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1. ON-THE-SPOT VERIFICATIONS / CHECKS

1.1 Introduction

This guide was drafted within the framework of the contract "Implementation of the Monitoring
Information System (MIS)" in compliance with the requirements of the Programming Period 2014-
2020.

The objective of the guide is to help users become familiar with the Monitoring Information System
(MIS) of the Ministry of Development and Investment and the actions they need to follow in order
to record the on-the-spot verifications conducted by the Managing Authorities, the inspections of
the Certification Authorities, the Checks of the Control Authority and the Checks of the European
and other National Authorities.

1.2 Generate a Preliminary Verification Report

The On-the-spot Verifications consist of two categories of version, Version 1.0 for the Preliminary
Report and Version 2.0 for the Final one. The Check/Verification S/N is the same in both versions
and each version has its own ID.

1. Enter the Project and Program Management System, (see Section 2.1 of the "Application
Interface" manual).

2. From the Main Menu of the Project and Program Management System select the path: ETC -
Verifications/Audit - On-the-spot verifications (section 4.2).

On-the-spot Verifications

=D

No results.

3. On the interface appears the search screen of the On-the-spot verifications, as shown on the
figure below.

On-the-spot Verifications E
el L -|

More Criteria +
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+Create
4. Select -

5. A pop-up window appears with a mandatory field "Select Audit Phase" with the values
"Preliminary" and "Final Report":

Create On-the-spot Verification / Verification x

Select Audit phase *

Select

Create

Preliminary Report
Create Modification - Corrigendum | Final Report

D

6. By selecting the value "Preliminary Report" the options "Create" and "Create Modification-
Corrigendum" are activated. By selecting "Create" the mandatory fields "Verification Type" and
"Audit Authority" appear. The user selects from the lists the desired values for these two fields
and finally selects "Accept".

Create On-the-spot Verification / Verification X

Select Audit phase * Preliminary Report |:'I

@ I Create

Verification Type: * Select > |

Audit Authority: * Select il

Create Modification - Corrigendum

7. The types of Checks for the On-the-spot verifications of Interreg Projects are the ones related
to the checklists of the Project and Program Management System and are the following:

For the "Verification Type" select always “104. ETC On-the-spot Verification” and for the
"Audit Authority" select “Managing Authority”.

8. The system activates the screen entitled "On-the-spot Verifications - Create", as shown on the
following Picture.

9. The system updates the fields of section "A. General Data" using the data from the generation
window and pre-completes the code of the “Created By” and the “Version Type”:
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On-the-spot Verifications - Create
A B CoDE &

[ Moo R

Vedification status: () Status: ()

on: 1.0
©A. Goneral Data

Audit Authority Managing Autharity

eriication/Auds List ETC On theSpot Verifications

Created by 100104 -

Phase pretminary Report rsion nmal
— — -

Select

m o o
L}

m

10. To save the Preliminary Report, fill in the following mandatory data:

1. Accounting Period (it concerns the previous semester from which the “on-the-spot”
verification” takes place), Start Date of Verification and Check Start Date of Verification

under section "A. General Data"

On-the-spot Verifications - Create
A B CDE®

D D CID D

SIN:  Version: 1.0 Verifieation status: () Status: ()

QA G Data

Verification/Audi List ETC On-the- Spot Verifications Audit Authority. Managing Authority

Created by 100104 -
Version Typs: mmal

2. Of at least one entry on the table of section "B. Objects"

[
o

Object Primary Verified Expediture Actions

- If the user chooses “Create” for the first save without having filled in the mandatory fields,
the system does not allow him to save.

i Error

Registration of Verification Start Date is mandatory,
Registration of Verification Stop Date is mandatory,
Registration of acounting year is mandatory,

Please add at least one Verification Object

@ Note: Section 2.5.1 of the “Application interface” manual presents in detail the way of
adding, editing and deleting data on a table of the application.

@ Note: In field “Verification Plan S/N” the controller must enter the number of planning of
the On-the-spot verification, only if this is described in the approved Management and Control
System of the Programme. In this case, the number in question will be sent to the controller by
the relevant National Authority, following a relevant communication.
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@ Note: Accounting years (periods):
1*. From 1-7-2014 to 30-6-2015
2", From 1-7-2015 to 30-6-2016
3", From 1-7-2016 to 30-6-2017
4™ From 1-7-2017 to 30-6-2018
5", From 1-7-2018 to 30-6-2019
6
7
8

" From 1-7-2019 to 30-6-2020
™ From 1-7-2020 to 30-6-2021
" From 1-7-2021 to 30-6-2022

11. By selecting m , the following pop-up window appears. The user selects "Object Type" with
the value “MIS/Beneficiary”. After completing the mandatory field " Object Type " the search
lens button of the field "Object" is activated, showing values relevant to the selected " Object
Type " e.g. for Sub-project the ‘MIS/sn of the sub-project’ ‘5001485/2’. He selects the relevant
MIS/beneficiary and selects the check box "Primary" which is mostly related to the checked
object. Finally, he selects "Accept"”, where the system introduces the data on the table and
"clears" the window fields for the next entry. By choosing "Close", the pop-up window closes.

Add Object x
Object Type: * Select |:'I
Object: * Q Fill in the MIS and press the lens to select from the list.
Primary:
=) C=)

ETC On-tho-Spot Verifications Managing Authority

1100108

Preliminary Report

o o p

Protocal Details

© 8. Objects

=D
© C. Findings/Recommentation
13. The create message appears. Select "OK" to close the message and return to the screen.

- The system attributes a unique s/n to the verification, Version/Sub-version 1.0, Check Status
‘Being processed" and unique identification number (id).
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The screen changes from "On-the-spot verifications - Create" to "On-the-sport verifications/

Edit" and the option "Create" is replaced by

14.

On-the-spot Verifications - Edit

Verification S/N: 3184  Version: 1.0 Verification status: (Being processed) Status: (Being processed)

Fill in the other Objects (if any) to the table of Section "B. Objects". For every Object that has

been entered, by clicking on @ a sub-table "Verified expenditure per accounting period" is
appeared.

Verified Expediture

Verified Expediture per accounting period

Accounting Period Romarks Accounting Pariod Yoar

The user selects o) on the sub-table and the following pop-window appears, where the
user fills in the Accounting Period and the corresponding Amounts verified in each one of them.

Add Object's Expenses x

Accounting Period: * Select |

Amount: 0,00

He follows the same steps for all subjects and expenses verified per Accounting Period and
their totals appear on the Subject table.

Verified Expediture

150009,00

Verified Expediture per accounting period

Accounting Poriod Remarks Accounting Period Year

Sth Accaunting Perod 2 100.000,60

Bth Accoun

amy 50.000.00

o 150.000,00

= On the sub-table "Expenses verified per Accounting Period", the user makes an entry even
if the verified expenses are zero i.e. in case that the On-the-spot Verification is held to verify
the physical subject.
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- After completing this section, the user clicks on from the tool bar and moves on to
the next sections. It is suggested to the user to "Save" after completing each section.

15. Completing the table "Findings" on Section "C. Findings/Recommendation".

Findings

Recommendations

RecipientAF Bodies) Recipient{Other Bodies)

- The table "Recommendations is activated after entering a Finding, as shown on the warning
message "Please, make at least one entry under Findings".

16. By selecting mon the Finding table, the following pop-up window where the user
selects/completes:

e "Object": the Object (MIS/beneficiary) that were entered under section B.

e "Question/Prerequisite": The questions are related to the type of check and result
from the corresponding lists of the Management and Control System (MCS)

e "Finding": The findings are codified based on the list sent by the EU.

e "Finding Details": The user describes the finding.

Add Finding X
Object:
Question/Prerequisite: Q
Finding: * Q

Finding Details:

a

- Select from the tool bar. The system attributes a unique id number to each finding.

P C. Findings/Recommentation

Findings

Question/Prerequisite

1 5002571/2 10410 82

3
@

2 5002571/2 10417 152

17. Complete the "Recommendations" table under section "C. Findings/Recommendation".
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O C. Findings/Recommentation

RecipientAF Bodies) Financial Correction

. Note that one finding may be associated with many Recommendations.

18. By selecting D on the table of Recommendations, the following pop-up window appears,
where the user selects/completes:

e "Finding": The finding entered on the finding table appear

e "Recipient": This field is mandatory. The recipient of the recommendation may be the
Beneficiary of the project or the sub-project, the Managing Authority (e.g. for issuing
the financial correction) or a third stakeholder.

e "Description of recommendation": Complete this field as it results from the Preliminary
Report of the On-the-spot Verification. Then, after a recommendation goes through the
stage of the Objections leading to a new description in the Final Report, the description
will be adjusted accordingly.

e "Compliance Deadline": In the initial entry of the Check (Provisional Report), filling in
this field is not mandatory. It becomes mandatory at the Stage of the Final Check Stage.

e "Financial Correction": Pop-up list with options YES & NO. In case there is a Financial
Correction, the user selects YES.

Add Recommedation X
Finding: * Q
Recipient{AF Bodies): * Q| o
Recipient{Other Bodies): * Qe
Recommendations
Description:
Compliance Deadline: eg: 30-12-2000 §
Financial Correction: Select - |
Amount: 0,00

o D

@ Note: In the "Description of Recommendation"”, in_case there is a correction, the

controller must enter detailed description about the recommendation and "associate" it with
a specific correlation, category of expenditure and deliverable of a specific Table of
Expenditure (ToE) (e.g. on ToE with id 58432, a 1,000 € must be corrected from the correlation
with id 2456253, for the category of expenditure ‘staff’ and the deliverable 3.3). This detailed
information will help the JS to make the financial correction through the MIS.
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19. Complete the other Recommendations (if any). In each recommendation entered with a

FINANCIAL CORRECTION, by clicking on @ the sub-table entitled "Correction amount per
accounting year".

Recommendations

Reciplent{AF Badies) Recipient{Other Bodies) Recommendations Description Financial Correction

Correction Amount per accounting period

Accounting Period Remarks. Accounting Period Year

The user selects [+ on the sub-table and the following pop-up window appears where the
user completes the Accounting period and the corresponding Correction Amount:

Add amount for Correction x
Accounting Period: * Select -|
Amount: 0,00
=)

He follows the same procedure for all Recommendations for the amounts per Accounting
period and their totals appear on the Table of Recommendations.

Serial Number RecipientfAF Bodies) Financial Comrection

Correction Amount per accounting period

Accounting Period Remarks

Accounting Period Year

3000,00

4000,00

. If the recommendation concerns expenses that have not been submitted to the MIS, no
Correction is needed. The recommendation must describe what cut is required in the future
ToE, select ‘NO’ in the correction and do not introduce an Amount. The same finding must be
entered again by the controller at the administrative verification of the ToE where he will cut
back the amount.

. If the recommendation’s recipient is the Beneficiary and sets a compliance deadline, the
recommendation cannot include a correction proposal.

_ If the recommendation is related to actions that should be taken by the MA/IS of a specific
correction on recorded and future expenses (therefore a financial correction will be recorded),
the user selects YES on the correction field and fills in the amount for which a financial
correction will be submitted.
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20. Fill in the fields in section "D. Report Information". In the relevant section, enter the text fields
of the Final Verification Report according to the template of the Management and Control
System. The completion of the quantitative Data is not mandatory. The “Audit Authority Serial
Number” is completed ONLY in case that the On-the-spot Verification is held following a
relevant recommendation by the Audit Authority.

In fact, the controller completes the following fields on the screen:

"Project Scope": description of findings in relation to the physical object (the implementation
of the physical object in compliance with the funding contract and the legal commitments is
confirmed. Any problems or discrepancies are reported).

"Financial subject": Description of the financial object (1. The existence and accuracy of the
original supporting documents and the maintenance of a separate accounting account 2. It is
controlled whether net income has been generated during the implementation period that
would reduce the eligible expenditure according to the provisions of Art. 61(3) and 65(8) of the
Code 1303/13).

"Timetable": Description of the timeline (It is being controlled if the project is implemented
within the project timetable as presented on the approved application form).

"Observance of publicity rules": Description of the publicity rules to be observed (the
observance of the publicity rules is verified and justified accordingly (taking pictures of the
necessary signs that have been posted etc) and it is being examined in accordance with the
relevant field of the application form and the programme’s publicity Guide).

"Beneficiary compliance to other audits": Compliance with the recommendations of previous
On-the-spot inspections and controls of control bodies (Certification Authority, Control
Authority, EU (the measures taken by the beneficiary following recommendations of the
Managing Authority and other control bodies which are pending is stated).

"Comments ": Comments/remarks by the controller.
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© . Report Information
o son submission date :

1]
m

21. Fill in the table in section "E. Controllers/Participants".

On the same table, enter the controllers (the data of the controller that participated in the On-
the-spot Verification) and the Participants (the data of the Beneficiary’s representatives).

O E. Controllers / Participants

Controllers  Participants

22. By selecting = of table, the following pop-up window appears. The user completes
automatically the data of the Controller/Participant using the lens of the field "Select" or types
them. Then he selects one of the two roles from the mandatory field "Controllers/Participants".
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Add Controllers/Participants x

Select: Q

Surname *
Name *
Telephone
Email
MAIB Unit
Expert

Role

Service/Body
—

Controllers | Participants *

Auditor / Controller
Participant

23. Complete the section "Attachments" according to the instructions under the section 2.5.2 of
the manual "Application Interface". The attachments concern the accompanying material of
the report. The controller must attach the verification control checklist, duly signed, selecting
the “check list” choice. Without this choice the system, during the “validation” will appears
an “error” message.

Stow 10 [+ enmes

s T CEED o

Attachment category ] File Name - Description ] igin [ al ] File Size (MB) 4

Ho data avalable in table

Showing 0 to 0 of 0 enries

Edit Attachment x

Step 1: Select the file on your computer that you want to attach.

Select file: Ho file has been selected

Step 2: Select the category of the document (file)

On the Spot Werification Preliminary Report
== it Werification Final Report

Checklist

el Joctuments

Comments

Show in the Electronic Folder Valid
Crigin

[ Statement of non-attachment

D
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24. The section "History" presents the history of the report changes.

History Changes

Date and Time Bulletin Status User Name [er— Email Recipients

5012020 120 Being processed NTERREG3_43 A new Record has been created with code 5026

25. Select @ from the tool bar and a message of successful editing appears. Select "OK" to
close the message and return to the screen.

26. Select from the tool bar.

- The system performs validation controls and displays a pop-up window with any errors —
warnings. The user must make the necessary corrections in order to allow the finalization of the
report.

@ Section 2.5.4 of the "Application Interface" manual describes in detail the validation.

27. Select [ - from the tool bar with the possibility to print in pdf or doc format the
document "On-the-spot verification report". The On-the-sport Verifications displays the option
"Document Info", which are filled in by fields of the report and tables of the database and are
parametric per MA and Type of Document. Therefore, the user has the possibility, when he has
the same data e.g. "Internal Distribution" to display their data pre-completed in order not to
have to complete them every time he prints the produced document.

Document Info x
Consignor (Ministry) Ta Mevikd IToixeia £xouv Tapaxlei amé 1o clomua
Sender (Address) EYATQN ENIXEIPHEAKON o Mivakag AmoBerriv
MPOrPAMMATON TOY ZTOXOY EYPONAIKH
EAADIKH IYNEPTAZIA
Tay. Avon: AEQ®. TEQPTIKHE ZXOAHE 65
MYAAIA BEZ/KHE, 57001
Tk 2310459652
Fax 2310469602
Position of Final otan uroypdgonta Final Signatory Name P ———
Signatory
Attachments
Notification
Internal Distribution
Acceptance table 1 AMIOKENTPQMENH AIOIKHEH HMEIPOYIAYTIKHE MAKEAONIAT i
2. FONDAZIONE CENTRO EURO-MEDITERRANEQ SUI CABIAMENTI CLIMATICI T
D Reset lo default @

- The user can enter and correct the data and save @the changes and retrieve the original

data using the option D Reset to defauit |
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28. Select

from the tool bar to go back to the search screen.

29. - Ifthe user selects “Previous Page”, the system displays the following warning message:

Warning X

Changes that may have been made to the data, will be lost. Do you want to
continue?

© O

If the user has entered data and does not wish to save them, he clicks on “Yes” to return to the
search screen. Otherwise, he chooses “No”“, saves, chooses “Previous page” and clicks on “Yes”.
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1.3 Finalization of a Preliminary Verification Report

To “Finalize” a Preliminary Report, the user follows the following steps:

1. A search menu appears on the interface and the User makes a search of the Report and selects
the “Finalization” action on the table of Search results.

onihespe =z

3181 Q SelectStatus -

SsledCoumns  Show 10 |+ |entries Search

Verification SN Verification Type Audit Authority  § Accounting Period ]

] ETC On-the- Spat Veriicatians Preliminary Report Managing Autharty Bth Accourting Period 28012020 100104 Being processed 5026

Shawing 110 1 of 1 entiies

2. The system displays the screen entitled “On-the-spot Verifications - Finalization®, as shown on

MFinalization
the following picture. The user selects from the tool bar.

Siaibgesagiaderifications - Finalization o
o —— ,

ion: 1.0 Verification status: (Being processed)  Status: (Baing processed) 0: (50286)

|© C. Findings/Recommentation

|© D. Report Information

3. A pop-up window appears with a field for comments or remarks about the finalization and the
user selects “OK":

Action Confirmation x

Warnings

For Actions 'Submit' and 'Return’ you can send a small message to accepter. (up to 500 characters). For further actions you can
leave a comment or note

Do you want to continue Finalization ?

o

4. A generate message appears. Select “OK“ to close the message and return to the screen where:

1. The Status changes from “Being processed” to “Preliminary Check Report” and the
Report status changes from “Being Processed” to “Final”.

2. The screen from “On-the-spot Verifications - Finalization“ changes to “On-the-spot
Verifications -View” and the option “Finalization” is replaced by the disabled option
MSave
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- ATTENTION: The (On-the-spot) Verification Preliminary Report and the Preliminary Checklist
and any other documents concern the On-the-spot verification, should be sent to the beneficiary
through the option “Contact” (or via e-mail if the relevant option is not activated yet). The
beneficiary can submit any objections to the controller (according to the National institutional
framework and within the deadline set out in the Management and Control System of each
Programme) by email. The controller examines the beneficiary’s objections and moves on to the
next stage i.e. “Generate a Final Report” as described below.

1.4 Generate a Final Verification Report

Generating a Final Verification Report requires the existence of a finalized Preliminary Report.

When there are Findings/Recommendations, the process for entering a Final Verification Report is
as follows:

e
1. By following the steps 1 to 5 described in par. 1.2 herein and by selecting on the pop-
up window, the user selects the value “Final Report”, selects the radio button “Create” and the

Q

mandatory field “Verification S/N“, where the user through the lens selects the “Audit

S/N“. Finally, he selects “Accept”.

Create On-the-spot Verification / Verification

Select Audit phase * Final Report hd

@ Create

Verification S/N * Q

Create Modification - Corrigendum

2. The system activates the screen entitled “On-the-spot Verifications — Create a New Version®, as
shown on the following picture copying the data of the selected Preliminary Report.
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On-the-spot Verifications - Create New Version [ Openarv | ciose aia

Verification SN: 2854 Version: 20 Verification status: [Temporary Checklist Report] Status: () D: [}

QA General Data

Verifcation/Audit List: ETC On-{he-Spot Verifications. Andit Authority: Managing Authority

Crestedvy 1100104 - MANAGING AUTHORITY OF EURDPEAN TERRITORIAL COOPERATION PROGRAMMES

Phase: Final Report

End date of Verificaion: * 15112018

- The system displays the same “Verification S/N“ and the “Temporary Checklist Report”
verification status, increases the Version by one unit, from 1.0 to 2.0. The Report Status and the
unique identification number (id) will be attributed through the option “Create New Version“.
Finally it clears the Protocol Details (number and date).

M Create New
3. Select from the tool bar.

- The system attributes the “Being Processed” status to the report and a unique
identification number (id).

The screen “On-the-spot Verifications— Create New Version“ changes to the screen entitled “On-

the-spot Verifications - Edit“ and the option “Create a new version” is replaced by@ .

4. To enter the Objections, the user moves to section “C. Findings/Recommendations” and on the

Table of Recommendations. He selects “Edit” in the recommendation for which objections
were raised and the pop-up window appears displaying three new fields:

e (1) “Objections submission “: enter the reference number of the document which
contained the beneficiary’s objections. The document will be attached to the
attachments.

e (2) “Objection examination”: The Controller’s evaluation is registered

e (3) “Objectio result”: One of the relevant values on the list is selected:

e (4) “Compliance deadline”: Fill in the compliance deadline of the recipient of the
recommendation in case it had not been completed in the Preliminary Report.

- By selecting “Discard” or “Partial accept”, the recommendation must be monitored
to ensure its compliance. When the user selects “Accept” or “Compliance”, the
recommendation does not need any further monitoring.

The user completes the above fields and selects “Accept”.
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Edit Recommedation X
Finding: * 89 Q Other ineligible expenditure
Recipient(AF Bodies): * 5040030 Qo CHAMBER OF IOANNINA
Recipient(Other Bodies): * Q o
Recommendations The amount of 89,69 must be deducted in Deliverable 1.2. The total certified amount after the

reduction for Del. 1.2/ staff costs should be 1.091,59.

The amount of 170,44 must be deducted in Deliverable 1.3. The total certified amount after the
Description:

Objections Submission:

Objections Examination:

Objections Result:

Compliance Deadline: eqg: 30-12-2000 ﬁ
Financial Correction: Yes
Amount: 260,13

)

We repeat the same steps for the following recommendation for which objections were raised.

- ATTENTION: If accepting the objections implies a change in the correction amount, the
controller can proceed to its adjustment.

- ATTENTION: In case there were objections by the beneficiary, the controller must attach to
the screen the beneficiary’s relevant document as well as its justification for accepting or
rejecting the beneficiary’s objections.

Recommendations

RecipientAF  Recipient{Other
Bodies) Bodies)

The user follows the steps described in unit 1.2 for completing the Protocol Data of the Final
Report (in order to be allowed to finalize the report), Save, Validate, Print and Return to the
search screen.

Finally, he attaches the final “Verification control checklist” duly signed.
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1.5 Finalization of the Final Verification Report

To “Finalize” a Final Report, the user follows the steps described in section 1.3 selecting at the
Check Stage the value “Final Report” with the following results:

1. The Status changes from “Preliminary Report” to “Final Report” and the Report’s Status
changes from “Being Processed” to “Final”.

2. The screen changes from “On-the-spot Verifications - Finalization” to “On-the-spot
Verifications/ View” and the option “Finalization” is replaced by the disabled option .

On-the-spot Verifications - View [ openarv || closeatia ]

Verification SIN: 2688  Version: 2.1  Verification status: (Final Checklist Report) Status: (Final) 1D (4955)

0 A. General Data
O B. Objects

© C. Findings/Recommentation
© D. Report Information

O E. Controllers / Participants

O ? Attachments (3)

© 2 History

1.6 Generate a Corrected version

1.6.1 Generate a Corrected Version of a Preliminary Report

For the Corrected Repetition of a Preliminary Report, on the one hand, the Preliminary Report must
have been finalized and there must not be a finalized Final Verification Report. When generating a
Corrected Version of the Preliminary Report, the sub-version of the report changes from 1.0 to 1.1.

By following the steps 1 to 5 described under par. 1.2 herein and selecting on the pop-
up window, the user selects the value "Preliminary Report", he selects the radio button "Create
Modification - Corrigendum" and the mandatory field "Verification S/N" appears, where the

=

user, using the lens Q selects the "Audit S/N". Finally, he selects "Accept".
Create On-the-spot Verification / Verification X
Select Audit phase * Preliminary Report I:'I
Create
I @ Create Modification - Corrigendum I
Verification SIN * Q

o o
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The system activates the screen "On-the-spot verifications - Create Modification -
Corrigendum”, as shown on the following picture copying the data of the selected Preliminary
Report.

[ openanv || Claseaiia |

A B C. D E &

10:

= The system displays the same "Verification S/N" and the check status "Preliminary Report",
increases the Sub-version by one unit, from 1.0 to 1.1. The Report Status and the unique
identification number (id) will by attributed by selecting "Create Modification — Corrigendum".

M Create Modification - Commigendum
Select _ from the tool bar.

-~ The system attributes the Report Status "Being processed" and a unique identification
number (id).

The screen changes from "On-the-spot Verifications — Create Modification — Corrigendum" to a
screen entitled "On-the-spot Verifications - Processing” and the option "Generate a Corrected

Version" is replaced by @

4.
5.

The user can edit the desired fields in the new sub-version of the Preliminary Check Report.

The user follows the steps described under section 1.2 to Save, Validate, Print and Return on
the search screen.

The user follows the steps described under section 1.3 to Finalize the report.

1.6.2 Generate a Corrected Version of a Final Report

A Final Verification Report needs to be finalized before a Corrected Version can be generated.
When a Corrected Version of the Final Report is created, the sub-version of the report changes
from 2.0 to 2.1.

1.

The user follows the first step described under Section 1.7.1 selecting the Check Stage and the
value "Final Report".

The screen "On-the-spot Verifications — Create Modification — Corrigendum" is activated as
shown on the following screen copying the data of the selected Final Report.

[ ovenarv [ ooscana’

A B C D E &
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- The system displays the same "Verification S/N" and the check status "Final Report", increases
the sub-version by one unit, from 2.0 to 2.1. The Report States and the unique identification
number (id) will be attributed with the option "Create Modification — Corrigendum".

M Create Modification - Comrigendum

3. Select from the tool bar.

-~ The system attributes the Report Status "Being Processed" and a unique identification
number (id).

The screen from "On-the-spot Verifications — Create Modification — Corrigendum" changes to the
screen entitled "On-the-spot Verifications - Processing" and the option " Create Modification —

Corrigendum" is replaced by the @
4. The user can edit the desired fields in the new sub-version of the Final Verification Report.

5. The user follows the steps described under section 1.2 to Save, Validate, Print and Return on
the search screen.

6. The user follows the steps described under section 1.5 to Finalize the report.

1.7 Search On-the-spot Verification
1. Enter the Project and Program Management System (see Section 2.1 of the
“Application interface” manual).

2. From the Main Menu of the Project and Program Management System, he selects
the path: ETC = Verification/Audit = (3) On-the-spot Verifications (section 4.2).

On-the-spot Verifications

3. On the interface, the search screen of the On-the-Spot Verifications appears, as shown on the
following figure.

f Bfenisn - ANNTERREGIG + @

On-the-spot Verifications.

Version 1.0 Page 23 of 26



User Manual
Controls
On-the-spot Verifications / Controls

4. The "main" search criteria are the following:
e Veriifcation SN: Numeric Field
e MIS Code: Numeric field (list of values from lens search button)

In the field "MIS Code", the user has the possibility either to type the desired value or

n n Q . .
choose the "search lens to search and select a value from a list of values:
Select Project (MIS)
Show 10 E\ entries Search
Project Code .
J(MI 5 Title 4 Status &
5000000 Opif6wmizg BiopBuosig
5000601 Technical Assistance of the INTERREG V-A GREECE-BULGARIA 2014-2020 Cooperation Programme GREECE
5001106 Texvicri BoriBeia EAAaBa-Kimpog 2014-2020_
5001248 BalkanMed Technical Assistance - Transnational managerial expenses
5001767 Technical Assistance of the Cooperation Programme INTERREG V-A GREECE-TALY 2014-2020
5002511 Technical it of Interreg IPA Ci border Cooperation Prog * Ib: 2014-2020" a/a 2
5002571 Operational Flre Danger preventlon plAtform 2
5002638 E-government senices and tools fom regional governments and regional development bodies to support and coordinate the regional research and innovation capital
5002718 Development and valorisation of port museums as natural and cultural heritage sites
5002747 Technical Assistance of IPA CBC Greece - the Former Yugoslav Republic Of Macedonia Programme 2014-2020
Showing 1to 10 of 308 entries First Previous - 2 3 4 5 3 Next Last

More Criteria ~

e Select Status: Pop-up list with the following values:

[ selectStatus
Select Status
Being processed
Temporary Checklist Report
Final Checklist Report

Check completed

5. The “More Criteria” search criteria appear by selecting “More Criteria” and are the following:

More Critena v

Q D Select Staus |:-

e Verification Type: Numeric field (list of values from lens search button)

e Audit Authority: Numeric field (list of values from lens search button)

e Created By: Numeric field (list of values from lens search button)

e Accounting Period: Numeric field (list of values from lens search button)

e Verification S/N Audit Authority: Alphanumeric field

e Verification Plan S/N: Numeric field (list of values from lens search button)
e ID: Numeric field

e Select Status: Pop-up list with the following values:
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6. The user makes the search.

Select Status

-

Select Status

Being processed

Final
Cancelled

? Note: Section 2.3 of the "Application Interface" manual presents the search screen

operation which is common for all System Functions.

1.8 On-the-spot Verification Actions

The following table describes all the actions that appear on the pop-up list of the "Actions" column
on the Table of Results of the search menu depending on the Report status and the User’s

rights/competences.

ACTION

& Edit

@ View

=1 Print ~

ﬁﬁ Delete

@ Finalization

C Uncheck

INTERPRETATION

The Edit action allows the user to recover the Report in order to enter and
edit data.

After completing the create actions (New Report, New Version or Copy) the
title on the screen changes to Edit.

The View key allows the User to recover and view a Report without the
possibility of entering and/or editing its data.

After performing the Submit, Discard, Cancel, Return, Finalize and Undo
actions, the Report status changes from Create to View.

It allows the User to Print in pdf or doc format.

The Delete action deletes permanently a Report from the system. After
clicking on Delete, the User is taken to the screen search to search for a
Report. Deleting a Report is only possible when it is in "Under Submission"
status or when it "Being Processed” and meets some requirements e.g. has
not been submitted, returned etc.

Through the Finalization, the User performs the check of the Report.

Through the ‘Uncheck Report’ action (only for the Managing
Authority/Intermediate Body), it is possible to undo finalization (uncheck) in a
Finalized Table which changes status to “Being processed”. Unchecking a
Report is only possible for Reports that do not have any dependent Reports.
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ACTION INTERPRETATION

& Contact It consists of a two-way communication between the Managing
Authority/Intermediate Body or the Controller and the Beneficiary, in the
form of texts and attachments sent to make a request or ask for additional

information.
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