Files sheet is displayed, where you can initiate a
file upload in line with the method described in the previous chapter.

4.17 Saving your Application

You can interrupt filling in your Application at any moment and save the changes made by clicking on
the button located in the upper right corner of the screen. Your Application is saved this way
and appears in the |App|ication search| result list. From here, upon selection, you can open it for
modification and you can continue your work on the last saved version.

Interreg IPA-CBC
;:l.ll:g'a"‘;?s_;r;?:\'b\'- Hungary-Serbia Co-operation Version: 1.0.1-SNAPSHOT User:SRBapp @ @

Programme 2014-2020

MAIN MENU APPLICATION SEARCH © APPLICATION FORM ©
v APPLICATION
¥
New

INFORMATION REMINDER

Search PAYMENT FORECAST ~ PROJECTTEAM  INFRASTRUCTURE AND WORKS ~ CHECKLIST ~ DOCUMENTS n n
ADMINISTRATION

v PERSONAL SETTINGS
Change Password DOCUMENT ID PREPARED BY (USER NAME)

2016/000-000-0029 Annexes  Construction plans (engineering plans, descriptions) SRBapp 23/05/2016

2016/000-000-0028 Annexes Photo documentation SRBapp 23/05/2016

Environmentalljpermits and en&ironrﬂental impact

assessment / Documents certifying the exemption

2016/000-000-0027  Annexes  FSTRaTuTe ool seSessment / attainment of SRBapp 23/05/2016
environmental permit

Building/Construction permit / Documents certifying

2016/000-000-0026  Annexes the exemption of the construction from building SRBapp 23/05/2016
permit
a4 alalaWalalaWalatel Annavac Natnilad cact actimmatinn Af uiavkes CNDA~Ann aMncinic

5 How to view, modify or delete an Application?

APPLICATION SEARCH ©

CALL FOR PROPOSALS ID CALL FOR PROPOSALS NAME APPLICATION ID APPLICATION STATUS

PROJECT ACRONYM

@ Clear search terms

RESULTS FOR:
Project acronym=test

& Modify 8 Generate Application Form « Check application

CALL FOR CALL FOR PROPOSALS

APPLICATION

PROPOSALS ID NAME APPLICATION ID STATUS
HUSRB/1602 Open Call for Proposals  HUSRB/1602/12/0004 Submitted TESTO1 1 2¢
HUSRB/1602 Open Call for Proposals Under TEST02 1

preparation

5.1 Viewing an Application

After saving your Application, please click on the menu item of the ‘Application section’ to
open the Application search. The ‘Application search’ datasheet will display by default all
Applications youpreviously started to create. In order to view one of these, please select the
respective item in the list by clicking on it and press the button located at the top of the list.
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As a result, the screen used at the creation of the Application opens; however, all data displayed are
read-only. You can close the ‘View’ mode by selecting one of the items in the Menu bar or by clicking
on the page header.

5.2 Modifying an Application

After saving your Application, please click on the menu of the Application section on the
sidebar to open the Application search. The ‘Application search’ datasheet displays by default all
Applications you previously started to create. In order to modify one of these, please select the
respective item in the list by clicking on it and press the button located at the top of the list.

As a result, the screen used during the creation of the Application opens, where all data can be
edited. Modifications can be saved in line with the steps described in Chapter 4.17. Modification can
be interrupted without saving by selecting one of the items in the Menu bar or by clicking on the
page header.

Please note that modifications to Applications are only allowed as long as the status of the
Application is either ‘Under preparation’ or ‘'Need amendment’. In all other cases the |Jlselif¥ button
is inactive, since modifications to the submitted Application are not possible.

APPLICATION SEARCH ©

CALL FOR PROPOSALS ID CALL FOR PROPOSALS NAME APPLICATION ID APPLICATION STATUS

Submitted n

PROJECT ACRONYM

@ Clear search terms

RESULTS FOR:
Application status=Submitted

8 Generate Application Form

CALL FOR CALL FOR PROPOSALS

APPLICATION PROJECT APP. VER.
PROPOSALS ID NAME

APPLICATION ID STATUS ACRONYM NUM.

HUSRB/1602 Open Call for Proposals  HUSRB/1602/12/0004 Submitted TESTO1 1

HUSRB/1602 Open Call for Proposals gg;ggégsoz_ooa Submitted test 1 1¢

If during the formal and quality assessment of your Application a need for completion or clarification
should arise, the Application will be sent back for completion to you, along with an e-mail
notification. In this case the status of the Application will be set to ‘Need amendment’, thus it can be
edited and resubmitted (as described in Chapter 7).

5.3 Deleting an Application

After saving your Application, please click on the menu item of the Application section on the
sidebar to open the Application search. The ‘Application search’ datasheet displays by default all
Applications you previously started to create. In order to delete one of these, please select the
respective item in the list by clicking on it and press the button located at the top of the result
list.
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CONFIRM WINDOW

Are you sure you want to drop the application?

Call for proposals name: Open Call for Proposals

Consequently, a confirmation window appears, where you have to confirm dropping the Application.
The process can be interrupted by clicking on [0 In case the user selects the button, the
Application is deleted, but it remains available on the list of Application for read-only mode ()

and the entered data can be downloaded in pdf ([N ol 1o N oldqa]) .

CALL FOR PROPOSALS ID CALL FOR PROPOSALS NAME APPLICATION ID APPLICATION STATUS

PROJECT ACRONYM

@ Clear search terms

RESULTS FOR:
8 Generate Application Form

LB ORPROROSALS APPLICATION ID

HUSRB/1602 Open Call for Proposals preparation FO MANUAL

Please note that Applications can only be dropped as long as their status is ‘Under preparation’. In all
other statuses (e.g. ‘Submitted’) the button is inactive, also meaning that deleting the
Application is not possible.

In case an Application has been dropped, there is no possibility to cancel the dropping. Therefore,
you are advised to carefully consider before pressing [0]4 in the confirmation window.
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6 How to generate the Application Form?

APPLICATION SEARCH ©

CALL FOR PROPOSALS ID CALL FOR PROPOSALS NAME APPLICATION ID APPLICATION STATUS

PROJECT ACRONYM

@ Clear search terms

RESULTS FOR:

8 Generate Application Form « Check application
CALL FOR CALL FOR PROPOSALS , APPLICATION PROJECT APP. VER.
PROPOSALS ID NAME APPLICATIONID STATUS ACRONYM NUM.

1

Open Call for ; 28/
HUSRB/1602 Proposals HUSRB/1602/12/0004 Submitted TESTO1 15:

HUSRB/1602 S%%’ng,'s' for gr"e‘:fa'r — () 1
After saving your Application, please click on the menu item of the Application section on the
sidebar to open the Application search. The ‘Application search’ datasheet displays by default all
Applications you previously started to create. Please select the Application for which you would like
to generate the Application Form, then click on the [eSEEW- Il Melgs) button located at the
top of the list.

As a result, a download window opens, where the user can decide whether to open or save the
generated form (in PDF).

This function is available all through the Application creation process, even if there are incomplete
fields.

7 How to submit the Application?

After completing and saving your Application (see chapter 4.17), please click on the Search menu
item of the Application section on the sidebar to open the Application search. The ‘Application
search’ datasheet displays by default all Applications you previously started to create in the search
result list. Please select the Application you would like to submit, then click on the
button located at the top of the result list. Consequently, the system willcarry out an automatic
check with the following outcomes:

® Check failed — in case the automatic check identified errors in the prepared Application, the
applicant is informed in a pop-up window about these errors in an easy-to-find way. The list of
errors can be opened or downloaded in .docx format by clicking on the
button. The pop-up window can be closed by pressing , thus the Application can be
modified. Correcting the indicated errors is a pre-requisite of the successful submission.
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CHECK FAILED X

CHECKING RESULT

Validation error! Application: Project description: Project description
must be filled!

Validation error! Application: Project description: Project description

must be filled!
B Download the error list

®  Check successful — in case the automatic check did not identify any errors in the prepared
Application, a pop-up window opens where the system notifies the user about the successful

check.
P APP.
¥ Operation completed! ~Operation: Check. . . )
Temporary Application Instance Identifier: APP_0000000015
T01 1
Ll UpU)dl) PI C'Jdl dUUTT
HUSRB/1602 Open Call for Under e :

Proposals preparation

The [Tl function is available all through the Application creation process, even if there
are incomplete fields.

In order to submit the Application, please click on the Search menu of the Application section on the
sidebar, select the relevant Application, then press Sl W-CENe:gdiile:1io]. Since a successful

check is a pre-condition for submission, in case the S IIRRLNIEE=Re=lanilee1iloly| button is inactive

(which is possible even after a successful check, in case later on you modify your Application), please
carry out a check by clicking on the [l llleElilely] button.

After pressing UGl EI=ReCgunilewley], a pop-up window opens asking for confirmation. By

pressing the Application is submitted, by pressing , you return the Application Search sheet
without submitting your Application.
CONFIRM WINDOW

Are you sure, you want to submit the application?

Acronym: TESTO1

Call for propsal: Open Call for Proposals

After confirmation, the applicant is notified about the successful submission in a pop-up window.

57



Operation: Submit application.
« Operation completed! Temporary Application Instance Identifier: APP_0000000015

Date Of Submission: 28/09/2016 101

Open Call for Under
HUSRB/1602 Proposals preparation TESTO2

The status of the Application in the Application search result list changes to Submitted and the
system generates the Certification and the Application Form and saves them in the Documents sheet.

Please download the Certification, print it and have it stamped and signed by the legal
representative(s) of each and all Beneficiaries! In order to download the Certification, go to
Documents sheet, click on Certification and press . Consequently, the Document datasheet pop-
up window opens. Click on ‘Files’ in the upper left corner, select the Certification on the result list by
clicking on it, and then press [MLER. The button is inactive until the Applicant selects an
item on the list.

APPLICATION SEARCH © APPLICATION DATASHEET ©

INFORMATION REMINDER L 2
PAYMENT FORECAST  PROJECT TEAM  INFRASTRUCTURE AND WORKS  DOCUMENTS u

PREPARED BY (USER

DATE OF

ORDER DOCUMENT ID TYPE SUBJECT NAME) PREPARATION

%01 6/000-000-005  griginal  Application form HUSRBO1 28/09/2016

12101 6/000-000-005  qriginal Certification HUSRBO1 28/09/2016

DOCUMENT DATASHEET >3

MAIN DATA  FILES

FILE NAME (ID) TYPE ORIGINAL FILE NAME SEQUENCE NUMBER

RESULTS FOR:

& Download

FILE NAME (ID) ORIGINAL FILE NAME SEQUENCE NUMBER DATE AND TIME OF CREATION

1_281.pdf PDF Interreg HU-SRB Certificate.pdf 1 28/09/2016 15:12:57
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The Application cannot be changed or modified after the submission. However,the function
remains active and the applicant can access and download the submitted Application and uploaded
documents. In case you would like to download the finalized Application Form in pdf format, please
follow the above-described steps of downloading Certification, and choose Application Form from
the list of the Documents sheet.
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