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Creating Project Report Note: The project report uses the 

data from the approved application 

form version at the moment the 

report is created. Ongoing 

modifications will have no impact on 

the data in existing reports. 
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Sections of the report

1. Report identification: summary information about the report, project highlights and

outputs overqview, problems encountered and target groups.

2. Work plan progress: information on progress of the WP objectives, individual activities

carried out in reporting period, deliverables and outputs.

3. Results & Horizontal principles: in this section it is possible to add the information on

achievement of results and contribution to horizontal principles.

4. List of partner certificates: this section contains list of all PP’s certificates that could be

added to the report.

5. Project report annexes: upload area to view the files added in the WP section and attach

additional supporting documents.

6. Financial overview: financial overview tables show how the project is proceeding in terms

of spending.

7. Report exports: download data that are part of the Project Report.

8. Submit: pre-checks and submission function
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Project report 
identification

Issues may regard:

• Objectives, outputs, results (project feasibility, critical path, stakeholder engagement, viability of 

outputs, dissemination);

• Partnership development, and cooperation dynamics;

• Budget (spending level, eligibility issues, State Aid);

• Other.
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Work plan progress 
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Work plan progress 
Select this tick box only when all the work package 

work has been completed.

Fully achieved‘ 
Partly achieved,
 Not achieved

Pogress of the achievement of project specific 
objective.

Describe the progress of the achievement of the 
project communication objective. Share any 

relevant success, lessons learnt or materials with 
a link (e.g. links to Partner s website/social media 
were information about a project is included) or 

upload in the Report Annexes tab.

Progress in  WP, click in 
the text filed and insert 

the relevant 
information

at project level



9Project report

Work plan progress 
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Work plan progress 

The cumulative value achieved 
is calculated as the sum of all 
previous Project reports with 

the status submitted
Number of finalised items 

Note.  Negative numbers could be used to correct achievements wrongfully reported in 

previous Project reports.
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Work plan progress 

The cumulative value achieved is 
calculated as the sum of all 

previous Project reports with the 
status submitted

Number of finalised items 

Should be filled even if it is not achieved yet.
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Results & Horizontal 
Principles
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Results & Horizontal 
Principles

In the text field Description of contribution please describe:

a) Sustainable development – project’s actions to decrease project’s carbon footprint, responsible use of 

resources and cost efficiency of materials, services, equipment, actions to limit the waste, greening 

principles applied for events

b) Equal opportunities and non-discrimination - accessibility of produced materials and activities, 

involvement of underrepresented groups at project’s activities and events

c) Equality between men and women - concrete actions to help equalise the gender balance in project 

activities and meetings; concrete actions to help equalise the gender balance in a project leadership; 

concrete actions towards breaking the gender stereotypes
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List of partner 

certificates

Not included in any PR

Included in this PR

Included in another PR

If control work of a Partner report is certified when a Project report is already in draft status they 

are added to the List of partner certificates unticked and can be manually included in the Project 

report by ticking the tickbox in the first column of the table.
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Project Report 

annexes
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Financial overview

•Project total eligible budget: amounts as indicated in the Application form
•Previously reported : sums up amounts from project reports previously verified and included in a previous project report.
•Current report: sum of the partner report certificates included in the current report.
•Total reported so far: sum of columns "Previously reported” and “Current report”. That equals to the total amount certified so 
far by the partnership.
•% of total: ratio of “Total reported so far” over “Total eligible budget”.
•Remaining budget: This column indicates the difference between Total reported so far and Total eligible budget from the 
application form. This value can become negative in case the certified expenditures exceed the budget in approved application
form.
NOTE: these amounts do not take into account deductions made by the Programme at the time of verification.
•Previously paid: When a payment is made, the amounts related to funds paid by the programme will be added to this column in 
the next created report after payment is confirmed in the system.

When the project report is verified by the Programme, the following two new columns get added:

•Previously verified: Upon creation of the report the system checks which other reports are verified and sums up all the verified 
amounts.
•Current report after verification: When the current report is verified the amount after MA/JS deductions will be displayed here.
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Financial overview

•Project total eligible budget: amounts as indicated in the Application form
•Previously reported : Sums up amounts from project reports previously verified and 
included in a previous project report.
•Current report: sum of the partner report certificates included in the current report.
•Total reported so far: sum of columns "Previously reported” and “Current report”. That 
equals to the total amount certified so far by the partnership.
•% of total: ratio of “Total reported so far” over “Total eligible budget”.
•Remaining budget: This column indicates the difference between Total reported so far and 
Total eligible budget from the application form. This value can become negative in case the 
reported expenditures exceed the budget in approved application form.
NOTE: these amounts do not take into account deductions made by the Programme.
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Financial overview
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Report export
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Submit
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What next?
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Verification comunication
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Thank you!!!
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