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1. INTRODUCTION

1.1 PURPOSE OF THE DOCUMENT

The purpose of this document is to assist Lead Partners of the Interreg VI-A Hungary-Croatia
Programme in project modification process in the INTERREG+ IT system.

The document presents the steps and rules in a process-oriented illustration.

Please note that modification of any data must be registered and justified in the Summary of
modifications template provided by the HUHR JS.

1.2 WHO IS THIS DOCUMENT FOR

This document is for the Lead Partners who are required to assist in the project modification
process.

1.3 ACCESS MANAGEMENT

The User can access the INTERREG+ IT system at the link provided here:
https://huhr.interregplus.eu/21-27.

14 USER ACCOUNT

The User profiles in the INTERREG+ IT system are managed in so-called User accounts, where
each User has their roles assigned, which determines what the User can do in the system and
what modules they can use. A Front office User may have only one or several projects or
project parts assigned to, where they can manage tasks. It is also possible to hold several roles,
such as Recording, Signatory or View to the same User.

To manage the User’s account, use the ‘User’ icon ( ) located on the right hand side of the
main header (see figure 1). For details on account management and user roles, study the User-
management Manual.
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2. GENERAL REMARKS

In this chapter those functions are presented, which work exactly the same way independently
of which form or screen they are on.

2.1 THE MAIN MENU AND HEADER

The Main Menu is set on the left side of the Header. The User can find here the available menu
items. Whereas in the right side (from left to right) the Period Switch, the Programme
information, the Messages, the Language selector, the User Account, and the Sign-out buttons
are located.

INTERREG:: % o, omo W e £

1.INTERREG+ main menu and header

Under the main menu, the Application, the Project data, the Project Report, the user, and the
About menu items are.

e The Application menu item leads the User to the applications, which were created by
them.

e The Project data menu item leads to the list of projects the User is associated with.

e Under the Project Report menu item, the User finds all Project Reports of those
projects, which they are associated with.

e The User menu item is to access and manage user role requests submitted by those
projects’ Partners, which the User is associated with. (Available only for Recording
users.) See details in the User-management Manual.

e The About menu item holds information about the software version of the INTERREG+
IT system.

The Period Switch button allows the User to switch between the 2014-2020 and the 2021-
2027 period.

Under the Messages icon the User can see all their system-generated messages; it is the
messages center of the User Account. It is not filtered by Programme or project, all e-mails
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and internal system-messages ever sent to the User from the system administration are listed
here.

The User Account button leads to user account and user role related options, for details see
the User-management Manual.

2.2 THE ‘ACTION’ BUTTONS

The ‘action buttons’ are to manage the process under preparation, they can be found at the
bottom of the screen. While the User is actively in the process, they are always visible.

2.The ‘action’ buttons of the Recording user

3.The ‘action’ buttons of the Signatory user

When the Users press the Validate button, the system checks if all the required fields have
been filled in and if the built-in rules have been complied with. If an error or defect is detected,
it is listed in the error message showing up at the center top of the screen. If all mandatory
fields are filled and all rules are complied with, a confirming message appears.

The project documents can be generated at any time in the creation process by clicking on the
Generate button. These documents are for informational purposes only, they do not hold any
legal bonds.

The modification process can be deleted (withdrawn) by the Drop button. By this action, all
modified data will be lost. The button is available only before submitting the modification
request to the JS for the very first time.

The Task comment button leads to a text area, where comment can be recorded. It is
mandatory when you want to send the process back for further editing, see Back to
modification button.

The Back to modification button allows the Signatory user to send the project back for further
editing if it is necessary. The Back to modification button requires the Task comment to be
filled in beforehand.

To save the recorded data and leave the process (close the window) click on the Continue
later button. By doing so, all data will be saved with no validation running. The User can return
to the process from the project list screen by clicking on the Continue button after selecting
the project in question (see chapter 3.1.1).

By pressing the Send for signature button, the process will proceed to the next step. The
validation will run automatically and if the program does not detect any deficiency or violation
of the rules, the task moves to the Signatory user. The project is no longer editable to the
Recording User.

The Sign button is available only for the User holding Signatory user role. This button initiates
the submission process; the project will be submitted to the JS Programme Manager for
evaluation.
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2.3 THE ‘FUNCTION” BUTTONS
The so-called ‘function’ buttons are those, which always call the same functions:

o the T (+) button always initiates a new form generation, such as a Contact person or
a Bank account form;

o the (View) button initiates the viewing of a selected list item (e.g. Contact person
or Bank account form, etc.);

o the L4 (Modify) button initiates the modification of an already existing list item (e.g.
Contact person or Bank account form, etc.);

=

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

o 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. The upload button is usually placed in forms.

Maindata Projectpart Reporting periods Budget Indicators  Activities  Activity plan  Otherinfo  Infrastructure Pmmrmmhud(nmundiﬁzuiend«lil Evaluation result  Complation

Search by contant upload file(s) ®
/Supporting documents.

Uploadfiles 7, Draga

C ®® @ @ Norecordsfound 1 N ad il e

4.Upload file(s) communication panel

o the ™ (Download) and a (Download as zip) buttons allow downloading even
multiple selected files from the list at once or as a zip file;

e the W] [x] (Export to) buttons initiate exporting the content of the list screen into
the selected format (xlIsx, docx, pdf). Note that using the function would export only
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 (info) button the details of a field can be viewed, such as Application, which
leads the User to the initial application.

2.4 MANDATORY FIELDS AND RULES

Most data fields are mandatory, they are marked with a red asterisk (*). These fields must be
filled in otherwise the validation check fails and the user receives an error message.

There are numerous rules governing the project creation process, to ensure compilation with
these rules, built-in validation routines run in the background, which constantly check if the
provided data is in line with the rules. In case of any violation, the system informs the User in
a pop-up error message. Depending on the nature of the issue, the message may be:

e red (blocking error — must be fixed);

validation messages ® ®

LeadPartner @

LP - HR - Osnovna SKGIE VISgin [Wiagification on FO

Project ID
HUHR/Z401/4 2125

Duration (n months)  stare of project =
12} | 010902025

Total cost (EUR) EU contribution (EUR) _ Application
i 310722.50 24B577.99 | HUHR/2401/4.21125 o

(O™ Projectpart Reporting periods Budget Indicators Activities Activity plan  Otherinfo Infrastructure  Partner without budget Documents  Modification detail Evaluation result  Completion

5.Blocking errors
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e or grey confirmation message (must be confirmed before proceeding);

C ® @ Foundsrecorss e confirmation ®

] - - =< v want o nviate 2 project modicacen? Please nate that depending on the mod fcatians made, the Contract may alsa be modified

0k x Cancel

6.Confirmation message

In case the validation does not detect any irregularity, a positive validation message appears.

Norma Validation messages ® 1 FO ®
Project ID Project acronym Lead Partner v Project status
HUHR/2401/4.2/125 @ | Smart GKF LP - HR - Osnovna 2kola Viadim' Modification on FO
Duradion in months)  Seare of project * £nd of project Total cost (EUR) EU contrlbution (EUR)  Application
12 | 01/09/2025 | 31/08/2026 = 31072250 24857799 | HUHR/2401/4 2125 o

7.Positive validation message

2.5 INDICATIONS OF MODIFIED VVALUES

To assist the User, such modifications are highlighted with yellow. By positioning the cursor
over the modified field in question and holding it still, an info bubble will appear with the
original value of the field.

Normal project - Modification completion on FO

Projetio Projectacronym LeadPartner Projectstatus
HUHR/2401/4 21125 @ | SmartGKF | Modification comple

Duration (Inmonths) _ Startofproject* Endofproject  Totalcost(EUR)  EUcontribution(EUR)  Applicatien
| 13 || 01/09/2025 %= | 300092026 o

'ETHELI M Project part  Reporting periods Budget Indicator{8ElCRCLEREINCEIRVIFIES Other info  Infrastructure  Partner without budget Documents Modification d

8.Indication of modified values

Furthermore, the tab names are indicated with italic letters if any of their content is modified.
Also, there are two different signs before the modified entries to indicate the nature of
change:

e the exclamation mark (® ) indicates modified content;

e the plus mark (@) indicates a new entry.

Meindeta Projectpare [[UFEIITY Budger Indicators Activities Activityplan Otherinfo Infrastructure _Partner without budget Documents _ Modification detail _Evaluation result _ Completion

C ® ® found

9. Modified tabs are italic

2.6 SEARCHING AND ORDERING LIST CONTENT

The system helps organizing the project data by allowing searching and ordering the list
contents.

2.6.1 Searching

In every list screen, under most of the column headers, there are fields where text can be
entered. The system searches for matches between the provided characters and the content
of the column of which search field is filled. The system searches for complete and incomplete
matches, as well, thus, incomplete text or fragments of a character chain can be searched.
Multiple columns can be searched at the same time by providing data to multiple search fields.
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In such case, only rows will be shown where all search data has matches. This method allows
filtering the content of a list.

Maindass_prjectpars_aparingpaids_ ucgns [T ncuios_ pciiny plan_ Ottt _inrastrcture_Parter it uges_ Documents_ Mocicatin sl valuation s Gamplaion

MeasuTemEnt unit

Indicator D4 | indicator name » 2 Base value

publiq
Communication indicator  Communication  COMOT Nurnber of public events (e & opening/elosing conference, festivals, fairs, village days, pening . pes 000 0.00 2 Communication
Communication indicator  Communication  COMO3 Nurnber of types of promotional materials (e g leaflets, brochures, publications, promartional .. pes 0.00 0.00 2 Communication

Maindata Project part  Raporting pariods Budger [/ 1) Activities Activityplan Otherinfo Infrascructure Partner without budget Documents Modification decail _Evaluation rasult  Compietion
C @ ® Found13records + EEE

Indicaton iype. indicator [0+ Inicalor name v 2

Communication indicator  Communication comot c pes 000 0,00
Communication indicator  Communication como3 Number of types of prom_ pcs 0,00 0,00
«  Communication como4 Number of visibility sleme... pes 000 0,00
Other Size of basi y... m2 0,00 0,00
e... pes 0,00 0,00
st pes 0,00 0,00
her GENO9 0,00 000
Grher HoR02 000 0,00
Horizontal indicator Oeer HORO3 Number of project actwiti 000 0,00 $ Development of leamin
Programme indicator Programme RCO85 Particpanans in joint .. 000 0,00 1 Project management
. Programme RCO8? Organisations cooperatin 0,00 0,00 n
Programme indicator Programme RCRE1 Compleon of joint waini... parmicipants 000 0,00 Project management
Programme indicator Programme RCRB4 Organisations cooperatin_ organisations 0,00 0,00 1 Project management

10. Filtered and unfiltered list

2.6.2 Ordering

In every list screen, the content of the list can be ordered by most of the column(s). Next to
most of the column head labels there is an order switch (two grey triangles facong their apexes
up and down). By clicking on it once the list content is arranged in (alphabetically) ascending
order by the selected column, by the second click, the order is to descend. The ordering can
be applied in multiple columns, in such case, the number next to the order switch show what
is the primary, secondary, and so on order. The lastly ordered column is always the first in the
ordering.

T T— Eud.nmluimlnl T ——

G ® ® Found13records +

participants 000 000 19,00 Active
000 000 19,00 Active

Frog tor

Programme indicator RCO87 Organisations cooperatin 0.00 200 Active
Frogramme indicator ACREA Organisations cooperatin 000 2,00 Active
General ndicator GENDZ Size of basic area of newly.. m2 000 200 Active
Communication indicator  Communication como3 Number of types of prom_pcs 000 222800 Active
Communication indicator  Communication comot Number of public events (... pcs 0.00 26,00 Active
Horizontal indicator Other HORO3 Number of project activitl. pcs 000 30,00 Active
GENOZ Number of thematic proje _ pcs 000 30,00 Active
GENO! orat. pes 000 400 Active
comod pes 000 5400 Active
HORQ. pes 0,00 628,00 Active
GENOI per 0,00 750,00 Active

11. List content ordered by multiple columns
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3. THE MODIFICATION PROCESS

The project modification process is controlled by a complex workflow engine, where the
different tasks are broken down into steps, and route connections between steps are
predefined and strictly allowing one-way traffic.

The modification process on the Front Office consists of three distinct steps; it is summarized
in the figure below:

Modification data E-Sign i > i > ( )

6 T —

12. The Front Office workflow of the process

Project modification|
FO

1. Project modification FO step: the project-level recording user is authorized to
modify and edit data of the project.

2.  Modification data step: the project-level recording user must provide a general
description and detailed justification of the performed modifications.

3.  E-sign: After the modification, the project-level signatory user is entitled to endorse
(E-sign and submit) the project to the JS or return it back for further modification
(Back to modification) to the recording user. In this step, the project is not editable.
After the last signatory endorsement (in case of more than one valid signatory
user), the project is submitted and added to the Back Office interface. The
successful submission is the condition of all signatory users’ e-signature.

Projects are status-managed allowing the user to keep track of the progress of their life-cycle.
This means that the projects always have a current status which is constantly changing as the
processes progress. The possible statuses during the modification process are as follow:

e Modification on FO: the project is under modification; including all three above steps;

e Modification on BO: the project is under evaluation at the Joint Secretariat or
Managing Authority (in case of Subsidy contract modification);

e Modification completion on FO: the modification was evaluated by the JS and was sent
back to the Front Office for further modification/clarification.

INTERREGH+ IT System 10/28
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3.1 RECORDING, EDITING PROJECT DATA

The modification process can be initiated by the lead partner (from the Front Office); this is
the ‘regular’ way, as well as by the Joint Secretariat; this may happen in exceptional cases (e.g.
a new mandatory indicator needs to be added to all projects). The process is initiated from

the project list screen by the ‘Normal modification’ 4 button (paintbrush icon) after the
project in question is selected. Note that project modification can be initiated only on projects
of ‘Contracted’ status. For a project of any other statuses, the ‘Normal modification’ button is
inactive.

= INTERREG?: -] -2z v [

End of praject Dusation (..., - PM1 51 M2 5]

Smarter Z00s

EWATER

DRAVADIKE & CLIMATE CHANGE
CABCOSS

Smart GKF 31/08/2026
HUHR/2401/5 2/126 52 VOLWOB LP - HR - Delekuiv 3010412025 12 akakas atalos

13. Initiating a project modification from the project list screen

01102027

3.1.1 The project list screen

On the project list screen, all projects the user is associated with appear in rows, with their
most fundamental data in columns.

Above the list of projects, the ‘function buttons’ are located. To activate them, the user needs
to select a project from the list and click on the function button according to their intention.

S ® @ Foundérecoss B » Continue ™ E

EU conuibuton (EUR)_ Project sias

21w Smarter 2005 LP - HR - TIPH OBC Nz

24 akakas atalos 758 056,50
Z1W. E-WATER P1-HR - Varatdin s

22 DRAVADIKE & CLIMATE CHANGE LP - HU - DDVIZIG 2 . akakas

24 CABCOS4 LP - HU - UP [ 5 25 atalos mzelei n
HUHR/2401/4 2/125. 42 Smart GKF LP - HR - Osnowna kola Viad... 01703972025 31/08/2026 12 mzelel atalos. 248 577,99 Modification an FO
HUHR/2401/5.2/126 52 VOLWOB LP - HR - DKolektiy 01105/2025 3010412026 12 akakas atalos 12256160 Under cression

14. The project list screen

3.1.2 The project header

The project header displays the most important information of the project, such as project ID,
acronym, project dates, and budget. From here, the Application can be accessed.

Normal project - Modification on FO ®

Project 1D Praject acronym Lawd Parenar Project status
HUHR/Z401/4.2/125 © | SmartGKF LP- HR - Osnovna $kola Vlsdim Modification on FO
Duration (n manths) start of project * Ena of project Total cost (EUR) EU contribution (EUR) _ Application

2| o1mans | 31082026 [ 31072250 248577,99 | [ HUHR/2£01/4.21125 ]

(LTIXTTY rriec purs_Boporing o _Butges,_inicators_Aciviios_Aciviypan_Otarinf_infeatrucurs_ Partnr wichous bdgss_Documents_ Noificetion detal_Evsustionresut._Completion

15. The project header

Here the ‘Start of project’, and the ‘End if project’ can be modified, if necessary; the duration
calculates automatically.

3.1.3 Main data

Under the main data tab, further descriptive information of the project is located. Below this
section, there are three subtabs.

INTERREGH+ IT System 11/28
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m»mjmpm Reporting periods Budget Indicators Activities Activity plan Other info Infrastructure Partner without budget Documents Modification detail _Evalustion result  Completion

Project ticle

cultural exchange and prepare students for future challenges and careers in STEM fields, with a special [

field of STEM
nal program by studying together, sharing best practi

hus improving their roke as centers

jesfes|

16. Main data

3.1.3.1 Contacts

There must be exactly one active project-level contact person and at least one active legal
representative of the project. New record can be created, also existing ones(s) can be modified
or deleted. After filling in all mandatory fields, the form must be saved by the Save button.
When deleting a record, its status will only change to ‘Inactive’, the record will not be removed
(deleted) from the list. To set its ‘Valid to’ date, access the record by the Modify button, and
set it manually. The ‘Valid to’ field is only editable for records of ‘Inactive’ status.

If any credential (e.g. phone number, position, etc.) of a contact person is changed, opt for the
modification. However, if the contact person is replaced (i.e. a personnel change occurs),

always use the T (Add) button and create a new contact person record.

. T+ ] [x]

C ® ® Found2recorss + M [ @ Order

Pk =
1 Cantac person Mr. 2510372024 Active
ive (stat. Mr

25/103/2024 Active

17. Contacts and contact form

3.1.3.2 Bank accounts

At least one active record must be provided with the bank account information dedicated to
the project. New record can be created by the Add button or existing one be modified by the
Modify button, delete is not available on this screen. The system always checks if the IBAN
number is valid and whether it is corresponding to the country selected (the country of the
lead partner). In case of any change has occurred to the bank information, create a new record
and please do not modify the currently recorded data (this allows monitoring of the changes
occurred during the implementation period). In such case, the status of the existing record
changes to ‘Invalid’ by setting its 'Valid to’ date automatically; the record will not be removed
from the list. After filling in all mandatory fields, the form must be saved by the Save button.

o = M
Mormal project / Bank account - New ®

O ® @ fondirecords + B @ P WMEE

Bank name SWIFT cade v ~

Magyar Allambinestar
Bank address *

1BAN + Currenc y

Valld from * Valld to

By oo <o
18.Bank account form
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3.1.4 Project part

Under Project part (hereafter PP) tab, information (such as Partner information, budget, etc.)
about the project part(s)/partner(s) can be viewed and modified. Details of a project part can
be accessed by selecting it form the list and applying the proper function button.

o

o =

< records B
7 T ) Count [ Sememen: SariafPP._Endol PP toia cost{E.._. PP siaws

19. Project parts

Note that in the current version of INTERREG+ system, beside the View and Modification
functions, new PP creation (the Add (+) button) and assigning the LP role to any partner in the

partnership (LP Role in partnership ( 2 ) button) are also available (these buttons are active).
However, these actions are strongly not recommended for Front Office users. In any case of
any modification in the partnership is necessary, please consult the Programme Manager
before making any modifications in the system. Without prior consultation, the modification
request may be rejected!

Upon accessing an individual project part, there is the project part header, where the main
data of the selected project part are displayed. Under the header, there are further subtabs,
such as Partner, Budget, etc., where the project part information is available.

3.1.4.1. Project part header

There are only two fields modifiable by the user, these are the ‘Start of PP’ and the ‘End of PP’
fields. However, modification of these data is necessary only in exceptional and very rare
cases. These values govern the duration/validity of the given project part, reporting periods
of the PP are defined within this interval. For existing PPs, the ‘Start of PP’ must be equal to
the ‘Start of project’.

ject / Project part - Modify

20. Project part header and tabs

3.1.4.2 Partner

Credentials such as partner name, tax number, etc. of the selected partner can be viewed or
modified. Any modification made here will be applied only to this project part, i.e. not to the
same partner in other projects and project parts. Partner data is stored in the Back Office of
the monitoring system (in the so called Partner Body), which is managed and maintained by
the INTERREG+ Team. If Partner credential modification is needed, consult the Programme
Manager what steps need to be taken.
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Mormal project / Project part - Modify

Official name (In English)

VAT reclalmer + Date of foundation * Faunder organizatian
X v || 2121963

The branch office address s same as the official address ||

The malling address Is same as the officlal address ||

21. Data of the Partner

The Budget type can be technically modified up until no expenditures are reported. However,
based on Programme rules it is not allowed after contracting. Therefore, please do not modify
it. Please also note if the Budget type is modified, the recorded budget items will be lost.
Under the Partner tab, there are three subtabs. Each holds information of addresses related
to the partner, which can be modified by simply entering the new address into the cells and
pressing the Save button. In case the new official address is the same as the mailing address
and/or the branch office address, the user can copy the data by ticking in the two checkboxes
at the bottom. 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 partner can be
saved only after all mandatory fields are filled in.

3.1.4.2 Contacts

Contact data of the selected PP can be viewed, modified, created or deleted; functions are the
same as project-level contacts, for details see paragraph 3.1.3.1.

3.1.4.3 Reporting periods (RPs)

The reporting periods of the selected partner are displayed here, they cannot be edited.
Note that not all the project RPs may be applicable for the PP, only those falling in the interval
of ‘Start of PP’ and ‘End of PP’ (only applicable in exceptional cases when the project part start
/ end date differs from the project start / end date).

Normal project / Project part - Modify ®
Duraion of PP (in months) Seare of PP+ Endof 7 -

12| ovoez0s 31/08/2026

m @ PP tatal cast (EUR) EU contribution (EUR)

0110972025
0110172026
0110572026

22.The project part Reporting periods

3.1.4.5 Budget

Budget related information is divided into three subtabs.
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Partner _Contacts _Reporting periods [FTFRY Documents

m P T —
C ¥» @0 [miesie)
o, * Sudget lines. " c activity ™ it 1 Casts i Cescription &

1388559
000
000
1388559 Flar
208283 Flat
2082.83 Flat
B506.10
000
1200,00
41 - Development of teachers' skills L. pes 100 1200,00 1200,00 The STEM Smart Gardening in Schools Handbook
529830
000
000

>e Equipment expenditure Real Cost 11362238
7 Infrastructure and works Real Cost 1672750

> ¥
23.Partner budget

3.1.4.5.1 Budget subtab
Under the Budget subtab, the budget of the selected partner is displayed. Navigation in the
budget-tree is managed either with the “arrows” in front of the budget headings and budget

lines, or with the Expand all and Collapse all ( ¥ ) buttons. The budget is grouped into
three different levels: the budget heading (has a single digit ID), the budget line (has an ID of
2 digits separated by a dot), and the budget item (has an ID of 3 digits, each separated by
dots). Only the budget items are editable, values of the headings and lines are cumulated
automatically.

Creation of a new budget item is initiated by the Add button after the proper budget line is
selected. After clicking the Add button, the budget item form opens. The ID is automatically
filled by the system, the user has to provide all other mandatory information and save the
changes. If the Add (+) button is inactive, addition of further item is not possible in accordance
with the CfP rules for more information, contact the Programme manager).

Modification of an existing budget item is initiated by the Modify button. In modification, the
‘Budget item name’, ‘unit’, ‘# of units’, ‘Unit rate (in EUR)’, ‘Description’, and ‘Project activity’
fields are editable.

Partner Contacts _Reporting periods [P Documents

Normal project / Project part / Budget / Budget - New ®

[#] B 2]

# of units UniE race (In EUR)* Costs (In EUR)

1388559 Flat rate (%) 10,00
2082,83 Flat rate (3): 15,00
2082.83 Fla rate (%): 15,00
850610
0,00
1200,00
1200,00 The STEM Smart Gardening in Schoals Handbook

24.Creation of a new Budget item

Deleting a budget item is only possible if the item was created in the current step of
modification process. Deleting a pre-existing Budget item is not allowed. However, either the
number of units and/or the unit costs can be modified to zero, and thus reallocating the costs
planned under the budget item becomes available.
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Partner, Contacts  Reporting pariods [LIULLY Documents Normal project / Project part / Budget / Budget - Confirm delete

w2 Seaff costs

21 Salary of staff - direct project management (Budg ™

22 Salary of suaff )
@ 23 Staff- Flat rate (Budget ype A) Helunke bt L] — ot - 13891.99 Flat rate (%) 10,00
® 3 Office and administrative expenditure . L L £55 208379 Flat rate (W): 15,00
® 4 Travel and accommodation e 208379 Flax rate (W): 15,00
DOvs External expertise and services costs 4 8570,10
i 51 Technical plans ooy 0%
® 52 Studies, statistcs, databases and researches T s 126400

521 Teachers Handbooks - Basic STEM Manual 120000 The STEM Smart Gardening in Schools Handbook

(- o'

25. Deleting a bud'get line

3.1.4.5.2 Sources of funding
The Sources of funding subtab shows the PP’s budget sorted by the fund source. This screen
is only for information purposes, editing is not possible.

Patnsr_contacts_neparing pross [P nccumercs

[°] =
Sourees of fund name s act share (36}

1 12872878 80,00 79,99995751

2 i ion 000 000 0,00000000

~ 3 3218145 2000 20,00000249

3218145 20,00 20,00000249
0.00 0.00 0,00000000

26. Source of funding of the partner budget

3.1.4.5.3 Payment forecast

Under the Payment forecast subtab, the forecasted spending of the PP is recorded over the
reporting periods. Here the PP’s budget must be allocated over the valid reporting periods. If
any change in the total budget and/or the reporting periods were made, the Payment forecast
must be updated so that the ‘Difference’ is zero. Only fields of the ‘Total cost’ are editable,
those of the ‘EU contribution’ are calculated automatically.

Partner _Contacts  Reporting periods m [y—
Budget Sources of funding m
ar cost

5363574 5363574 5363575 160 907,23 0,00

53635,74 5363574 5363575 160 907,23 0,00

Partner / EU contribution

4290859 4290859 4290860 12872578 0,00

4290859 4290859 4290860 12872578 0,00

27. The Payment forecast screen
3.1.4.6 Documents
Documents of the selected partner can be uploaded here. However, use this sub-sheet only

in exceptional cases in agreement with the Programme manager of the JS and upload the
documents necessary for the modification under the ‘Documents’ sheet of the project.

3.1.5 Reporting periods

Under this tab, information about the project’s Reporting periods can be found. Data shown
on this tab is calculated automatically based on the ‘Start of project’ and the ‘End of project’
values. This tab is only to display information; the data cannot be edited.
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Maindata  Project part Budget Indicators Activities Activityplan  Otherinfo Infrastructure  Partner without budget Documents Medification detail  Evaluation resulc  Completion

S @ ® Found Irecorss 1 [(x] [5]

1 01/09/2025
01/01/2026

3108

28. Reporting periods

3.1.6 Budget

Under this tab, information about the project’s Budget can be found. This tab is only to display
information — the user cannot edit its content! The Budget is the cumulation of the individual
project parts.

There are four subtabs, all of them is the cumulation of the Project part data, described at the
section 3.1.4.5, none of them is editable here, they are for informational purposes. Therefore,
they are not discussed here in detail. However, note that the project Budget can be extended
two levels only, Budget items are not included.

Maindata  Project part lopmin"-riomm Indicators Activities  Activity plan  Otherinfo _ Infrastructure  Partner without budget Documents  Modification detail  Evaluation result  Complaion

m [T T —

c v>» @@ [ B =

et type B - A0% flax rate) 0,00

8 Other cosss

29.Budget

3.1.7 Indicators

Under this tab, information about the project Indicators can be found and edited, if necessary,
in line with the CfP rules.

Maindata_Prjact pars_ aporting perots_utgs. [P ncnios_ iy plan_Othrinfo_irctrctuve_Parner ithows udges._ Documenss_ Modictin et valution ult_Complatin

26,00 Active
222800 Active
5400 Active
2,00 Active
30,00 Active
400 Active
750,00 Active
625,00 Active
30,00 Active
19,00 Active
2,00 Active

19,00 Active

30.Indicators

Creating a new indicator requires providing all mandatory data in the indicator form. A newly
created indicator will not appear in project reports (PR) retrospectively, only in those created
after the acceptance of the project modification.
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Normal project / Indicator - New & ®

Project ID Project seronym _ Activiey group ¢

HUHRI2401/4.21125 @ | Smart GKF
Duratian in manths) start of project * End of project Total cast ] Indicator category Indicator type *

12| | ovo9iz0zs = || 317802026 L]
Indicator *
Main data _Projectpart Reporting periods  udger [T acrivities c
C ® ® Found13records + Indicater name

Measurement unic *

Communication indicator  Communication  COMD? Mumber of public events (g 000 2600 Acive 2 Communication
Communicabon indicator  Communication  COMO3 Number of types of Promel y,.. uaiue Targes value ¢ 00 222800 Actve 2 Communication
Communication indicator  Communication  COMDA Mumber of visibiliy elemen 000 5400 Acive 2 Communication
General indicator Orher GENOZ Siae of basic area of newlyy 00 2,00 Active 3 Modernization of s..
General indicator Other Genos Mumber of thematic projeg e 0,00 3000 Active 4 Develapment of e
General indicator Other GENDS Number of newly elaborate 00 400 Active 4 Development of te
General indicator Other GENDY Humber of people directly| 0,00 750,00 Active 5 Develapment of le
Horizontal indicator Other HOROZ Humber of project activitie; 0,00 628,00 Active 5 Develapment of le
Heruzontal indicator Other HORO3 Number of project actiitiel 000 3000 Actve 5 Development of le.
Programma indicator Programme  RCO8S Partcipations In joint trai e Ey— 0,00 18,00 Active 1 Project managem
Programme indicator Programme  RCO8T Organisations cooperatin - - — 00 2,00 Active 1 Project managem

31. Creating new indicator

When modifying an existing indicator, its ‘Target value’, ‘Brief description’ can be edited
freely. The ‘Target value’ can be modified by modifying the shared value taken by the
individual partners involved. ‘Base value’ can also be modified, if the indicator is not included
in any PR, except PR with “Deleted” or “Rejected” status.

Nermal project / Indicator - Modify

B
®

Prefectin Frefect acrenyen B Acuviy growp
HUHR/2401/4 2125 ©® |smancKkF 3 Modernization of space and procurement of STEM equipment for the school
Duration (n months) Start of project * End of project category Indicator cype
12| 01092025 =, | 31/08/2026 | eneral indicator Other

ndicator
i = ion result  Compiation

GENDZ
Indcator name [T

Size of basic area of newly constructed/renovated infrastructure

Measurement unit

Communication indicator  Communication  COMO1 Number of public events (& > 0.00 26,00 Active 2 Communication
Communication indicator  Communication  COMD3 Number of types of pramet 5 Farget value 0.00 222600 Active 2 Communication
Communication indicator _ Communication  COMD4 Number of visibikty elemen o0 P 0.00 5400 Active
General indicator Other GENDZ Size of basic area of newly 000 200 Active
Brief description *
General indicator Other GEND3 Number of thematic projec - 0.00 30,00 Active 4 Development of te.
LB: Two classrooms will be renovared. Renovation
General indicator Other GENDS. Humber of newly elaborate o, 0.00 400 Active 4 Development of te.
General indicator Other GENDS Number of people directly} 0.0 75000 Acive S Development of le
Harizontal indicatar Other HOROZ Number of project acvies ©3Earde | s - 0.00 62800 Actve 5 Development of e...
Hortzontal Indicator Other HOR0Z Mumber of project actwities ©- "o0uk” teacher s warksutio —_5 0.00 30,00 Active 5 Development of le-
Programme indicator Programme RCOBS. Participations in jointtrainl | 3 (® @ Found 2 records [x] 0.00 19,00 Aave 1 Project managem
il el o e e o H{Erepc e
Programme indicator Programme RCR31 Completion of jsint training = kS = 0,00 19,00 Active 1 Project managem
Programme indicator Programme  RCREA Qrganisatiens cooperating 0.00 200 Active 1 Project managem
LP - HR - Gsnovma tkola Viadim 70,00
P1-HU-UP 0.00

B e xone

32. Modification of an indicator
An existing indicator can be deleted. When deleting an indicator, its status will change to
‘Inactive’, however, it will not be removed from the list. A deleted indicator will not appear in
successive project reports any longer, however, it will appear in those PRs, where it was
already reported.
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Normal project / Indicator - Confirm delete ® ®

Project ID Project acronym activiey group

HUHR/2401/4 2125 @  SmartGKF # space and procurement of STEM equipment far the schoo
Duratlon (In manths) Seart of project * End of project Indicator type
12| ounerz02s m| 31082026 [ Other
result  Completion
W (X
infrax Guicome name
Mea: e

Number of public eventsfe |~

Number of types of promol g, ., gy Target valus

Number of visibility elemen o

Number of thematic projee !:M"m 7 0.00 30,00 Acive
Number of newly elaborate 000 400 Active
Number of peopie directy | om0 75000 Active
0.00 626,00 Active
000 30,00 Active
o 19,00 Active 1 Project managem.
000 200 Active 1 Project managem.
Programme indicator Programme  RCRB1 Completion of joint training 0.00 19.00 Active 1 Project managem...
Programme indicator Programme RCREA Organisations cooperating, 000 200 Active 1 Project managem.
LP- HR - Osnawna thola Visdim 70,00
P1-HU-UP 0,00
@ Delewe % Cancel

33. Deleting an indicator

3.1.8 Activities

Under this tab, information about the project activities grouped into activity groups can be
found. Activities under the Activity groups (AG) subtab can be edited, created and deleted
using the usual function buttons. All activities of the project are displayed cumulated under
the Activities subtab, where only the view option is available.

P ——— e T T

Tatal AG indicative buget (EUR)

195820

8 307,66
for the school 249 088,65
Ethening of STEM skils of primary schoal students 8198,30
STEM 388307

34. Activities list

Each Activity group has its activities and indicators collected under the subtabs of the same
names. Indicators cannot be edited here, for information on indicators, see section 3.1.7.

Normal project / Activities - View ®
AGID AG type 4G name Total AG Indicative budget (EUR)
2| | communication Communication 830766

35. Anindividual Activitiy Group with Activities and Indicators subtabs

Creating a new Activity group is initiated by the Add (+) button under the Activities tab. On
the opening form, an ‘AG type’ must be selected, and a specific ‘AG name’ must be provided.
If the ‘AG type’ selector is empty (not rolling down any choices), then the maximum number
of all types specified in the CfP is reached, no new AG can be created.

INTERREGH+ IT System 19/28



Co-funded by
the European Union

INTERREGY: o interres

Hungary - Croatia

PROJECT CREATION AND CONTRACTING - USER MANUAL FOR FRONT OFFICE

Normal project / Activities - New ®

AGID A6 type + AG name *

000

W B E

AG name AcTVITy type ActvEy name Actvity dgscnpuan s 1 Esumated costs (EUR)__Tangible outputs

m v Validate % Cancel
36. Creating new Activity group

Selecting a pre-existing AG from the list for modification allows modifying the ‘AG name’
(except for the ‘Predefined’ one(s)) and all the activities of that specific AG, but not the
indicators. Indicators can be modified through the indicators tab, described in section 3.1.7.

Normal project / Activities - Modify

Totsl AG indicative budget (EUR]

37. Activitiy Group opened for modification

Deleting an AG is only possible if all activities and indicators of it are also deleted, otherwise
the system will send an error message to remind the user to deal with them first.

For AG(s) where at least one activity is linked to any Infrastructure element, the Delete icon is
inactive; first the activity’s association must be ceased.

A Error ® ®
ACTIIty Group can not be deleted. There are relaced entities: Nl project / ACTVITes ¢ ACCIKy, Normal project/ Indicator
610 AGype Total AG Indicative budget (EUR)

5| | Acwvity Group : - - - | [ Development of learming madls, practical work I teaching in STEW 388307

S ® ® Foundt ™ X E

51 5 Development of learn 1 Hormal Development of lear... By developing innawative le... Croatia Bjelovarsko-bilogorsk . Daruvar and Pecs 383,07 Teachers, student  Active

i Delet= % Cancel
'

38. Deleting an Activity Group and the error message

After having selected an AG and accessed it by Modification, its activities can be also edited.
The selected activity can be viewed, modified, deleted and new one(s) can be created if the
CfP rules allow it. (In each CfP, the minimum and maximum number of activities per outcome
is determined. If within a given AG the maximum number of active activity is reached, the Add
(+) button is not available any longer.

Creation of a new activity is initiated by the Add (+) button. In the opening form the ‘Activity
type’ must be selected and ‘Activity name’, ‘Activity description’, ‘Country’, ‘Nuts III’, “‘Exact
location’ and ‘Tangible outputs’ must be provided, and the form shall be saved. As soon as the
new activity is saved, it appears in the list.
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Normal project / Activities / Activity - New ® ®

Estimated costs (EUR)  Activicy ID Actiity type * tal AG Indicative budget (EUR)
3 000 2 || 5. Development of learning models, practical work in teaching in STE Norma x ]| 388307

C ® ® roundlrecords +

Activity name *

Rctivity deseription

ACTVIY (RamDE: AGID-

Country * Nuts 11
51 5 Development of learn. . Pecs 3883,07 Teachers, student Active.

Tangibie autputs *

39. Creating a new Activity
During the modification of an activity, its ‘Activity name’, ‘Activity description’, ‘Country’, ‘Nuts
III’, “Exact location’ and ‘Tangible outputs’ fields are available for editing.

Normal project / Activities / Activity - Modify ® ® ®

otal AG indicative budget (EUR)

40. Modifying of an Activity

Deleting a selected activity is only allowed if no other ‘entity’ is attached to it, i.e. no budget
item is attached to it and it is not selected to any partners in the activity plan. If the activity is
‘linked’ to any of the before mentioned entities, the system will send an error message. Thus,
in order to successfully delete an activity, it shall be first replaced with another activity in all
budget items (see section 3.1.4.5.1 for details); and all references in the Activity plan must be
removed (see next section for details).

If an Activity is associated with any Infrastructure element, the Delete icon is not active; among
the above associations, this also must be eliminated.

A frror % ® ® ®
= . stmated costs (U At ACTMUe/ ATy kb ekt There are rlaced e Amwmn,olnwwv-rm:ns-( Acuviy type -
[ 3 388307 T Normat E 3807
(in mon Activity name.

: S —
P © ® © rondireos + B2 8 e MEE

int engagny

the futura. 7 and
techiology, stuttents wal not only gain - of science, technaie

] . —
d Y Y. - W
wgneenrg, Geveigpment for ot sucying  praccng wn
Smar g .
S a e e eme
oy wm
crossa Belovarsio dlogorska tupan i
txact ocaton v
B oo x Concel

41. Deleting an activity returns an error message if the activity is ‘linked’

3.1.9 Activity plan

Under this tab the implementation of project activities can be planned by connecting them to
reporting periods and partners. During the modification these connections can be modified,
or new ones can be created.
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Main data _project pare_Rapartngperioce _Budget_Incicators_Acivies |17 Ocherinto _nfrasaucire _Parer withou bucget_Documents _ Modifcation decal_Evalusionresult_Campeion

W EE

LP - HR- Osnowna Skola Viadim

ool

11 P1-HU- U

0
B

Infarmation snd publlciey
21 LP - HR - Qsnovia Skola Viasim
P1-HU-UP

NENNEES
DEENGED S

EE

22 Initl canference

2 LP - HR - Osnovna Shola Viagim
P1-HU-UP

Finel Cenference InPecs

23 LP - HR - Osnovna Shola Viagim

23 P1-HU-UP

OOR0OXEEREEER EEE

oomoo
B

oomoo

mamoo

42 Activity plan

Activities and partners grouped by AGs are shown in rows, and reporting periods of the project
are displayed in columns. In every intersection there is a checkbox, where a tick can be set to
assign the given partner and activity to the reporting period, indicating that the given activity
is planned to be implemented by the given partnerin the selected reporting period. An activity
can be assigned to multiple reporting periods. If a given activity is implemented throughout
the entire project duration, the All checkbox at the first column can be checked and the system
checks all reporting periods automatically. Existing associations can be removed by unticking
the checkbox in question. Each activity must be associated with at least one reporting period,
if not, the corresponding error message will be sent.

Validation messages ®

Q The Activity plan is deficient. Each Activity must be committed to at least one Reporting period. §

[,
i i e (T

43.Error message due to deficient Activity plan

3.1.10 Other info

Under this tab, information about the project Questions can be found (imported directly as
the Project description questions in the Application); the ‘Explanation’ of each question can
be modified, if necessary. Please note that modification of them is allowed only in exceptional
cases upon prior agreement with Programme manager of the JS. New Questions cannot be
added to the list, as the Questions are pre-determined for each CfP, the system lists them
automatically.

Maingata Projeccpart Reportngperiods Budget indicators Acovives  Activity pian [[ZUIS ) mfrostructurs  Parcner without budget  Documents  Modification detall _ Evaluation result_ Compistion

44 Modifying an Other info/Question
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3.1.11 Infrastructure

Under this tab information about the project infrastructure elements and locations can be
found. Each infrastructure element contains at least one location. Existing infrastructure
elements can be viewed, modified, deleted (if no active Location is recorded within and the
infrastructure element was created in the given process step; pre-existing infrastructure
elements cannot be deleted) or new elements can be created.

Mainaata Projeccpart Reporungperiods Budget Indicators Acoviues  Activity pian Omnar info [T ") Parcnaer without budge:  Documents  Modification decall _Evaluation resuit _ Conpietion

G ® @ Foundzrecorss + 1 &
ain s

45. The Infrastructure list screen

When adding a new infrastructure element, the associated ‘Partner’, ‘Permit’, ‘Permit status’,
‘Related infra element’, and ‘Description’ values must be provided. When all mandatory fields
are filled, the Add (+) button under the Location subtab also activates. Thus, location record(s)
can be added in the same step. Once all data are provided, the newly added infrastructure
element must be saved.

Narmal project / Infrastrueture - New @ @
Project Project acrg ntra 10 Pariner + Permi - Permit status *
HUHRI2801/4.2125 © | sman G
uuuuuu tim menths) Suart o project + End of proje. felated infro clement

© gD [reee——

291 -HU-UP O ® ® norswrosrouna " = Smal renovation work on two class raoms

Location 10 numer Qvener Prog o property omners... - Description

46. Creating new infrastructure element

When modifying an existing infrastructure element, the exact same fields are editable than
during creation. Also, modification of location(s) within are also possible.

Under the Location tab, a new Location record can be initiated by the Add (+) button. In the
opening form, ‘Lot number’, ‘Proof of property ownership’, and ‘Description’ information
must be provided.

MNormal project / Infrastructure / Lacation - New @ ®

ppppppp Lot number +

L2 - HR - Dsnowna Skola Wadim |

Maindata Projeccpars Reportingperiods Budget Indcat:

C @ @ founazrecorss + @ @ © roof of

47. Location of Infrastructure element

In modification of a pre-existing Location record, the exact same fields are editable.
Deleting a Location record results in changing its ‘Status’ from ‘Active’ to ‘Inactive’; the record
will not be removed from the list.
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Maindata Projectpart Reportingperiods Budget Indica:

C @ @ Foundirecrss + B @ &

2 P1-HU-UP

48. Deleting a Location record

3.1.12 Partner without budget

Under this tab, information about those partner(s) of the project can be found who does not
have a budget. Viewing, modifying, deleting or creating a new record is possible.

49.Partner without budget

Adding a new record is initiated by the Add (+) button. After filling in all mandatory fields, at
least one activity must be added to the Partner by the Add (+) button under the Activities
subtab. After all necessary data has been provided, the form must. New activities cannot be
created, activities can be selected only from the existing project activities.

Normal project / Partner without budget - New

®

vaide  x Cance
50. Adding a new record — Partner data

Modification of any partner without budget record is allowed with no restrictions.
It is only allowed to delete the partner without budget record, which was created in the same
step of the modification process.

3.1.13 Documents

Under this tab, a pre-organized folder structure can be found where documents associated
with the modification are listed. Supporting documents can be upload into the Supporting
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documents folder (to support the justification of the proposed modification(s)) by accessing it
and using the document upload button.

The Final documents folder contains the system-generated modification documents upon JS
approval of the modification proposed. During the Front Office process, it is usually empty;
upload is not allowed.

The Completion folder is for the JS to upload the completion request. As it is accessible during
the completion, upload is not allowed here; see section 3.1.16.

Folders can be selected and opened by double-clicking on the name of the folder in the list or
by clicking on the arrow down ( ¥ ) after selecting a folder from the list. The arrow up (* ) shall
be used to move up in the folder structure (e.g. to return to the list of folders). The maximum
size of a document to upload is 50 MB.
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51. Documents

3.1.14 Modification details

It is a complex, dynamically changing screen depending on the modifications made. Detailed
explanation (reason) of the modification made must be provided here to justify the changes.
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52. The Modification details dynamic list screen

The screen is divided into two parts, the upper part contains general non-editable data, the
Subject field, and different fields, where the project elements are grouped by theme. Such
field is, for example, the Project part data (by partner), here the justification of changes made
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in the given partner data (e.g. address change) can be provided. The Subject field is always
mandatory, the obligatoriness of all the other fields are set dynamically depending on what
elements of the project are modified. Each field has a maximum 5000 characters capacity; the
form grows dynamically and becomes scrollable to accommodate the provided text.

At the bottom part of the list, there is a Modification details subtab, under which entries
dynamically appear depending on which elements of the project are modified. For example, if
any element of the budget (e.g. unit cost, description, payment forecast, etc.) is modified, the
Project part / Budget entry appears. In the ‘Data type’ column, the group name is shown (e.g.
Project part / Budget), in the ‘Data description’ column, if needed, further information is
shown (e.g. Project part ID) to help unequivocally identify which modified item shall be
described there. Under this subtab, no entry can be modified, these are only for display.

3.1.15 Evaluation result

Under this tab, the system lists those error(s) caused by modification(s), which contradicts
with approved project reports and or project partner reports. In the list the error type
(warning or error) and the conflict of interest (project report or project partner report) along
with the error message and a ‘solution proposal’ are displayed. Data recording or modifying is
not possible.

53. The Evaluation result tab and corresponding error messages

While an ‘error’ type error blocks the process (i.e. without eliminating its source, the process
cannot be sent to the next step), a ‘warning’ type error will not block the process. However,
the warning type error may block the process on the Back Office site (i.e. during the JS
approving the proposed modifications), thus each warning is advised to be consulted with the
JS to avoid unnecessary complications. (Such a warning issue is the reduction of the ‘Target
value’ of an indicator below the amount already approved in the project report(s), because it
is not allowed in general, however, the JS can decide to reapprove the PR(s) so that the
approved amount of indicator is reduced, as well.)

Furthermore, note that such validations run in each step of the Front Office process, i.e. it is
possible that the prepared project modification has been sent to the signatory user, but its
submission is not possible, because a report has just been approved in the meantime.

3.1.16 Completion

Under this tab, information about the completion round(s) can be found, most importantly
the completion deadline, and justification (issues to be completed) provided by the
Programme Manager. When a project modification is sent back to completion, the user is
notified by a system-generated email, where the completion letter is attached.
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54. The Completion tab

In the completion round the questions raised and corrections requested by the Programme
Manager must be addressed. For this, the ‘Comment on completion’ field is mandatory to fill
before the project can be submitted to the Joint Secretariat for further evaluation. After
selecting the current completion entry from the list, and accessing it by the Modify button, a
form opens. The Comment on completion field can be edited by the Modify button located in
the upper right corner of the field. Changes made must be saved.

Please note that if completion is not submitted by the deadline, the completion process can be
terminated by the Programme Manager. In such cases, the project will be submitted in the
actual state.
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55. Completion — Comment on completion

3.1.17 Concluding the prepared project modification

There are various built-in validation rules based on which the system checks the recorded
modifications. If any of those rules are violated, the system sends error message(s) upon the
user tries to send the project modification process to the next step. The errors listed must be
corrected before the process could be sent further. The validation check activates either by
pressing the Validate or the Send for signing action button. Note that some validation rules
are built on the Save buttons of forms, those issues must be corrected before the form can be
saved. The error messages contain proper information to help tackle and solve the issue. Upon
complying with the validation requirements, the process moves to the next step by the Send
for signing button.

3.2 E-SIGNING AND SUBMITTING THE PROJECT

After the project modification is fully prepared by the recording user and sent for signing, the
process moves to the signatory user. The signatory user cannot edit the project, if further
editing is necessary, the project must be sent back to the recording user by the Back to
modification button (Task comment must be filled before). By pressing the Sign button,
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located at the bottom right of the screen, the project modification is submitted to the
Programme Manager.
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56. The final E-sign step of the project modification process

4. INTERREG+ TECHNICAL SUPPORT

Should you have any technical issue concerning INTERREG+ IT System functioning, please
contact INTERREG+ Support Team at the iplussupport@szpi.hu e-mail address.

To support your case, please, provide a description of the problem with as much details as
possible, and always attach screenshots, of which the entire screen is visible. Additionally,
please provide the Project (Part) ID and the username.
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