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Periodic reporting... Where to start ?
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Reference Documents
Beneficiary Register

Partner Search

Financial Viability Self-Check

SME Participation

6 (i) | eceuropa.eu/research/participants/portal/desktop/en/funding/reference_docs.htm

> Research & Innovation> Partidpant Portal> Reference Documents

HOME FUNDING OPPORTUNITIES HOW TO PARTICIPATE EXPERTS SUPPORT =

C || Q segrch

(A-Z) Sitemap About this site Contact Legal Notice Search | Englsh +

RESEARCH & INNOVATION

Participant Portal

Refe cuments

This page includes all the H2020 & FP7 reference documents starting with legal documents and the Commission
work programmes for research and innovation up to model grant agreements and guides for specific actions and
horizontal issues. The documents are grouped by categories. It also indudes reference documents of other EU
programmes, as 3rd Health, Consumer, COSME and Research Fund for Coal and Steel programmes. To access a

document:
= Click on a folder

» Click on ARROW to have more information about the document and its available translations

You can search a specific H2020 or FP7 document on the Europa Search service.

H2020 Other EU programmes Py

All contents of the H2020 Grants Manual folder below are being transferred to the | ONLINE MANUAL |

& Legislation @
Framework programmes (EC-Euratom)
Rules for participation

Specific programme

‘| Go to:

() 4

http://ec.europa.eu/research/participants/portal/desktop/en/funding/index.html

21 Click on «Reference Documents»

“'| Click on «ONLINE MANUAL>»
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Or google «research
participant portal
european commission»



http://ec.europa.eu/research/participants/portal/desktop/en/funding/index.html
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ec.europa.eu/research/participants/portal/desktop/en/funding/reference_docshtmi#

I
‘ H2020 Online Manual homepage - H2020 Ontine-%a:_\ual - Mozilla Firefox

T
|® ec.europa.eu/research/participants/docs/h2020-funding-guide/index_en.htm
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beneficiaries

Financial viability check Expert registration Contracting & payment Expertroles & tasks
Data update

Certifications

Submit a proposal o S — .
Get prepared Cross-cutting priorities & issues
EERE Sl International Sacial Sciences Open access & Climate action &

submission - o -
cooperation & Humanities Data management Sustainable development

From evaluation to grant
signature
Eligibility check Ethics Gender SMEs ERA-NETS

Evaluation of proposals
Eligibility and evaluation Links to regional policy Intellectual property Innovation procurement
criteria
Evaluation proc and
results

Grant preparation
Enter & submit grant data
Ethics review

Financial instruments

Prizes

Grant signature
Grant management

Keeping records

Amendments

Reports & payment requests
Continuous report

1. Access the H2020 Online Manual

. 2. Scroll down to “Reports & Payment requests

Financial instruments
Prizes
Working as an expert
Expert registration
Contracting & payment
Expert rc & tasks

Cross-cutting issues

Don’t jump straight to “Periodic Reports”: read the useful and
short introduction in “Reports & Payment requests” for an
overview !
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The following slides provide some comments and tips on the
H2020 Online Manual regarding reporting and the Core Report
template, based on this forum’s experience. For specific
examples on how to coordinate reporting (timeline and task

assignments), please return to our «Periodic Reports» page.




For Part A of the periodic technical report —
also known as continuous reporting — we
recommend collecting the necessary
information from all partners and uploading it
on the portal “yourself™* to avoid loss of
control over uploaded content.

*Depending on project size and structure, the
uploading may be performed by just the
coordinator/manager, or this task might be
distributed among relevant participants (e.g.
the Dissemination Work Package leader,
etc.). This should be decided and
communicated at the start of the project (e.g.
kick-off meeting). We recommend keeping
the number of participants working on the
portal to a strict minimum.

» »
0l0 - 010 - 010 S O C

rts_en.htm

PROCESSES FOR SUBMITTING A PERIODIC REPORT

Continuous reporting > Preparing your periodic report > Approving partners' reports > Submitting the report to the
Commission > Acceptance or rejection by the Commission > Interim payment

Once the periodic reporting function is activated at the end of each reporting period, you can start preparing your next
report in the grant management system:

o Continuous reporting update

As the information in the continuous reporting is part of the periodic report, make sure first that all your data
in the continuous reporting module - namely your deliverables, milestones, publishable summary, questions
on different activities and questionnaire about the economic and social impact - is up-to-date.

This information in the continuous reporting is then automatically compiled to create part A of every periodic
technical report, at the moment the coordinator and beneficiaries finish the preparation of the periodic report in
the grant management system.

‘_ﬁ The technical report (both parts) is first locked for review' by the coordinator before being officially
submitted. Any entries into the continuous reporting you make after this point will not be included in this
periodic report.

o Preparing your periodic report

When you receive a notification that the reporting is opened, you go into the grant management system of the
portal through "My Area':
Participant Portal -> My Projects -> m (Manage Projects) action button

Prepare templates to collect the information you need from each
partner (except for the “Summary for Publication” —see next slide).

The green|“How-to” button provides a nice overview of the different
sections and how to complete them. This can be useful when preparing
your templates. Alternatively, you are welcome to use and/or adapt our
templates, accessible under “Continuous Reporting” here:
http://www.uib.no/foransatte/104414/vitenskapelig-rapportering



http://www.uib.no/foransatte/104414/vitenskapelig-rapportering

Processes for submitting a Periodic report in Reports & Payment 4 Q@
Requests (H2020 Online Manual)

It is easier to complete the “Summary
for Publication” of the continuous | I —

I’eporting (:Part A of Technical Report) ment/reports_en.htm

last of a||, after receiving input for Part B Make sure you have assigned an FSIGN user role to your project in your organisation.
of the Technical Report. You can even
request input for this specifically within b. Completing the technical part o _ () HOWTO
. ~————————> Ppart A - each beneficiary should update the tables on an ongoing basis in the continuous

the Core Report template (See how in reporting module. The information in the tables is then automatically compiled to create part A.
our “Coordinating reporting” exampleS) Part B - you must prepare this outside the grant management tool. You will be able to download the

. . template to be used for your project from the periodic reporting functionality in the IT tool.
rather than burden yOUf consortium W|th When done, save it as a single PDF file and upload it to the grant management system (the Technical report
yet another Separate temp|ate to f|||_|n contribution section - the Report Core tab).

Part B can be uploaded by any beneficiary (not only the coordinator). If any changes to part B are
needed, you must delete the current pdf file and upload a new one.

When both parts are ready to submit, the Technical part can be finalised by the Coordinator's Contact
Person clicking Accept & Include.

Use the template that will be available
once the reporting period has ended or
create one based on the H2020 Online
Manual (pathway provided in next slide).

For H2020, remember that all

e Approving partners’ reports

Coordinator - you must review and explicitly approve the periodic report. If needed, you can send back a
financial statement to a partner for further changes, or unlock the technical part of the report for editing.

Coordinator Contact Person - before submitting, you must include the partners’ financial statements.

beneficiaries will receive an invitation to Missing statements _ . . .

) i . i ) Sometimes you may decide to submit the report without financial statements from certain partners (e.g. if a
Sme|t the|r Contr|bUt|0n tO the TeChn|Ca| beneficiary cannot submit its individual financial statement on time).
Report (|n H2020) as soon as the If this happens, the coordinator will be asked to confirm that they are aware of this and that therefore these

costs will not be considered for the current interim payment. That beneficiary's costs will be considered
‘zero' for this reporting period, though they can declare their costs in the next financial report (for the next

reporting period has ended. Once again,
we do not recommend that beneficiaries
upload new versions of Part B due to
difficulties in tracking changes and
higher risk of data loss. It is better that <:| Check the “coordinating reporting”

beneficiary input be sent to the examples on our “Periodic Reports”
coordinator. page.




Periodic Reports > Technical reports > Part B — Core Report in
Reports & Payment Requests (H2020 Online Manual)

.

(3 4

g-guide/grants/grant-management/reparts/periodic-reports_enhtm

Ll search |

>HI020 Online Manual » Grants » Grant management > REPOrs & payment requests »

Continuous report m Final report
Periodic reports (D HowTo |

In this section, you can look through the structure of the periodic report and download the reporting template for
previewing the structured web-tables and the part B that you have to fill in the Participant Portal Grant Management
Service,

The following slides
provide some
general comments
to this template.

Structure

1. Technical report (in 2 parts)

= Part A structured tables from the grant management system:

© cover page
o summary for publication

© web-based tables covering issues related to the project implementation (e.g. work packages, deliverables,
milestones, ete.)

o answers to the questionnaire about the economic and socal mpact, especially 3s mejsured against the
Horizon 2020 key performance indicators and monitoring requirements.

= Part B the free test, care pd
v 2 (scroll down)
 explanations of the work carried out by all beneficiaries and linked third parties duringiegl repofl ANY beneficiary can contribute to the narrative part, download the word version of t
g system, complete it and upload it as a pdf document under the Report

PART B — REPORT CORE

e Part B template jrom the grant

© an overview of the progress towards the project objectives, justifying the differences between | "'

expected under Annex T and work actually performed, if any,

&\ There is no page limit per work package - but your report should be ise and dable. Avoid duplicating
any text.,
2. Financial report
Consists of structured forms from the grant managament system, including: 1. Explanation of work & Overview of progress
= individual financial statements (Annex 4 to the GA) for each benefidary (and third parties)
= axplanation of the use of resources and the information on subcontracting and in-kind contributior
by third parties, from each beneficiary for the reporting period concernad
= periodic summary financial statement induding the request for interim payment.

Detail here your work carried out per WP, give an overview of your project results towards the objective (including
summary of deliverables and milestones) and a summary of exploitable results (with an explanation about how they
can/will be exploited).

If you have received EU funding and plan to exploit the results it generated mainly in non-EU countries not associated
with Horizon 2020 - indicate how the funding will benefit Europe's overall competitiveness.

Technical Report
If applicable

PART A — STRUCTURED FORMS 2. Update of exy & plan

The structured web-forms of Part & can be Found in the continuous reporting module of the grant managem Say whether the plan described in Annex 1 (Description of the Action - DoA) needs to be updated, and give details.

You can update this nformation at any time during the life of the project. If you dick on the below list of the fq

will find a detailed descption of the different sechons leadng you to the continuous reporting page of the Onl
The structured tables indude:

3. Upd of data

q plan
o Say whether the plan in Annex 1 (DoA) needs to be updated and give details.
o summary for publication

o Deliverables 4. Follow-up of rec dati B from previ review(s)
o Milestones

Include the list of recommendations and comments from previous reviews and explain what action you have taken on
each.

5. Deviations from Annex 1 (DoA)
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http://ec.europa.eu/research/participants/data/ref/h2020/gm/reporting/h2020-
tmpl-periodic-rep en.pdf (Periodic Technical Report - Part B = Core Report

Do not focus here on deviations or
how review recommendations

1. Explanation of the work carried out by the beneficiaries and Overview of the progress

e Explain the work carried out during the reporting period in line with the Annex 1 to the
Grant Agreement.

e Include an overview of the project results towards the objective of the action in line with

were followed: this belongs to
sections 4 and 5 of this report.

the structure of the Annex 1 to the Grant Agreement including summary of deliverables

and milestones, and a summary of exploitable results and an explanation about how they

can/will be exploited'’, For example, refer to
[(No page limit per workpackage but report shall be concise and readable. Any duplication ] _ deliverables and the project’s
should be avoided). open access published
1.1 Objectives material as much as possible,

List the specific objectives for the project as described in section 1.1 .of the DoA and _rather _than repeatmg this
described the work carried out during the reporting period towards the achievement of each information. CONCISE 1S KEY!

listed objective. Provide clear and measurable defails.

1.2 Explanation of the work carried per WP
It is best (for the reviewers and

yourself) to present the work
progress by work package task
and not by beneficiary, but
remember to ensure each
beneficiary’s  contribution s

1.3 Impact clear and traceable.

Include in this section whether the information on section 2.1 of the DoA (how your project
will contribute to the expected impacts) is still relevant or needs to be updated. Include further
details in the latter case.

1.2.1 Work Package 1

Explain the work carried out in WP1 during the reporting period giving details of te work _
carried out by each beneficiary involved.

1.2.2 Work package 2
Etc.
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http://ec.europa.eu/research/participants/data/ref/h2020/gm/reporting/h2020-
tmpl-periodic-rep en.pdf (Periodic Technical Report - Part B = Core Report)

[ 1. Explanation of the work carried out by the beneficiaries and Overview of the progress]h

e Explain the work carried out during the reporting period in line with the Annex 1 to the
Grant Agreement.

e Include an overview of the project results towards the objective of the action in line with
the structure of the Annex 1 to the Grant Agreement including summary of deliverables
and milestones, and a summary of exploitable results and an explanation about how they
can/will be exploited"’.

(No page limit per workpackage but report shall be concise and readable. Any duplication
should be avoided).

1.1 Objectives

List the specific objectives for the project as described in section 1.1 .of the DoA and
described the work carried out during the reporting period towards the achievement of each
listed objective. Provide clear and measurable defails.

1.2 Explanation of the work carried per WP

1.2.1 Work Package 1
Explain the work carried out in WP1 during the reporting period giving details of te work
carried out by each beneficiary involved.

1.2.2 Work package 2

Etc

[t <—

Include in this section whether the information on section 2.1 of the DoA (how your project
will contribute to the expected impacts) is still relevant or needs to be updated. Include further
details in the latter case.

August 2017 PAGE 10

If those providing input to the
Core Report are instructed to
highlight main results and
progress beyond the state
of the art, together with
considerations on impact
(including socio-economic
impact and wider societal
implications), this will greatly
facilitate updating the
relevant sections of the
Summary for Publication
(Part A of Periodic Technical
Report / part of continuous
reporting).




http://ec.europa.eu/research/participants/data/ref/h2020/gm/reporting/ 4 @ @
h2020-tmpl-periodic-rep_en.pdf (Periodic Technical Report - Part B)

2. Update of the plan for exploitation and d nination of result (if applicable)

Include in this section whether the plan M‘ploimﬁou and dissemination of results as
dcm-ibedi.ntthoAneedstobcupdntu@pvedctails.

o

3. Update of the data mana en{ plan (if applicable)
Include in this section wh data management plan as described in the DoA needs to be

updated and give dzlaiQ
4. Foﬂow-&mﬂdaﬁl-s and comments from previous review(s) (if applicable)

Incl ﬁgeﬂiﬁnﬂmﬁstofmmmmendsﬁonsmdwmmemsfmmprcviousrﬂiewsmd
give 1 tion on how they have been followed up.

5 Deviations from Annex 1 and Annex 2 (if applicable) Annex | — Description of the action (project work)
Explain the reasons for deviations from the DoA, the consequences and the proposed . .
corrective actions. Annex Il — Estimated budget for the action

5.1 Tasks

Include explanations for tasks not fully implemented, critical objectives not fully achieved
and/or not being on schedule. Explain also the impact on other tasks on the available
resources and the planning.

5.2 Use of resources (not appliicable for MCSA)
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http://ec.europa.eu/research/participants/data/ref/n2020/gm/reporting/h2020-
tmpl-periodic-rep en.pdf (Periodic Technical Report - Part B)

The Commission requires a

‘ , - o _ very detailed explanation of
Include explanations for tasks not fully implemented, critical objectives not fully achieved f A iect
and/or not being on schedule. Explain also the impact on other tasks on the available UsSe Or resources. AS a projec
resources and the planning. manager, be aware that the

Financial Report is cross

Include explanations on deviations of the use of resources between actual and planned use of checked _Wlth the Technical
resources in Annex 1, especially related to person-months per work package. Report- It is thus Important that

the technical report in written in
a way that makes cross-
checking between scientific

5.1 Tasks

5.2 Use of resources (not applicable for MCSA)

Include explanations on transfer of costs categories (if applicable)

5.2.1 Unforeseen subcontracting (if applicable) (not applicable for MCSA)

Specify in this section: work and use of resources as
a) the wm:k (the tasks) performed by a subcontractor which may cover only a limited part of clear as pOSSible, and that the
the project; researchers for each

b) explanation of the circumstances which caused the need for a subcontract, taking into . .
account the specific characteristics of the project: benef|C|ary of the consortium

¢) the confirmation that the subcontractor has been selected ensuring the best value for are aware that they might need
money or, if appropriate, the lowest price and avoiding any conflict of interests. to give input to their financial

5.2.2 Unforeseen use of in kind contribution from third party against payment or free department_
of charges (if applicable) (not applicable for MCSA)

Specify in this section:

d) the identity of the third party;

¢) the resources made available by the third party respectively against payment or free of
charges

f) explanation of the circumstances which caused the need for using these resources for
carrying out the work,




This document is based on Periodic Reporting for
H2020 but it is in general applicable to FP7 also.

For more details, remember to check our examples
on «coordinating reporting». We welcome your

comments or suggestions: eu-managers@uib.no
Thank you.
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