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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 VI-A IPA
Hungary — Serbia programme (2021 — 2027) on how to use the INTERREG+ system. The applicants are the
Front Office users of the system. Applications have to be prepared and submitted electronically through
INTERREG+ Application Module (hereinafter Application Module).

This manual

- describes the method of completion and submission of applications under CfP ID: HUSRB/25R
and HUSRB/25S, and
- provides practical tips and technical information concerning the online data entry.

Please note that in the 2021-2027 programming period the Programme uses the one-step procedure
for small scale projects (SSP) and regular scale projects (RSP):

Applications are evaluated and selected for funding on the basis of one single application (application
form and annexes / supporting documents) against the pre-defined formal and quality assessment
grids in one single round.

Before you start filling in your application:

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

- get familiar with the Interreg VI-A IPA Hungary — Serbia programme (2021 — 2027), 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)

- 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

2.1 Technical requirements

This chapter describes the minimum technical requirements, the general terms of use, as well as the field
and button conventions applied within the system.

To use the Application Module, your computer needs to meet the following technical requirements:

The INTERREG+ IT system can be accessed by using any web browser, for best performance the
recommended browsers are:

Software Option 1 Option 2

Webbrowser Google Chrome 88 + | Mozilla Firefox 85 +
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To use the INTERREG+ IT system, you must enable javascript running. This feature is available in all
supported browsers. However, it can be disabled. Before attempting logging in, make sure that javascript
is enabled in your browser.

By using the https protocol, it is to ensure that the data transfer is secure between the user’s device and
the INTERREG+ IT system, and the user's data may not be disclosed by a third party. For maximum
security, the user should pay attention to the following:

a) always enter the https:// prefix when entering the path; save the FO/BO in your browser bookmark
with this prefix;

b) when the website is opened, the browser cannot display a warning window. If yes, its presumed cause:

e using a non-supported browser;
e using a web content filter in the network used by the user;
e attack attempt.

If you have a warning window, do not log in. Have your machine checked with your system administrator
or IT specialist.

Open the Front office search path with caution because a malicious third party may mislead you. To avoid
misuse, check in the top line of the browser before logging in to verify that the link starts with https://.

After first sign-up the acceptance of the User Policy is a condition, which must be fulfilled for using the
system. Upon acceptance, the user can enter to the Front office site. It is recommended to read all the
documentation, review relevant training materials and INTERREG+ User Manuals, if necessary, in order
to use the application effectively and with due diligence.

The user must use the INTERREG+ IT system as intended, as listed in the previous section. For IT security
and data protection reasons, the INTERREG+ IT system automatically breaks the connection to the server
after 30 minutes of inactivity, resulting in loss of unsaved data. Use the logout button to securely leave
the INTERREG+ IT system, quitting insecurely may lead to misuse user’s data.

2.2 General terms of use

e INTERREGH+ 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 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.

e If you have been inactive for more than 30 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 a warning message is displayed.

e 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.
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3. HOW TO ACCESS THE SYSTEM?
3.1 Registration

The applicant who wishes to submit an application to the Interreg VI-A IPA Hungary — Serbia programme
(2021 — 2027) shall first register in the INTERREG+ IT system. The system can be accessed by clicking on

the following link below:

https://husrb.interregplus.eu/21-27

Users who have had access to the INTERREG+ IT system in the 2014-2020 programming period, under
the below listed programmes, do not have to re-register, they can use their users in the system developed
for the 2021-2027 programming period:

- Interreg V-A Hungary-Croatia Co-operation Programme 2014-2020
- Hungary-Slovakia-Romania-Ukraine ENI CBC Programme 2014-2020
- Interreg—IPA Cross-border Cooperation Programme Hungary—Serbia
- Interreg V-A Slovakia-Hungary Cooperation Programme

Note that the choice of the access site for user registration does not limit Front Office user access to
other Programmes.

3.2 General remarks on user management

The INTERREG+ IT system identifies and authenticates the user by the unique username and password
combination. To log in into the system, the username must be unique as the system uses a one-step
authentication only. Besides the username, the system requires a unique e-mail address, as well.

The INTERREG+ IT system uses a so-called user-account solution for user management. The user account
offers the possibility to assign multiple roles/rights to the same user in different programmes.

Therefore, before registering, we advise you to consider the tasks, roles, and rights the user would be
entitled to and chose the username accordingly.

Rules of username choice:
e the username must be unique —a username can be registered only once in the system;
e only alphanumerical characters (i.e. letters and numbers) can be used — special characters are
forbidden.

Rules of password choice:
e alphanumerical and special characters are allowed,;
e the password must be at least 8 characters long;
e the password must contain at least a digit (i.e. 1, 2, 3, etc.), a capital letter (i.e. A, B, C, etc.) and
a special character (i.e. *, ?, |, etc.).

In case of a forgotten password, the password can be reset by clicking on the Forgot Password? button
on the login window. The system sends an e-mail to the user e-mail address with the instructions to follow.
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3.3 The process of user registration

Upon accessing the appropriate website (https://husrb.interregplus.eu/21-27), the user should click on
the Register button on the opening login screen.

INTERREGH:

Login

mmmmmmm

pppppppp

eeeeeeeeeeeeeee

INTERREG

Figure 1: Login screen of the INTERREG+ IT system

INTERREGT:

Register

rrrrrrrrrr

mmmmmmm

Passwora

Confirm password

INTERREG

Figure 2: Registration screen of the INTERREG+ IT system

After filling in all the required fields, submit your data by clicking on the Register button at the bottom.
Upon successful registration, the system would ask for the e-mail address verification. Please check the
mailbox belonging to the e-mail address provided at the registration and verify your e-mail address by
clicking on the link provided in the e-mail sent by the system.

As the verification e-mail sent by the system contains a link, based on the settings of your local e-mail

client, the verification e-mail may be automatically directed to your spam folder or even to the deleted
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items folder. Therefore, please check your settings before registering to the INTERREG+ IT system. If
needed contact your local IT professional.

Upon successful e-mail verification, the system would automatically log in your new User; your User
Registration process is successfully done; and the user is created in the INTERREG+ IT system.

3.4 Menu structure

Once you have managed to log in, the entry screen opens:

(5 INTERREGE: Tl

@iy ~0omm a8

Co-funded by
the European Union

lnterreg [

!PA Hungary - Serbia

Good neighbours
creating
common future

Figure 3: Entry screen of the INTERREG+ IT system

The icon on the top left corner of the screen (circled with green) opens the Menu on the left side of the
screen with a blue background. There you can find the Application menu point.

INTERREGS: e | % ;O omo W R B

Interreg [ S vun
!PA Hungary - Serbia

Good neighbours
creating
common future

Figure 4: Menu / Application menu point

Users, who have also had access to the INTERREG + IT system developed for the 2014-2020 period can
even navigate between the two systems designed for the 2014-2020 period and for the 2021-2027 period
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by either clicking on the Arrow button highlighted by green in the top right corner of the screen or by
selecting the appropriate period from the drop-down menu:

= INTERREG! @;m [
Figure 5: Navigation between INTERREG+ 2014-2020 and INTERREG+ 2021-2027
= |INTERREG!: w2020 v [Huses % » O I I = Ej

|
1+2014-2020

Co-funded by
Intel’reg ! the European Union

!PA Hungary - Serbia
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creating
common future

Figure 6: Navigation between INTERREG+ 2021-2027 and INTERREG+ 2014-2020

3.5 Types of fields in the system

The INTERREG+ IT system uses three types of fields with different methods of use: action buttons, which
are activated by a single click; editable cells that are to be filled in with text, and drop-down menus with
list of options, which are triggered by a down arrow icon.

3.5.1 The ‘action’ buttons

The purpose of ,action buttons” is to manage the application under preparation. Those buttons can be
found at the bottom of the screen, and they are always visible:

~ Validate X Cancel Generate AF Generate Budget Generate Logframe ¥ Continue later > Finalise before submission

Figure 7: Action buttons

e When the user presses the Validate button, the system runs a validation, whether all the required
fields have been filled in and all the built-in rules have been complied with. If an error or defect is
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detected, it is listed in the error message showing up at the top centre of the screen. If all mandatory
fields are filled in and all rules are complied with, a confirming message would appear.

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

e By pressing the Generate ... buttons, depending which button was pressed, the user can download
the draft version of the application form, the budget or the logframe any time during the filling-in
process. The only pre-condition is to fill in some minimum data in the Header (acronym, duration and
start of project) and the basic data of the lead applicant. This is a helpful tool highly suggested for
the applicants to be used for checking the project logic.

e Tosave the recorded data and leave the application (close the window) click Continue later. By doing
so, all data will be saved with no validation running. (The user can return to the application from the
application list screen by clicking the Continue button after selecting the application in question.)

e By pressing the Finalise before submission button, the process will proceed to the next step. The
validation will run automatically and if the system does not detect any deficiency, the task moves to
the submission step, where the application is no longer editable and the documents are generated.

3.5.1 The “function buttons

The so-called function buttons are those, which always call the same functions. Please note: these
buttons are in most of the cases inactive up until an item is selected, i.e. the buttons are only active after
the user clicked on an item.

e Withthe use of ( % ) Add button can the user create new items on list screens (e.g. outcome, activity,
indicator);

e the ( ) View button initiates the viewing of a selected item (e.g. outcome, activity, indicator,
etc.) from the list;

e the ( ) Modify button initiates the modification of an already existing item (e.g. an activity,
indicator description, etc.);

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

- o . . .

the ( IE‘ IE ) Export to buttons initiate exporting the content of the list screen into the selected
format (xIsx, docx, pdf). Note that the function would export the visible content of the screen list. If
a screen is expandable, remember to expand it, otherwise the hidden content will not be exported,;

e bythe( o ) and ( i ) info button the details of a field can be viewed.
1

e the ( ) Upload button initiates a pop-up communication panel, where the user can either
browse among the files on the computer or just simply drag and drop even multiple files at once;
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e the ( ) Download and the ( — ) Download as zip button allows downloading even multiple
selected files from the list at once;

4. HOW TO PREPARE YOUR APPLICATION?

4.1 Creating a new application

The INTERREG+ Application Module is designed for potential lead partners to submit their applications.
The steps to create an application are summarised in the figure below:

® @O

Figure 8: Application submission workflow

The process can be started from the Application list screen by pressing the ( % ) button. Each user will
only see the applications that he/she has started to record. The same user may submit more applications
through the INTERREG+ IT system.

= INTERREGE  sepeonis - ) Em Lo @

Figure 9: Application list

Click on the ( % ) button to display the form below:
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Application - New (%)

Programme

CfPID *
HUSRB/23R X v

Prlorlty axls

| P1-Agreener region

Objectlve *

- Climate change adaptation, risk prevention - Regular scale project] X

+ Validate ¥ Cancel » Continue

0 L

Figure 10: Application — New

From this interface, the user selects the relevant data from the drop-down lists and then clicks Continue
to start the recording process. The Priority axis field is automatically filled in. If Validate is pressed, the
data is checked by the system to ensure that it is correct. However, if Cancel is pressed, the recording
process is dropped, and the data is not saved.

Please carefully select the ID of the call for proposals from the drop-down list of the ‘CfP ID’ for which
you would like to submit an application. Careful selection of ‘CfP ID’ is necessary since it determines the
project scale you are applying for, and it cannot be modified later. For details, please check chapter 1.2
of the Guidelines for Applicants (GfA).

4.2 Structure of the application

If users are recording a new application by clicking on Continue in the pop-up window ‘Application —
New’, the initial step will display the following window:

Application - Under creation ®

e Priority Objective -Scale

HUSRB/255 P2 Enhancing the human and cultural values 215 - Education and lifelong learning - Small scale project
Acronym * Project title * Lend applicant
Duration (in monchs) * Start of project * End of project Total cost EU contribution (EUR)

] 0,00 0,00
Messages

Project description 1 Project’s overall objective: Please describe the project’s overall

Project description 2 Please describe how the project's overall abjective contributes.

Project description 3 PROJECT SUMMARY: Please enter the project summary n the .

Project description 4 Problems, challenges to be addressed; preparations already ¢

Project description 5 Target groups, benefits for the target groups (maximum 2 000.

Project description 6 Expected outputs, results; durability, sustainability and capita,

Project description 7 Cross-border activities and impact (maximurm 2 000 characters)

Project description 8 Compliance with the EU horizontal principles (fundamental ig..

Project description 9 Synergies with other policies (macro regional(transinationall.

Project description 10 Risk (possible [ ds.

 Validate X Cancel GenerateAF  GenerateBudget  Generatelogframe v Continuelater > Finalise before submission

Figure 11: Application — Under creation
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Here users can start entering the details of their application. Fields marked with an asterisk (*) are
mandatory, while those with a grey background are filled in by the system automatically. At this step,
until the user presses the Finalise before submission button, the status of the application is Under
creation. It is possible to pause the recording by pressing the Continue later button. In this case, the
recorded data of the application under creation will be saved and can be resumed later by selecting it
from the Application list and clicking on Continue. The Validate button is to check, whether the recorded
data meets the requirements and the Cancel button closes the form without saving.

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 by clicking on the names of the different sheets.

e Itisstrongly advised to start the completion of the Application Form by filling in the sheets in the
set order (i.e. Main data, Outcomes, Applicant, etc.), since some of the entered data (e.g.
abbreviated name of the applicant, role of the applicant, etc.) will be automatically transferred
and used in other sheets.

e 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. This will allow assessors

to understand the content and concept of the project proposal. 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 limits.
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4.3 Main data of the application

‘Application - Under creation ®
cfP 1D B Priority B B Scale
HUSRB/23R P1 - Agreener region 11R - Climate change adaptation, risk prevention - Regular scale project
Acronym * Project title * Lead applicant
u 1m0
Test project Test project
Duration (In months) * start of project * End of project * Total cost aggregated . EU contribution (EUR) .
12| | 0140572023 & | 3010472024 B 000

Figure 12: Application / Header

In the upper part of the form, users will find the so-called header data, such as Application ID, Acronym,
Lead applicant, etc. Fields marked with an asterisk (*) are mandatory, while those marked with a grey
background are filled in by the system. The data in the header section will be saved if the user exits the
recording by clicking Continue later. On returning to the process, the data recorded will be found in the
header section. This will not happen if users exit with Cancel.

4.4 Project description sheet

‘Application - Under creation ®
e i Priority . . scale i
HUSRB/23R P1-Agreener region 11R- Climate change adaptation, risk prevention - Regular scale project
Acronym * i Projecttities i i i  Leadappiicant
Test project ) [ Test project i
Duration (In months) * Start of project End of project * Total cost aggregated EU contribution (EUR)
12 | [01/05/2023 | [ 3000472024 El - : - 0,00
Outcomes Applicant _Reporting periods Budget _Indicators Activity plan _Infrastructure Communication and Visibility _Partner without budget Documents Messages
S ® @ Found10records W X
Question tpe 1 Seq.no. 42 Question [
Application 1 Projects overall objective: Please describe the project’ overal.
Application 2 Please describe how the project' overall objective contributes.
Application 3 PROJECT SUMMARY: Please enter the project summary in the
Application 4 Problems, challenges to be addressed; preparations already ¢
Application S Target groups, benefits for the target groups (max. 2000 char.
Application 6 Expected ouputs,resuits; durability, sustainabiliy and capital
Application 7 Cross-border actviies and impact (max. 2000 characters)
Application 8 Compliance with the EU horizontal principles (fundamental g,
Application 9 Synergies with other policies (macro regional/(rans)nationall
Application 10 Risk management (possible inte al/externallimitations and s

Figure 13: Project description

In the Project description sheet users have the option to fill in answers to the questions, which they can

do by clicking on the Modify ( _ ) button. The Modify button or the View ( = ) button will be active only
in case any of the questions on the list is selected. This means that, in order to type an answer to the
question, the user needs first to click on the respective question and then on Modify button. The View
button is to be used in the same way.
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Question - Modify ®)

Question type
Question

Explanation *

Answer,

m ~ Validate X Cancel

Figure 14: Project description - Modify
The recorded answers are saved by pressing the Save button.

Please note that you have to provide more information about the project in later chapters of the
application form, and those must be coherent with the answers to these questions. Therefore, you are
advised to answer (or revisit) this question after the entire application form is filled in.

The following 10 questions shall be answered in the Project description sheet:

Project's overall objective — Please describe the project's overall objective in the field below (maximum
characters: 500): The overall objectives should be simple, measurable, realistic and time wise achievable.
It is important to reflect on the connection of the project’s objective to programme’s objectives (please
consult chapter 1.3 of the GfA) and the cross-border character as well.

Please describe how the project's overall objective contributes to the programme specific objective
(max. 2000 characters): Please explain how the achievement of the proposed objectives, through the
realization of the main activities of the project, are contributing to the specific objectives of the
programme.

Project summary: Please enter the project summary in the below cell (max. 3000 characters): Please
give a concise and comprehensive summary of the project including expected project objectives,
outcomes and the main activities of the project. Briefly describe the location and the duration of the
project, specify the main target groups benefiting from the project. Indicate the expected and most
important outputs to be realized and results to be achieved. Highlight the cross-border character and the
impact of the proposed project.

Problems, challenges to be addressed; preparations already carried out (max. 2000 characters): Justify
the necessity of the project. Describe the problems with cross-border nature to be resolved and needs
to be met, relating to the target area and/or group of people. The conclusions of already elaborated
surveys on the subject can be referred to in order to prove the relevance of the project. What steps have
already been taken (e.g. previous projects) to prepare the implementation of this project.

Target groups, benefits for the target groups (max. 2000 characters): Identify the target groups directly

and indirectly benefiting from the project. Explain why they are the ones whose needs are addressed
and describe circumstances you want to change by implementing your project idea.
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Expected outputs, results; durability, sustainability and capitalization of results (max. 2000 characters):
Clearly define and describe the planned outputs (tangible goods, services, infrastructure, etc.), the
expected outcomes/results and their durability. They have to be in coherence with the selected/defined
indicators. Describe how the professional, financial and institutional sustainability of the project outputs
and results will be assured.

Cross-border activities and impact (max. 2000 characters): Please specify cross-border activities and
demonstrate measurable impacts that will be generated by the project on both sides of the border.
Explain the long lasting cross-border social / economical / environmental effects, directly linked to the
implemented project.

Compliance with the EU horizontal principles (fundamental rights; equality between men and women,
gender mainstreaming; non-discrimination and sustainable development). Explain how the project
contributes to the horizontal principle(s). (max. 3000 characters): Please describe how your project
respects the Programme’s horizontal and other principles, which are described in chapter 7 of the GfA.
Explain if the project will have positive impact on any horizontal principle(s).

Synergies with other policies (macro regional/(trans)national/micro regional/county level),
programmes and projects (max. 2000 characters): Please list and explain the synergies of your project
proposal with other EU funded projects or other development initiatives in the relevant field located in
the geographical vicinity that are finished or being implemented.

Risk management (possible internal/external limitations and solutions foreseen) (max. 2000
characters): Describe the possible risk factors (e.g. economic, financial, social, cultural, environmental,
organizational, etc.) the project might face during and after project implementation. Assess their
probability, their impact on the project activities in case of emergence and the measures to handle them.

4.5 Outcomes sheet

Application - Under creation &)
CfP ID
HUSRB/23R

scale
11R - Climate change adaptation, risk prevention - Regular scale project
Acronym * Lead applicant

Test project

Duration (In months) * Start of project * End of project * Total cost aggregated EU contribution (EUR)
12 || 01/05/2023 || 30042024 E 000

icant Reporting periods  Budget Indicators _Activity plan _Infrastructure Communication and Visibility _Partner without budget Documents Messages

C ® @ Foundlrecords + W XE

Total Outcomein dicative budget (EUR)

0 Predefined Managed project witt h completed communication activities

Figure 15: Outcomes

Activities related to the application can be recorded on this screen. Activities should be grouped in such
a way that each group leads to an outcome, which will be measured by the indicator you select/define
on the Indicator sheet. Therefore, each activity must be necessary and purposeful so that each group of
activities is logically coherent and leads to the expected outcome. The outcome, on the other hand, must
be tangible and measurable, which will be proved by its indicator.
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On the Outcome list screen, you will find the compulsory ‘Managed project with completed
communication activities’ as a predefined outcome. By using the Add ( - ) button you are able to add
new outcomes; by clicking on the Modify ( - ) button (it is only active in case you select an item from
the list by clicking on it) you can give/edit description to the activities.

4.5.1 Predefined outcome and activities
By default setting, as outcome 0 the ‘Managed project with completed communication activities’ is listed
on the outcome list. First you need to select this outcome by clicking on it and then by clicking on the

Modify ( - ) button you shall give a description to the predefined activities (Communication and Project
management).

Activities - Modify ®

| Outcome D _ Outcome name * Estimated budget

S57300
Managed project with completed communication activities | |

C ® @ Found2records + W @ W] [x][#]

Outc.. - Outcomename - Activity ID Activity type Activity name Activity desc... - Country Nuts |l Exact location Estimated costs{EUR) Tangible outcome

0 Managed projec.. 1 Normal Communication

0 Managed projec... 2 Normal Project manangement

< >

 Validate X Cancel

Figure 16: Outcomes / Predefined activities

The entered data are saved by pressing the Save button.

4.5.2 Recording outcomes and activities

To record your planned outcomes and the relating activities you shall use the Add ( Z ) button and fill in
the Activities - New pop-up window. As a general rule, the user can add maximum four outcomes
(besides the existing predefined outcome).

Activities - New ®

l| Outcome D Outcome type * Outcome name * Estimated budget
f s

N | 1 || Qutcome X v || Outcome 1 0,00

e <o

Figure 17: Outcomes / Recording outcomes
When pressing the Record activities button the entered data are saved and another pop-up window

called Activities — Modify opens automatically, where the planned activities grouped under the
respective outcome can be added. Maximum five activities can be added under each outcome.
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Activities - Modify ®
DUt oo e Qutcometype Outcome name * Estimated budget = e e
2 || Outcome | | e = J
S ® ® Nerecordsfound + [w] [x]

Outc.. ; Outcome name & Activity ID Activity type Activity name Activity desc.. - Country Nuts [l Exact location Estimated costs (EUR) Tangible outcome

< >

v Validate % Cancel

Figure 18: Outcomes / Recording activities

The list of activities is empty by default. By clicking on the Add ( % ) button the user can enter data of
the respecting activity in the opening Outcomes/Activity form.

Outcomes / Activity ®
Estimated costs (FUR) _ ActlvityID Outcome Activity type *
| 0,00 || 1 || 3- test outcome Normal| X v
Actlvity name *
w200
Actlvity description *
/5000

Exact locatlon *

~ Validate % Cancel

Figure 19: Outcomes / Activities - New
On the form, fields marked with (*) are mandatory. The data is saved by pressing the Save button.
The following cells shall be filled in:

Activity name (max. 200 characters): Please give the name of the planned activity. The name should be
short and clearly refer to the content of the activity.

Activity description (max. 2000 characters): Please give a detailed description of the essence of the
planned activity (answering clearly the following questions: who, when, what). In addition, please also

describe why each activity is necessary to achieve the corresponding project outcome.

Exact location (max 150 character): Identify the exact geographical location of the planned activity as
precisely as possible (settlement, address, topographical number etc.).

4.5.3 Indicators sub-sheet
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Activities - View

budget

Outcome type Outcome name

Outcome n.

Outcome

S ® @ Foundrecords W] [x] ‘
Indicator category Indicator type  Indicator ID4  Indicator name Measurement unit Base value Targetvalue ‘
Project Indicator Output 1221 Number of newly created/developed joint touristic products (tangible and intangible) number 0,000000 1,000000
[
|
X Close

Figure 20: Outcomes / Indicators

Indicators tab is not editable here; it will only display information on indicators of the applicable outcome
once it was recorded on the Indicator sheet of the application form.

4.6 Applicant sheet

All details about the applicant shall be added on the Applicant sheet by pressing the ( % ) button above
the list, which is empty by default.

Application - Under creation

¢ o ererty scale - S
P1- A greener region | | 11R - Climate change adaptation, risk prevention - Regular scale project

| HsRB/23R Il J
Acronym* projectuger Lead applican

Test project % Test project bl

Duration (In months) * start of project * End of project * Total cost aggregated Euc (EUR)

12 || 01/05/2023 = | | 3000412024 Ell | 000

Project description Ou(:omesmkepnnin!perinds Budget _Indicators__ Activity plan.__Infrastructure__ Communication and Visibility__ Partner without budget _Documents _ Messages

W X[

Settlement Total cost (EUR)

S ® © Norecordsfound |+

No“ Role Official name (in original language) Country Nuts Il

Figure 21: Applicant — Add

4.6.1 Entering applicants’ data

After pressing the ( % ) button, the following form will appear:
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Applicant - New ®
Role N - Applicant . - ___ Application acronym - Total cost (EUR) - _ EU contribution (EUR) -
Applicant Test project 000 000
Officlal name (In orlginal language) * Officlal name (In English) Abbreviated name *
Applicant | applicant 2 applicant =
Country * National tax number * Registry number * Community tax number
= mz
Hungary x v | [ 1 1m
Ellgibitty type * VAT reciaimer * Institution type * Legal status *
Nuts i x || Notreclaimer % v || Foundation X v || Public organization x v
Date of foundation * Founder organization Website Budget
01/0711996 || Applicant = | Budget type A x v
CLENITT Branch office address  Mailing address
Country Nuts i+ Settlement * Postal code *
; ] s un
[ Hungary | | Csongrad-Csanad megye x v | Szeged 1

Street, nr., PO box *
Fsul !
The branch office address Is same as the officlal address

The malling address Is same as the officlal address.

< Validate X Cancel

Figure 22: Applicant — New

In this sheet the user enters the data about the applicant by filling in the fields. Fields marked with an
asterisk (*) are mandatory. By clicking on the 2 checkboxes in the bottom section of the Address section,
the data in the Official address tab can be copied to the Branch office address and Mailing address
sections. In case these data are not the same, users can enter a different address on the tabs separately.
Filling in the data on each sub-tab is compulsory. Data of the applicant can be saved only after all
mandatory fields are filled in.

In Budget type field, you can select from Budget type A and Budget type B from a drop-down menu (for
details please consult the Eligibility of Expenditures, the Annex Il of the CfP package):

Budget type *
Budget type A - FR on 5taff cost| X W

Please consult Annex lll of the CfP package

Figure 23: Applicant — Budget type

Please note: you can change the type of the budget any time during the application recording process.
However, the recorded budget items will be lost, and you need to restart the recording of your budget.

Once all data of the applicant has been recorded, clicking on Save will save the data and make it available
for viewing in the Applicant list view. The maximum number of applicants is five in addition to the Lead
applicant. Moreover, the partnership must contain at least one partner from each side of the border.
However, it is advised to keep the number of partners reasonably low in order to assure efficient
coordination of the project implementation.

Application - Under creation ®)
o0 Priority scale
[ HUsRB/23R i |[P1-Agreenerregion ~ ] [11R- Climate change adaptation, isk prevention - Regular scale project
Acronym + N  Projecttitie * o S  Lead applicant
Test project | Test project )
Duration (In months) * Start of project * End of project * Total cost aggregated EU utlon (EUR)
12| 01/05/2023 || 3010472024 = ooo] [ B 000

Project description Dul:omesmkepunin!perinds Budget Indicators _Activity plan _Infrastructure Communication and Visibility Partner without budget Documents Messages

S ® © Found2records + B @ W1 x5
No Role Offical name (i original language) Couniry Nuts il Sectiement Total cost (EUR)|

1 Lead applicant Applicant Hungary Csongrad-Csansd megye Szeged 000

2 Applicant Applicant 2 Serbia Severnobatki upravni okrug Subotica 000
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Figure 24: Applicant — List view

Important note: once an applicant is saved on the Applicant list further information will be requested
from the user. However, these sub-sheets under the applicant will be available for entering data and edit
only after the applicant's main data has been entered and saved. Once the applicant is listed in the

Applicant list view, the user can modify it and enter further data by clicking on the Modify ( C ) button
after selecting it from the list.

Project description Du(:omsm Reporting periods Budget Indicators Activity plan _Infrastructure Communication and Visibility Partner without budget Documents Messages

C ® @ Found2records + 2 @ W] (x] (=]
No4 Role Official name (in original language) Country Nuts Il Settiement Total cost (EUR)

1 Lead applicant Applicant Hungary Csongrad-Csanad megye Szeged 0,00
2 Applicant Applicant 2 Serbia Severnobatki upravni okrug Subotica 0,00]

Figure 25: Applicant — Modify

When opening any of the applicants from the list for editing the following sub-sheets will be available:
Contacts, Budget, Financial capacity, Management experience and Questions.

4.6.2 Contacts sub-sheet

Users shall add contact information in the Applicant / Contact tab by pressing the add ( - ) button.

Applicant - Modify ®

Role . S Applicant - Application acronym . Total cost (EUR) o R EUcontribution (GUR)

Applicant Applicant 2 Test project | 000 |

C ® @ Norecordsfound + W X E

Order 2 _Contact type+ ! Tite Name Position Mobile number Email

Figure 26: Applicant / Contacts — Add

Once users have started the process, the following form appears:

New ®
Seq. No Contact type * Title *
Contact person X W Mr. X W

MName *

Példa |Gzsef
Positlon

CFo
Phene number Meblle number * gm_alll'

0e17FIITIT De707TITTIT | DE!dajDISEf@_:!ES{ZEEH-E.ﬁL‘
~ Validate ¥ Cancel

Figure 27: Applicant / Contacts — New

The serial number (Seq. No) is filled in automatically by the system. All other fields marked with an
asterisk (*) are mandatory. From the drop-down menu multiple options can be chosen for Contact type,
i.e. for the same person both contact person and legal representative statuses can be chosen. However,
it is a must to add one contact person and at least one legal representative, otherwise the validation
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check before submission runs to an error. Pressing the Save button allows the user to record the data
entered.

4.6.3 Applicant budget sub-sheet

This is the sheet where the budget for the applicant is recorded. The arrows allow users to change the

b2
view. Pressing the button closes all the rows and only shows the budget headings, Pressing the
e
- button opens budget headings and showing budget lines and budget items. Budget lines can be
opened or closed one by one using the arrows at the beginning of the budget lines.

Depending on the choice of the applicant (selected from the drop-down on the main data of the
applicant) the budget will be displayed and calculated according to budget type A or budget type B (for
details please consult Eligibility of Expenditures, the Annex Il of the CfP package).

In case of real cost calculation, the budget items can be added to a specific budget line by pressing the

Add ( % ) button.

Applicant - Modity

|y
c v» aa@fiie @2

Figure 28: Applicant / Budget — Add item

After pressing the add button, the following screen appears:
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Applicant budget - New ®
Normal |
Budget [tem name *
4500
Itemn
Unit * # of unlts * Unit rate (In EUR) * Costs(lnEUR) |
piece 2 1,00 50 000,63 | 50 000,63 |
Description *
11/4000
description
Application actlvity *
0.1 - Communication X v
~ Validate X Cancel

Figure 29: Applicant / Applicant Budget — New

Budget line, Budget Item ID and Item category are filled in by the system. Fields marked with an asterisk
(*) are mandatory. The value of the Costs (In EUR) field is automatically calculated by the system by
multiplying the values of the # of units and Unit rate (in EUR) fields. Pressing the Save button will save
the recorded data.

S vy ®0 + rd W [x]
No.4 Budgetines Category Application activity Unit #of units Unit rate (in EUR) Costs (in EUR) Description A
v Staff costs Flat Rate 1000012
11 Salary of staff- direct project management (Budge... Real Cost 0,00
12 Salary of staff - professional team members (Bud... Real Cost 000
13 Staff- Flat rate (Budger type A) Flat Rate 10.000,12 Flat rate (%): 20,00
Office and administrative expenditure Flat Rate 150001 Flat rate (%): 15,00
3 Travel and accommodation Flat Rate 150001 Flat rate (%): 15,00
v4 Excernal expertise and services costs Real Cost 50 000,63
411 kem 0.1- Communication plece 1,00 50000,63 50 000,63 descripion
12 Studies, statistics, databases and researches Real Cost 000
43 Conferences, seminars, project meetings Real Cost 000
a4 Services related to procurement procedures Real Cost 000
45 Costs of supervisor of engineering Real Cost 000
v 16 Costs related to publicity, promotion and commun... Real Cost 000
461 Obligatory communication tools 000 0,00 000
462 Works package 000 0,00 000
463 Additional (optional) communication tools 0,00 0,00 000
47 Other Real Cost 000
v

Figure 30: Applicant / Budget — Budget item

Here users see the item recorded above (4.1.1). The items are cumulated at the budget line level and the
budget lines at the budget heading level. They are summed up at the bottom of the budget table and the
row of the total amount is highlighted by blue.

Important notes:

e For calculation rules applied to the applicant’s budget please consult the Eligibility of
Expenditures, the Annex Il of the CfP package!

¢ In case of choosing Budget type A, do not forget to add the communication package under
budget item 4.6.1. The same applies for work package (if relevant) which shall be entered
under budget item 4.6.2.
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e If Additional (optional) communication tools are planned, those can be added under budget
item 4.6.3 and under subsequent budget items. These items can be added as any other budget

items by clicking on budget line 4.6 and pressing the Add ( i ) button and filling in the pop-up
window.

4.6.3.1 Applicant budget / Source of Funding

Financial sources of the application are automatically allocated and displayed by the system in line with
rules explained in the CfP (please see chapter 8 of the GfA). It is not possible to edit them; it is available
only for information purposes.

1 EU 53550,65 85,00 84,99999285
2 National ion 6300,07 10,00 9,99998888
3. Own contribution 3150,05 5.00

5,00001827

63 000,77 100,00 100,00000000|

Figure 31: Applicant / Budget / Source of founding
4.6.3.2 Applicant budget / Payment forecast

In the Payment forecast tab, the budgeted amounts shall be broken down by reporting periods.

Applicant - Modify ®

Total cost (EUR) U (EUR)

6300077 || 5355065 |

ns Applicant Contacts [LEFES Finany

Budgee_soursoffuning [T RS

Applicant / Total cost

Rep. period 3 Total (EUR) Difference (EUR)

o] [ om) O 000 [ e00077]

Total (EUR)

LA~ HU - Applicarica I o 000 | [ 000] { 000 | { 5355065 |
Tokely [ 000 om0 [ 000] = 000 e

v | el

Figure 32: Applicant / Budget / Payment forecast

The system dynamically totals the amounts continuously recorded by the user in the Total (EUR) column
and indicates the difference to the Total cost (EUR) in the Difference (EUR) column. By pressing the Save
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button in the bottom left corner, the recorded data is saved. The EU contribution table for the payment
forecast is filled in automatically by the system in parallel with recording the data in the upper table.

4.6.4 Financial capacity

This tab is to record the human resource and financial data of the applicant. There is no validation check
on the fields, i.e. the application can also be submitted even if this sheet is left empty (since in special

cases these data are not available). However, during the quality assessment these are important aspects,
therefore it is highly recommended to fill in this sheet if data are available.

Applicant - Modify ®
Role + Appllcant I Application acronym Total cost (EUR) (€UR)
Lead applicant x v | | Applicant Test project |

L 6300077 | | 5355065 |
Qussions_Applcars_ Conacs_ e, [[RRRPRORNY 110 cngcvars i

Number of staff

Data In currency.

Last closed budgetary year

Budgetary year Annual revenue Balance sheet total Result
Fluctuation ployee resigned / ploy
Second to last closed budgetary year
Budgetary year Annual revenue Balance sheet total Result
Fluctuation resigned / ployees)

Awarded de minimis grant In the current and the previous two financial years (EUR)

Planned net revenue (EUR) Funding from other sources (EUR)

< Validate X Cancel

Figure 33: Applicant / Financial capacity

4.6.5 Management experience

Management experience of the applicant can be entered by pressing the Add ( i ) button

Ltis
compulsory to add at least one item per each applicant.
Applicant - Modify ®
Lead applicant x v | [Appicant - Test project i 6300077 | [ 5355065 |
Questions Applicant Contacts Budget Financi
C ® © Norecordsfound + W XX

Total budget of project (EUR) Total budget of the project part - Brief summary of the project

Figure 34: Applicant / Management experience

After pressing the add button, the following screen appears:
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Applicant management experience ®
Identificatlon number of the project *
s Bl
: Title of project *
| Q250
Role In the project *
.
i LInk to project website / summary * i
E 01000 |
Total budget of project (EUR) *
Total budget of the project part *
Brief summary of the project *
01000
v Validate X Cancel
Figure 35: Applicant / Management experience — New
4.6.6 Questions - Partnership
On Applicant / Questions tab applicants can give details on their partnership.
Applicant - Modify ®

@Ayplinn( Contacts Budget Financial capacity Management experience

Please explain how the core activities of the partner is connected to the present project idea (e.g. previous activities in the field, cooperation with different domestic/foreign organisations in the field, internal staff with professional experties in the field, etc) (maximum 2 000 characters)

Detalied description of operational capacity of each partner: How does each partner plans to implement the - direct project and financial and activities? Internal or external project management (or both) and why? (maximum 2 000 characters)

Figure 36: Applicant / Questions
The following two questions shall be answered on this sheet:

Professional experience: Please explain how the core activities of the partner is connected to the present
project idea (e.g. previous activities in the field, cooperation with different domestic/foreign
organisations in the field, internal staff with professional expertise in the field, etc.) (max. 2000
characters).

Operational capacity: How does the partner plans to implement the management - direct project
management and financial management and communication activities? Internal or external project
management (or both) and why? (max. 2000 characters).

4.7 Budget sheet

The Budget sheet displays the budget as a summary. This screen is only for view purposes; it cannot be
edited.
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Source of Funding _EU contribution

S ¥ » ®®

No.+ Budget lines

v Staff costs
11 Salary of staff - direct project management (Budget type B)
12 Salary of staff - professional team members (Budget type B)
13 Staff - lat rate (Budget type A)

z Office and administrative expenditure
3 Travel and accomodation

v 4 External expertise and services costs
41 Technical plans
42 Studes, statistics, databases and researches
43 Conferences, seminars, project meetings
44 Services related to procurement procedures
45 Costs of supervisor of engineering
46 Costs related to publicity, promotion and communication
47 Other

v 5 Equipment expenditure
51 Purchase of equipment
52 Rent of equipment

v 6 Infrastructure and works

Planned amount (EUR)
30000,12
20000,00

0,00
10000,12
1500,01
1500,01
50 000,63
50 000,63
0,00

0,00

0,00

0,00

000

0,00

0,00

0,00

0,00

0,00

91000,77

LA-HU - Applicant
10000,12
000

000
10000,12
150001
150001
5000063
5000063
000

000

000

000

000

000

000

000

000

000

0.1.0

20000,00

0,00
000
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
000
0,00
0,00
0,00
0,00
0,00

000,00 {9

Figure 37: Budget / Budget

26/ 44




User Manual — Application Module — Front Office
INTERREG:= 0.1.0

4.7.1 Budget / Source of funding

The Budget / Sources of funding tab displays the financial sources automatically allocated by the system

in line with rules explained in the CfP (please see chapter 8 of the GfA). It is not possible to edit them; it
is available only for information purposes.

P T —— Indicators _ Activity plan__ Infrastructure _ Communication and Visibili

y Partnerwithout budget Documents Messages

Budger [EERILAETNY EU contribution advance  Payment Forecast Project team

S ¥ >» ®®

W X

Source of Funding ID _ Source of funding name Amount & Amountr.

LA - HU - Applicant Amount LA - HU - Applicant Amount rate A1-RS - Applicant 2 Amount A1 -RS - Applicant 2 Amount rate.
Tz EU contribution 77350,65 85,00 53550,65 85,00 23800,00 85,00
Z National contribution 6300,07 692 6300,07 10,00 000 0,00

>3 Own contribution 7350,05 8,08 3150,05 5.00 4200,00 15,00

91000.77 100,00

28000,00

Figure 38: Budget / Source of Founding

4.7.2 Budget / EU contribution advance

The Budget / EU contribution advance tab displays the expected EU contribution advance per applicant.
Users can only view the information; no changes can be made on this screen.

Py S ——rv— Repnnin!perindslndic-mrs T — vy—

Budget Source of Funding Payment Forecast Project team

S ® @ Found2records

W ]
Applicant Installment (EUR) Installment (%)
LA-HU - Applicant 803260 15,00
A1-Rs - Applicant 2 357000 15,00

11602,60

Figure 39: Budget / EU contribution advance

4.7.3 Budget / Payment forecast

The Budget / Payment forecast tab displays the payment forecasts that have been recorded for the

applicants under the Applicant / Budget — Payment forecast sub-sheet. Therefore, users can only view
the forecasts here; no changes can be made on this sub-sheet.
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Indicators Activity plan _Infrastructure Communication and Visibility Partner without budget Documents Messages

Applicant / Total cost

Rep. period 1 Rep. period 3 Total (EUR) Difference (EUR)

LA - HU - Applicant
A1-RS - Applicant2

Total costs'

Applicant / EU Contributio

Rep. period 1 Rep. period 2 Rep. period 3 Total (EUR) Difference (EUR)

LA - HU - Applicaht

A1-Rs - Applicant 2

Total costs'

Figure 40: Budget / Payment Forecast

4.7.4 Budget / Project team

In case the budget type B is chosen for any of the applicants on the Budget / Project team sub-sheet the
user has to add the names and estimated share of working time for each team member.

Project description Outcomes Applicant Repnnin;periudsIndinmrs Activity plan _Infrastructure Communication and Visibility Partner without budget Documents Messages

Budget Source of Funding EU contribution advance Payment Forecast
S ® © Found1 records @z W [x]

No. Beneficiary. Budget line Budget item name Name of team member Budget item comment ESt share of working time (%) #of units Unit rate (in EUR) Costs (in EUR)

1 Applicant 2 1.1 -Salary of staff - direct _.. item staff description staff 1,00 20000,00 20 000,00

Figure 41: Budget / Project team — List view

Team members are listed automatically by the system on the screen based on the data the user entered

in the respective applicant’s budget. Data shall be entered by pressing the Modify ( @ )button. Fields
marked with an asterisk (*) are mandatory.

Application - Budget item - Modify ®

Budget Item

Budget Item name

| item staff
# of units

Budget Item comment

description staff

« Validate X Cancel

Figure 42: Budget / Project team — New

By pressing the Save button; the recorded data will be saved. The items of the list can be viewed ( = ) or

modified ( & ).

4.8 Indicators sheet

On the Indicators sheet the user can record the indicators by clicking on the Add ( = ) button.
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Application - Under creation ®
cfe 1D Priority - Scale
| HUSRB/23R || P1- Agreener region || 11R - Climate change adaptation, risk prevention - Regular scale project
(Acronym * Project title * N ~ Leadappiicant
Test project " Test project ) j' -
Duration (In months) * Start of project * End of project * Total cost aggregated EU cor (EUR)

12 || 01/05/2023 & || 30/0412024 Ell 000 | | 000 |

Project description Outcomes Applicant Reporting periods Budget mi\uhirypl-n Infrastructure  Communication and Visibility Partner without budget Documents Messages

S ® @ Norecordsfound + W X5

Indicator category. Indicator type _Indicator ID4 _ Indicator name Measurement unit Base value Target value

Figure 43: Indicators

After clicking on the Add ( = ) button, the following form will be displayed and shall be filled in by the
user.

Please note that in order to fill in this chapter correctly all applicants of the partnership must
thoroughly read chapters 5 and 6 of the GfA and Annex IV (Indicator guide) of the CfP!

Application / Indicator - New )
Qutcome *
1-Outcome 1 X o
Indicator category * Indicator type *
Interreg-Programme ®X ~ || Qurput X v
Indlcator *
11R - Climate change adaptation, risk prevention - Regular scale project - RCO115 X v

Indicator name

Public events across borders jointly organised

Measurement unit

Base value * Target value *
0,000000 2,000000

Source(s) of verification
. 12/500
verification

Brief description *
11/300
description

+ Validate X Cancel

Figure 44: Indicators - New

Fields marked with an asterisk (*) are compulsory. Where a drop-down list appears in the field, the user
has to choose from the drop-down items.

The recorded items will be visible in a list view, where the user can View ( ~ ), Modify ( 2 ) or even

Delete ( @ ) them.
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Application - Under creation ®
cfp 1D - Priority . scale o
HUSRB/23R P1-Agreener region 11R - Climate change adaptation, risk prevention - Regular scale project
|Acronym * } Project titie * } Lead applicant
Test project * Test project ==
Duration (In months) * Start of project * End of project * Total cost aggregated EU contribution (EUR)
A foE s | B N e R

Project description Outeomes Applicant _Reporting periods Budgumnniviryplln Infrastructure Communication and Visibility Partner without budget Documents Messages

S ® © Foundirecords + B 2 @ W] B[]

Indicator category Indicator type _Indicator ID 4 _ Indicator name. Measurement unit Base value Target value

Incerreg-Programme _ Output RCO115 Public events across borders jointly organised events 0,000000 2,000000)

Figure 45: Indicators — List view

Important rules:

- The user has to define/select to each outcome minimum 1 and maximum 2 indicators regardless of
the type of the indicator.

- There is a pair of programme level indicator, which is a must for each partnership to select for the
pre-defined outcome: Organisations cooperating across the borders (RCO87) and Organisations
cooperation across borders after project completion (RCR84). These indicators should be linked with
Outcome no. 0 (Managed project with completed communication activities).

- In case the output programme level indictor has a result pair, which is compulsory to select by the
partnership, the system automatically adds this ‘result pair indicator’ to the list of indicators.
However, it is the user who has to define base and target values and description to these types of
indicators as well! In addition, please select the same outcome from the drop-down menu for both
the output indicator and its result pair. Please pay attention that in case one of the paired indicators
is deleted, the pair of it is not deleted automatically!

- After having filled in all necessary fields of Outcomes and Indicators sheets, please generate the
Logframe document by pressing the Create draft button to double-check the project logic. For
details, please consult chapter 5 of the GfA.

4.9 Activity plan sheet

Application - Under creation ®)
0 . Priority scale
| HUSRB/23R || P1-Agreener region | | 11R - Climate change adaptation, risk prevention - Regular scale project
Acronym * Project title * . . Lead appiicant
Test project | Test project = i
Duration (In months) * Start of project * End of project * Total cost aggregated EU contribution (EUR)
12| 01/05/2023 7 || 300412024 = - 0w 000 |

Project description Outcomes Applicant Reporting periods  Budget Indicnnrsm Infrastructure Communication and Visibility Partner without budget Documents Messages

Al No. Outcome name Activity name Appicant RP1_RP2_RP3
0 Managed project wit... EEE
01 Communication [
01 LA- HU - Applicant O
01 A1-RS - Applicant 2.
Project manangement

02 LA- HU - Applicant
02 A1-RS - Applicant 2

o
m

I

EOEO0OES
i

HOEX

HxEOO

©Oo

Figure 46: Activity plan

In the Activity plan sheet the user can record when (in which reporting period) the partnership plans to
implement the activities they recorded under the Outcomes sheet. The user has to select the appropriate
reporting period in the row of the specific activity and click on the checkbox. If the user wants to check
all the boxes in a row, this can be done quickly and conveniently by ticking the All checkbox at the
beginning of the row. If the user wants to untick a checkbox, he/she has to click on it again to remove the
tick.

The system checks whether each activity is selected by at least one partner and whether there is at least
one activity selected to each reporting period.
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4.10 Infrastructure sheet

If an Applicant plans expenditures on budget head 6 Infrastructure and works she/he needs to add at

least one infrastructure element on the Infrastructure sheet by pressing the Add ( - ) button:

Application - Under creation ®
7 Priority Scale
HUSRB/23R - ~ [P1-Agreenerregon | [11R- Climate change adaptation, isk prevention - Regular scale project
e T e —— L ————
Test project ¥ Test project % (LA~ HU - Applicant
Duration (in months) * Start of project * End of project * Total cost aggregated EU contribution (EUR)
12 || 0110572023 5 || 3010472024 =0 - 21700077 | 18445065 |

P W — Ac:ivirypl-nwCommunicnion.ndvisibiliry Partner without budget Documents Messages

C ® ® Norecordsfound + W] x] [5]
permicstatus ——

Infra D+ Applicant Related infra element Owner. Permit

Figure 47: Infrastructure — New

The fields marked with (*) must be filled in as usual. If the field type is a drop-down menu, the user can
choose item from the list.

Application / Infrastructure - New ®
Infra ID Applicant * Related Infra element * Owner *
G 1 EZ55 5255
| | | LA-HU - Applicant X ~ || bridge state [
Permit * Permlt status *
Building permit %~ || Exclusively owned X
Descriptlon *
171000
Description| [

+ Validate ¥ Cancel II

Figure 48: Infrastructure

When all mandatory fields are filled, by pressing the Save button, the Location subtab also activates
below the newly entered information on the infrastructure element.

On the Location tab, at least one Location record must be initiated by the Add (+) button. Without adding

information on the location, the new infrastructure element cannot be saved. In the opening form, ‘Lot
number’, ‘Proof of property ownership’, and ‘Description’ information must be provided.
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Application / Infrastructure - Modify ®
Infra ID Applicant * Related infra element * Owner |
f ] 307555 T8/255
| 2| LA-RS-fdg » ~ | garden of the community centre local government I
Permit * Permit status *
Building permit (water mana X ~ | Already initiated X v I
Description *
234000
this is the description I
Location ] |
O @® @ Norecordsfound + 5 0 @ [E IZI

Location ID . Lot number owner Proof of property own... . Description

Application / Infrastructure / Location - New &
InfemilDy . Abpeant . Relatediniraielement: ____________________
[z | LA-RS-fdg | | garden of the community centre
Location ID Lot number * Owner *
] 8ra0 18/55

| | hrsz 721 local government
Proof of property ownership *

Land or building registration certificate X v
Description *
2311000

this is the description

+ Validate X Cancel

Figure 49: New Location of an infrastructure element

When all mandatory fields are filled, by pressing the Save button the data is saved and will be visible in

the list view. The items in the list can be viewed ( — ), modified ( [ ) and deleted ( @ ) by the user.

Application - Under creation ®
cPiD - I - Priority - R - _ scale . - -
HUSRB/23R | | P1-Agreener region 11R - Climate change adaptation, risk prevention - Regular scale project
Acronym * Project title * Lead applicant

Test project 2 Test project LA~ HU - Applicant

ontribution (EUR)

Duration (In months) * start of project * End of project * Total cost aggregated

12| o1/0572023 7 || 300412024 Ell 21700077 || 18445065 |

T —— Aaivirypl-nmCommnnimion.ndvisibili:y T ——

S ® © Foundlrecords + 2 @

InfraID + Applicant Related infra element Permit Permit status Description

1 Applicant bridge Building permit Exclusively owned Description

Figure 50: Infrastructure — List view
4.11 Communication and visibility sheet

For the obligatory communication and visibility activities the simplified costs option will be used by the
progamme in the 2021-2027 programming period. It means that each applicant shall choose one package
with pre-defined content and pre-defined cost (basic, medium, advanced and works package /if
applicable/). Besides the obligatory packages, additional (optional) communication tools can be defined,
if the content of the project requires this. (For details, please consult the Annex V (Visual identity manual)
of the CfP.

Both types of communication and visibility activities can be added by pressing the Add ( % ) button on
the Communication and visibility tab. Afterwards, the following form will be displayed:
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Communication and Visibility - New ®
Communication package *
Communication tool Language
Communication tool

oo |

Description
asm,

Justification
v |

Target groups
00

Applicant (Partner) *

s 5o [ERTIR.

Figure 51: Communication and visibility — New

Fields marked by (*) are mandatory. The user shall either enter a text or choose an item from the available
list. Applicant can choose from obligatory pre-defined tools and also can add new additional items.

If applicant chooses a pre-defined obligatory communication package the Communication tool and the
description are filled in automatically and the justification and target groups field are inactive. The user
needs to choose from the drop-down menu the responsible applicant. In addition, it is important that
the system checks whether the chosen obligatory communication package and the planned expenditures
under the relevant applicant’s budget match. Therefore, the user shall crosscheck that the chosen
communication package and the additional (optional) communication tools are in line with the data
entered in their partner budget, if they chose the Budget type A.

Communication and Visibility - New ®

Communication package *
Medium

Communication tool Language
Medium mandatory package X v

Communication tool

[Medum mandatory package

Description )

“At least 1 press release
At least 2 roll-up banners (1xHU, 1xRS)

Regular updating of the social nework profile(s)

At least additional 3 appearances in online news media
At least 2 TV or radio reports

At laast 1 sponsored printed article or 1 sponsored b

Justification

T,ﬂ,"!',t grgup;
Applicant Parenen
LA- HU - Applicant

Figure 52: Communication and visibility — Predefined tool

If applicant chooses optional communication tools, she/he needs to fill in the relevant fields.
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Communication and Visibility - New ®
Communication package *
Addrional (optional) communication tools X v

Communicationteel . language
| | ENG-HU X v

Communication tool
wan,

Description
oz

Justification
=

Target groups
0210

Applicant (Partner) *

 Validate X Cancel

Figure 53: Communication and visibility — Optional tool

The entered data are saved by pressing the Save button. The data can be found in the list. The items in

the list can be viewed ( — ), modified ( [ ) and deleted ( @ ) by the user.

Project description Outcomes Applicant Reporting periods Budget _Indicators _Activity plan _ Infrastructure [[Z3u NP TUPEA VRSN partner without budget  Documents  Messages

C ® @ Found2records + 2 @ Wl [x] [=]

Type 4 Communication tool Language Description Justification Target groups Applicant (Parter)

[Addtional (optional) communication tools _ leaflet ENG-HU Description Justification Target groups LA-HU - Applicant

Medium Medium mandatory package "Atleast 1 press release At least 2 roll-up. LA- HU - Applicant

Figure 54: Communication and visibility — List view

4.12 Partner without budget sheet

Applicant can add partner without financial support to the application on Partner without budget sheet

by clicking on the Add ( E ) button. For partners recorded on this tab the user can select activities they
contribute to. However, this type of partners cannot contribute to e.g. indicators, communication and
visibility activities, etc.

Application - Under creation ®
2 Priority Scale
[Husrerzs | [ P1-Agreener region | [ 11R- Climate change adaptation, risk prevention - Regular scale project
Acronym * Project title * Lead applicant
Test project 2 Test project " [[lA~HU - Applicant
Duration (in months) * start of project End of project * Total cost aggregated £
12| o1/0572023 % || 3010422024 = 21700077 | 18445065 |

Project description Outcomes Applicant Reporting periods Budget Indicators Activity plan _Infrastructure Communi(-(ion.ndVisibiIi(yDocumems Messages

C ® ® Norecordsfound + W] ] (5]

Official name (in original language) Country NUTS il Settlement

Figure 55: Partner without budget

The user can first record the data of partner without financial support.
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Application / Partner without financial support - New ®
Officlal name (In original language) * Officlal name (In English) Abbreviated name
20 8/200 a0
Partner without financial support Partner Partner
Natlonal tax number Reglstry number Community tax number
32 550 532
1mn 1 111
Official address ‘
Country * NUTS Il * Settlement * Postal code *
Hungary X v Csongrad-Csanad megye ¥~ Szeged = 11 o
Street, nr., PO box * ‘
7255
Féu.1.
£ Continue record data + Validate X Cancel

Figure 56: Partner without budget — Partner data

After recording a partner’s data, the user can choose from the list of activities previously recorded on the
Outcomes sheet and give a description on the contribution of the partner to the selected activity by
clicking on Continue record data button.

Application / Partner without financial support / Activities - New ® ®
Official name (In original lay AS*M®&® Actlvity name B
' Communication X v w20

Partner without financial { | |

Natlonal tax number Activity description

1111 description 252
Official address
+ Validate X Cancel
Country * . - —
I . . I 6255 | e anz
Hungary X ~ || Csongrad-Csanad megye X v || Szeged [T 1111

Street, nr., PO box *

F& u.1.

7255

O ® @ Norecordsfound + H [F EE

Activity name Activity description

Save « Validate X Cancel

Figure 57: Partner without budget — recording activities

By clicking on Save button data regarding the activities are saved and listed under the Partner without
budget — Activities sub-sheet.
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O ® @ Found2records + [# @ @E

Activity name Activity description

1 Communication description

i Project manangement Activity description

Figure 58: Partner without budget — Activities — list view

When all activities are added to the partner without budget by clicking on the Save button the newly
recorded partner will be listed on the list screen of Partner without budget. The items in the list can be

viewed ( ~ ), modified ( [ ) and deleted ( @ ) by the user.

4.13 Documents sheet
Users shall upload all the necessary supporting documents to the application on the Documents sheet.

Folders can be selected and opened by double-clicking on the name of the folder or by clicking on the

4 . . . .
Down arrow ( ) button after selecting a folder from the list. In case the Required column is ticked for
one folder, the system runs a validation check before submission whether there is at least one document
uploaded to that specific folder.

Project description Outcomes Applicant Reporting periods Budget Indicators Activity plan Infrastructure Communication and Visibility Partner without budget m Messages

(> Filters |

C ® ©® @ © Foundsrecords a Wl X1 =

File / Folder name Creation date Subject Not relevant _Required Number of documents
B © v

["] De minimis declaration by the applicants ... 11/04/2023 13:34:12 [ ] = 0
[] specimen of signature of the legally auth... 11/04/2023 13:34:13 v o
D Curriculum Vitae (CV) of staff and project ... 11/04/2023 13:34:14 () (2] o
["] Construction plans (engineering plans, de... 11/04/2023 13:34:14 o
D Photo documentation 11/04/2023 13:34:15 o
D Detailed cost estimation of works 11/04/2023 13:34:15 o
[] Declaration by the applicants (Annex I) 11/04/2023 13:34:16 (] = 0
D Content summary, Terms of Reference (T... 11/04/2023 13:34:17 o

Figure 59: Documents

When opening a folder the following screen appears:

Project description Outcomes  Applicant Reporting periods Budget Indicators _Activity plan _ Infrastructure Communication and Visibility P.nnerw'nhnmbudne(Mess.!es

(> Filters (1 active) )

C ® ® @ © Norecordsfound 1T 5 Wl [x][=]
File / Folder name Title Creation date Subject Not relevant = _Required Number of documents

B o ~

Figure 60: Documents - Go up / Upload document

The Up arrow ( ) on the left shall be used to move up in the folder structure (e.g. to return to the list

= A
of folders), and the Upload button ( ) shall be used to start the upload. Document upload can be
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initiated only after entering a folder. The upload panel will appear, where you can choose files which
you want to upload, or you can use "drag and drop" technique to upload files.

Upload file(s) ®

Upload files 4 Dragand drop to upload fila(s

Figure 61: Documents — Upload file(s)

When the upload is complete, the file will appear in the list view of the folder.

Applicant _Reporting periods Budget Indicators _Activity plan _Infrastructure Communication and Visibility Partner without budget w Messages

(> Fitters (1 active) )

C ® © @ © Found1records T 5 W X [=

- ) o
[ completion_comments.docx 11/04/2023 15:55:07

Figure 62: Documents — List view

It is not possible to upload 2 files with the same name to the same folder. The maximum size of a
document that can be uploaded is 50 MB per document.

4.14 Messages sheet

Messages sent by the system to the user’s e-mail account are also stored and listed on the Messages
sheet. This list is empty by default.

Outcomes Applicant Reporting periods Budget Indicators _Activity plan _Infrastructure  Communication and Visibility Partner without budget Dn:umenls@

S ® ® Norecordsfound W X [5]
sender

Figure 63: Documents — List view

5. HOW TO SUBMIT THE APPLICATION?

5.1 Steps of the submission process

If the front office user believes to have entered all the necessary data and uploaded all the required
documents, he/she can check with the system whether the application fits all rules built in the system by
pressing the Validate button in the bottom left corner. Users can then submit their application by clicking
on the Finalise before submission button in the bottom right corner. The system will then automatically
generate the necessary documents, i.e. the final application form, the budget and the logframe.

Please note that in case of any mistakes (missing data) error messages might pop up after pressing the

Validate / Finalise before submission button. After completing the respective sheets with the missing
data, error messages will disappear, and the application form can be submitted.
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Application - Under creation ®
cre 0 priority Objective - Scale
HUSRB/255

P1-Agreener region 125 - Blodiverslty and reduced pollution - Small scale project
Project title * Lead applicant

LA - RS - dfgdf

" tesatt

months) *

Start of project * End of project

18 01/01/2026 = (300672027

Total cost EU contribution (EUR)

90200,00 76 670,00

Project description _Outcomes _Applicant _Indicators _ Accivity plan _Communication and Visibillcy _Infrastructure _Budget _Reporting periods _ Parcner without budget  Documencs [T

W (X (=

S ® © Norecordsfound

 Validate I X Cancel

Generate AP Generate Budget  Generate Logframe v Continue later | > Finalise before submission

Figure 64: Finalise before submission

After pressing the Finalise before submission button, the system generates the necessary documents. If
the user wishes to pause the process, he/she can do so by pressing the Continue later button. The process
can be resumed by selecting the appropriate item from the Application list view and pressing Continue.
If the user decides that a change is required, this can be done by pressing the Modify application button
in the bottom right corner. The process will then return to the previous step. Here users will be able to
modify the details of the application and, once the necessary changes have been made, users can restart

the submission of the application by pressing the Finalise before submission button. The system will
regenerate the documents with the updated data.

Application - Waiting for submission

®
1D Priority Objective - Scale
HUSRB/255 P1-Agreener region 125 - Biodiversity and reduced pollution - Small scale project
cronym Project title. Lead applicant
testl tesatl LA-RS - digdf
uration (in months) Start of project End of project Total cost EU contribution (EUR)
18 [ 01/01/2026 30/06/2027 9020000 76 670,00

Project description LML Appiicant indicators _ Activiey plan _Communication and Visibilicy _Infrastructure _Budget _Reporcing periods _Partner without budget _Documents _ Messages

C ® © Found5records

X [=

Outcome ID4 Outcome type

0 Predefined Managed project with completed communication activities

2000,00

1 Outcome outcomel 66000,00
2 Outcome outcome2 0,00
3 Outcome outcome3 000
4 Outcome outcomed 000

< Validate X Cancel

Generate AP Generate Budget  Generate Logframe | v Continuelater > Modify application  » Submit

Figure 65: Submit

Finally, clicking on the Submit button will submit the application. If the submission is finished successfully,
an information window appears in the top centre of the screen confirming the successful submission.
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Information ®

The process "Application submission” completed successfully. I

v Ok

Figure 66: Confirmation of successful submission

In addition, the system sends an automatically generated e-mail on the successful submission to the
user’s e-mail address and the status of the application changes to Submitted.

INTERREGE:  ‘opicoionin a0~ [

%nm O =0 W L 55

C ® ® Fondsrecorss + W X &=

Application D4 Acronym Lead applicant Startof project Duration (in months) Total cost EU contribution (EUR) Date of submission

HUSRB/23L-CN/11/002 concept note LA~ HU - rainbow 31/05/2023 2 3990 000,00 339150000 Submitted 26/04/2023 13:27:30
HUSRB/23R/12/001 regular LA - HU - monsters 01/07/2023 2 1352536,00 1149 655,60 Submitted 26/04/2023 13:27:19

Figure 67: Application list — submitted applications/LSP concept notes

6. HOW TO SUBMIT THE COMPLETION?

After the submission deadline, the applications submitted by the deadline will be evaluated against a pre-
defined set of criteria included in the formal assessment grid, published in the Guidelines for Applicants.

If the application is not complete, i.e. any of the criteria listed in the formal evaluation grid are not
satisfied, the lead partner is invited to submit a completion/clarification within maximum 10 calendar
days from the date of receipt of the official notification. The request for formal completion of the
application will be sent out from INTERREG+ IT system by e-mail and the applicants shall carry out the
completion in the INTERREG+ IT system.

At moment the application is sent back to the front users for completion, the Completion tab
automatically appears among the screens of the application. The deadline for completion and documents
to be submitted are listed in the Completion tab.

Application - Completion needed &

cfe ID Priority Objective Application ID

| HUSRB/235 || P1-Agreener region | | 115 - Climate change adaptation, risk prevention - Small scale project | | HusRB/235/11/002

acronym  projectitie - Lead applicant

ww ww LA-HU-w

Duration (Inmonths) S startofproject ~  Endofproject S  Totalcost  EUcontribution(EUR) I

12][ 01052023 30/04/2024 17049186 144918,08

Project description _Outcomes _ Applicant _Reporting periods Budget Indicators _Activity plan _ Infrastructure _ Communication and Visbility _Partner without budget Documents [Z7/ ) Messages
O ® © Found 1 records W x]

Nr.4 Justification Documents to be submitted Sending date of completion letter Completion deadline Submission date Submitted by user

1 aaaa aaaa 21/04/2023 11:2557 21/04/2023

Figure 68: Completion sheet

The deadline for completion and documents to be submitted are listed in the Completion tab.

Completion - View ® €
cfe 1D Priority Nr. Application ID
[Husrerz3s ] [P1-Agreener region | 1) | | (Huske/23s/11/002
Acronym Project tile Justification " Documents tobe submitted Lead applicant
ww ww | (22 aa2a | J[Ca-Hu-w
Duratlon (In months) Start of project Eu
12 (0110512023 | compietion deadiine | 17049186 | | 144918,08
| 2170472023 |
X Close
S ® © Found1 records W x]
[ — Documents to be submitted Sending date of completion letter Completion deadiine Submission date Submitted by user
1 aaaa aaaa 21/04/2023 11:25:57 21/0412023
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Figure 69: Completion - View

When the completion request is sent out to the applicants, the status of the application in question
changes to Completion needed. Upon logging in the system, the user has the possibility to submit the
completion. After selecting the applicable application from the Application list view, the applicant can
proceed with modifying its application by pressing the Continue button:

S ® ® rounaterecorss + » Continue W X [=

Application ID 4 Acronym Lead applicant Start of project Duration (in months) Total cost EU contribution (EUR) Date of submission.

01/05/2023 170491,86 144918,08 Completion needed

Figure 70: Proceeding with completion

Please note during the completion step only the requested documents can be uploaded to the
Completion folder automatically listed by system on the Documents sheet. No other changes can be
done on application.

Project description Outcomes _ Applicant _ Reporting periods Budget _Indicators _ Activityplan _Infrastructurs  Communication and Visibility _Partner without budget [EEEFRRURY completion  Messages
(> Fitters J

S ® ® @ © Foundi2records a Wl [x]

File / Folder name Tite Creation date subject Notrelevant . _Required Number of documents
E] ® v

[] Detailed cost estimation of works 21/04/2023 10:05:57 ]
[] Declaration by the applicants (Annex 1) 21/04/2023 10:05:57 v 1
(] De minimis declaration by the applicants ... 21/04/2023 10:05:58 v 1
[] Specimen of signature of the legally auth... 21/04/2023 10:05:59 v 1
[ Curriculum Vitae (CV) of staff and project ... 21/04/2023 10:06:00 v 1
[] Content summary - Terms of Reference (T... 21/04/2023 10:06:00 0
[] Construction plans (engineering plans, de... 21/04/2023 10:06:01 ]
[ Photo documentation 21/04/2023 10:06:01 0
[ generated documents 21/04/2023 10:41:09 0
[ signed application documents 21/04/2023 10:41:10 0
[ assessment 21/04/2023 11:25:29 0
[ ‘completions 21/04/202311:25:57 0

Figure 71: Upload of documents

After finalizing the upload of requested documents, the user can resubmit the application by clicking on
the Submit button.

Figure 72: Finalizing completion
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If the submission is finished successfully, an information window appears in the top centre of the screen
confirming the successful submission.

Information ®

The process "Application completion” completed successfully.

~ Ok

Figure 73: Confirmation message

In addition, the system sends an automatically generated e-mail on the successful submission to the
user’s e-mail address and the status of the application changes to Submitted.
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