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13:30—-15:30
The START online Tool — Declaration of Expenses
* 1st Steps - Surface of the START Online Tool & Basic Information
* Log-In
e Functions of the Online Tool
* Documentation of Expenses for each Budget Line
* Budget Overview
* Reporting and Requests for Payment
* Create PDF of declared expenditures
* Upload reports
15:30-15:45
Coffee Break
15:45-16:30

Open Session
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Tool & Basic Information

l. 1%t Steps — Surface of the START Online o \

START

The START Online Tool:

* Facilitate declaration of Expenses
e Expenses are declared directly in the tool
e Automatic Calculations
* Monitoring Tool for Project Partners
* Gives the Project Partners an overview about the budget and all Expenses
* Create PDFs of the Summary of all Costs
* Tool to upload reports

* One Log-in per Project
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DANUBE REGION
Tool & Basic Information

S7Taer
Link:
http://db.argedata.at/start_abrg_index.php
DANUBE REGI(\
LOG IN here, with your STAET
Username and Password panube Region Projact Fune
’ Registered user:
Usemame
Password
* Your Log-In Data can be found L fooh |
in the Workshop Folder P e e e esword)
* Email your Contact Person if
you have problems with the
. START is an initiative of the FU Strategy
Onllne TOOI with the 'Finafﬁocri:lh:u[p):;ibsf':heeglzzlropean Unian




l. 15t Steps — Surface of the START Online Tool & Basic ANDEE EEHIGN

Information

strategy

STaRT

Personal Project
Data &

Grant Agreement
for Download

Personal Project Data R b Log-out
eport Due
P Button
Dates
DANUBE REGION . .
strategy START - Online reporting tool @
Daraibe Region Projact Fund

Project number 99_PA98-C1

Project title Workshop for LPs and PPs

Acronym WS PP

Lead Partner (en) EuroVienna

Commencement Date 01.04.2015

Midterm Date 30.09.2015 Midterm Report Due Date 25.10.2015

Project Completion Deadline 31.03.2018 Final Report Due Date 30.04.2016

Upload Reports
here!

Contact
Person for the
Project

Project data

Project data
Grant agreement

Reporting

Midterm report

’i Final report

Contact

Mira Ebner
EuroVienna
EU-consulting & -management GmbH

t mira.ebner@eurovienna.at
e:+43 1 89 08 088 2903

Enter costs for each Budget Line here!

Documentation of Expenses Information B

Online Reporting Tool
¢) Meetings &

[ 1]
Bao a) Personnel Events

Create Offline Summary of
all declared costs

b) Travel &

A m— - "ﬁ d) External Services

% Budget and
spending overview

Templates to be
used for Project

Downloads .
Implementation

START is an initiatrve of tha EU Strategy
for the Danube Region.
'With the financial suppert of the European Union
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Information sraer

Recurring Symbols

Back Button
Always click that Button to go back to the previous page (going back via the browser
does not work!)

Print Button

Exit/Log-Out Button

New entry/New upload

Modify existing entry

Copy existing Entry

Delete an entry

Entry is complete — Cannot be modified anymore
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Il. Documentation of Expenses for each Budget Line (l)
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START

How to declare Costs:

*  For each Budget Line: By clicking on the = &% 2)rersonnei

*  You will see a list of all entries for the budget line

Button a Pop-Up Window will open

*  Click on the “new entry”-Symbol (% ) to create a new entry

*  Anew Pop-Up Window will open

*  Fields with an * are mandatory fields — entries cannot be saved if they are not filled in

*  Always press save before closing and uploading!

Name of Budget Line

Click here for new
entry!

(== R A= S T S SR
=t

Display all

Keyword

ter a) Personnel Costs

Display

Project | Workshop for LPs and PPs [+]

Entry Mame of person

«_—

Position in the Organisation

organisation
completed erson 1 Project Manager LP
open nz2 FProject Member LP
open Perso ) :
open PPi-Persg , Completed” Entries
- PP1-Perst CANNOT be modified!
open PP2 - Person— ) L E UL = ey o
open FPP2 - Person 2 Project Member PP2
open PP3 - Person 1 Project Member PP3

open

Person 2 Project Member PP3

w-

Open entries can be modified!

Search filter:

Enter Keyword, then click ,,Display”!

Name of
organisation
EuroVienna
EuroVienna
EuroVienna
Partner 1
Partner 1
Partner 2
Partner 2
Partner 3
Partner 3

Function in Country (hourly Total project

the project rate in EUR)
Project Manageme Austria (47)
Assistant Austria (47)

Financial Manage! Austria (47)
Research - Activity Bulgaria (&)
Research Leader - Bulgaria (&)
Project Member  Czech Republic (1
Froject Leader PP. Czech Republic (1
Project Member  Serbia (10)
Froject Member  Serbia (10)

hours
100,00
100,00
100,00
370,00
370,00
100,00
300,00
190,00
190,00
1.820,00

Amount
declared in €

4.700,00
4.700,00
4.700,00
2.960,00
2.960,00
1.500.00
4.500,00
1.900,00
1.900,00

29.820,00
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Il. Documentation of Expenses for each Budget Line (ll) P

Personnel Costs: &% 2) Personnel

* 1 Entry for Each Person

* Only 1 Entry per Person! (overall Project working hours)

Personnel Costs Display all

a) Personnel Costs

Entry: open — Can be modified insertentry | 1§| Save || Close [[ Print

later (use for midterm Action after saving (@) Reload form ) CI m

reporting)

Entry: completed — Cannot be

modified later (use for final NWM Workshop for LPs and PFs [=]
reporting) Enty’| open [=]

MName of person *

Fosition in the organisation

Organisation *
Enter all relevant

information here! Mame of organisation

Function in the project *

= Amounts declared will be
Total project hours * calculated automatically after

— . '
Amount declared in € saving:

Country (hourly rate in EUR) *

UPLOADS
Timesheet Midterm Report] %3 |Filename
Timesheet Final Report] 3y |Filename

Upload
Timesheets
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Travel and Accomodation Costs

b) Travel &
Accommodation

Travel And Accommodation Costs  Display all
b) Travel and Accommodation Costs Entry: open — Can be modified
msertentry | 1x[ save || Close ][ it | later (use for midterm
Action after saving @ Reload form ) Close form reporting)
Travel And Accommodation Costs Entry: completed — Cannot be
Project | Workshop for LPs and PPs / modified later (Use for final
i open [=] reporting)

Name of Person *

Position in the Crganisation
Organisation *

Mame of external Organisation

Country of organisation
Aim oftravel *

Related activity *
Departure city *
Destination city *
Destination Country *

jg Departure date, time *
A Return date, ime *

total time (hours)

Austria

Project Management

Austria

I
(B
—

l

Mode of fransportation #1
Costs (national currency) incurred excl. VAT #1
Fayment date #1

National currency #1

Exchange rate (NAT-CUrfEURO) #1
EU: monthly accounting rate

Total Amountin €#1

(b=

EUR

1,0000

Enter all required information —
amounts are calculated automatically

MNo. of nights

Hotel allowance rate
(destination country)

Total hotel allowance |

Subsistence allowance rate
(destination country)

Total subsistence allowance I

Total Travel & Accommodation Costs |

Upload
Travel documentation (invoices, boarding pass)
Meeting documentation (invitation, agenda, signature list)

Filepame

Upload all required
documentation
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Meeting and Event Costs

Meeting Costs Display all
¢) Meeting and Event Costs
Insert entry

Action after saving

1x

@ Reload form () Close form

c) Meetings &
Events

save || Close || Print

reporting)

Meeting Costs
Froject
Entry

open

Mame of the Meeting/Event *
Related activity *

Entry: open — Can be modified
later (use for midterm

Entry: completed — Cannot be

Workshop for LPs and V modified later (use for final
[~] reporting)

Project Management [+]

VENUE

Country *

City *

Place *

Start of the meeting/event (date) *
End of meeting/event (date) *
Mumber of total participants (min.5) *
Mumber of external participants *

Duration ofthe event*

MM
B

Enter all required information —
amounts are calculated automatically

Amount declared in €

Description and justification for the meting/event *
(0 /1000 characters)

Main outcomesiresults of the event/meeting *
(0 /1000 characters)

Uploads
(documentation of the meeting, agenda,
participants list, etc.)

e

Filename ﬁ Upload all required

documentation
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Il. Documentation of Expenses for each Budget Line (V) e

External Services QO d) External Services

External Services Display all

d) External Services

Insert entry 1)1:[ Save ][ Close ][ Frint

Action after saving (@ Reload form () Close form
Entry' open — C_an be modified Project | Workshop for LPs and PFPs E|
later (use for midterm
- Entry | open [=]
reporting)
Entry: completed — Cannot be Description of external service * .
modified later (use for final Related Activity * | Project Management [=]
reporting)
Justification for the selection * .
Confracior Enter all required information —
FeD o0 T ST s MM KBl amounts are calculated automatically
Recipient of the invoice (LF or PF) *
Invoice no.
Invoice date * E”EI
Payment date * E”EI

Declared amount (national currency) excl. VAT

Mational currency EUR v

Exchange rate (NAT-CurfEURQO) 10000
EU: monthly accounting rate |

Amount declared in € I

Upload invoice, proof of payment etc. | ¥ |Filename

Upload all required
documentation

Upload procurement:

1. Value is below 500 € n.a. iy

2. Value 500-5000 € at least 3 offers or price comparison; selection repar
3. Value above 5000 € at least 3 offers; selection report + services

Filename




P = \
DANUBE REGION
START

lll. Budget Overview



lll. Budget Overview
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START

Online Overview

Planned Project Budget
according to Schedule 2

Expenses declared in
the START online Tool

e | e | | [ S | |

a) Personnel costs 89,39 % € 29.500,00 101,08 % 81,97 % € 29.820,00
b) Travel and accommodation costs 7.58 % € 2.500.00 232,40 % 15,97 % £ 5.810.00
c) Meeting and event costs 227 % € 750,00 66,67 % 1,37 % € 500,00
d) External services 0.76 % € 250,00 100,00 % 0,69 % € 250,00
Total costs 100,00 % € 33.000,00 110,24 % 100,00 % € 36.380,00

Total Project Funding Final funding on the basis

according to Schedule 2 of certfied expenses
a) START contribution 84.85 % € 28.000.00 a) final START amount
b) Co-financing 15,15 % € 5.000,00 b) Co-financing

b1) Third Party Contributions €000 b1) Third Party Contributions

b2) Project Partner Contributions € 5.000,00 b2} Project Partner Contributions
Total Funding 100,00 % € 33.000.00 Total Funding

* The final funding amounts will be provided after the project is concluded and the total project expenses are certified

Final amounts will be
automatically filled in
after certification of
expenses!
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IV. Reporting and Requests for Payments

Timeline of your START project

Project number 99 PA99-C1

Project title Workshop for LPs and PPs

Acronym WS PP

Lead Partner (en) EuroVienna

Commencement Date 01.04.2015

Midterm Date 30.09.2015 Midterm Report Due Date 25.10.2015
Project Completion Deadline 21.03.2018 Final Report Due Date 20.04.2018
e m e . Midterm ST T Y Final

i Commencement ‘: :' Midterm Date: ‘: Report i Project Completion i Report
E Date: Start of i i End of midterm i Due Date E Dead.line: Clgs.ir?g of i Pue Date
{  project activities E i\ period j i\ project activities "I

A

i/ v - ~J e PR ~,

i Startof ! { End of Eligibility | { End of Eligibility

i Eligibility of i i of expenses for i ! of person.nel i

i Expenses 1 ! implementation ! ! costs for final |

I ; i i ! report ]

M- ‘ 1 activities ! \_____Ter port _/
~ rd
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Create PDF (Financial Report):

* Enter all Expenses in the START Online Tool

e For Final Report: Set all Entries to “complete” (leave them “open” for
Midterm Report)

* The created PDF is the Financial Report

* Financial Report needs to be printed and signed

* Upload Financial and Content Report to the START Online Tool (see next

section)
Documentation of Expenses
[ 1] c) Mesetings &
a8 @) Personnel Events Click here to export
PDF!
b) Travel & .
ot A “ﬁ d) External Services
Budget and

spending overview
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Financial Report — Overview (1 Page of PDF)

Date is filled in automatically,
depending on when PDF is created

Project Acronym &
Project Number

Midterm & Final Report:

m’uuaemm\ Financial Report — Summary gt Declared Expenses WS PP
START Overview Date: 05.05.2015 99_PA99-C1
e S o
Budget Lines % of total Planned % of planned % of total Amounts
Costs amount amount expenses declared by LP
la) Personnel costs 89,39 % € 29.500,00 101,08 % 81,97 % € 29.820,00
b) Travel and accommodation costs 7,58 % € 2.500,00 232,40 % 15,97 % € 5.810,00
c) Meeting and event costs 227 % € 750,00 66,67 % 1,37 % € 500,00
d) External services 0,76 % € 250,00 100,00 % 0,69 % € 250,00
[Total costs 100,00 % € 33.000,00 110,24 % 100,00 % € 36.380,00
L ] L J
v v

Planned Budget according to

Schedule 2

The created PDF of declared expenses = Financial Report

It needs to be printed, signed and uploaded with the content report

Actual expenses declared in the START Online Tool
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IV. Reporting and Requests for Payments STUET

Financial Report — Request for Payment (last page of PDF):

m..mm..\ Financial Report — Summary of Declared Expenses WS PP
Date: 05.05.2015 99_PA99-C1

STAET

Workshop for LPs and PPs

For the midterm report:
Herewith | request the 2nd pre-payment of 25% of the START contribution amount as defined in the Grant Ch oose th ere I eva nt

Agreement (optional)
option!

For the final report:

O Herewith | request the payment of the balance of the START contribution amount

Please select:

0O Herewith | confirm that no contnbutions have been received from Third Parties for the implementation of the project, and that no profit has been generated as a result
of project implementation

[  Please find attached the list of Third Party Contributions received and Profits generated as a result of project implementation

Herewith | confirm that:

- All expenses declared were incurred in the reported period

- All expenses declared are relevant for the START project activities

- All regulations provided in the Grant Agreement and the implementation guidelines were complied with

Name of legal representative /

authorised signatory in relation to the project Signature
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IV. Reporting and Requests for Payments 9y

STaRT

Reporting

Midterm report

r- Final report

Content report

Financial report

G2
G

Midterm Report approved by IB  Open

2nd Pre-Payment approved

Content report

Financial report

Final Report approved by |1B

Yes

No

G2
G2

Open

Filename

Filename

Filename

Filename

<: Click here for uploading Midterm Report

<: Click here for uploading Final Report

]- Click here to upload reports

To be filled in by the IB after
checking the report

]- Click here to upload reports
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Any questions?
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MANAGING AUTHORITY FOR START:

Dipl.-Ing. Dr. Kurt Puchinger

PAC10 Coordinator — EUSDR DANUBE EGION

*
Kirchberggasse 33-35/ 9 -
A -1070 Wien EE St rategy -
Tel: +43 (0) 1 89 08 088 2201 Institutional Capacity
Mobile: +43 664 883 568 58 \ 1/

kurt.puchinger@pal0-danube.eu

Implementing Body (IB):

Gudrun Pabst Mira Ebner Danijela Djoric

Project Manager Project Manager Project- & Financial Manager
EuroVienna EuroVienna EuroVienna

Kaiserstrale 113/115—-Top 8  KaiserstraRe 113/115 — Top 8 KaiserstraBe 113/115—Top 8
A—-1070 Wien A — 1070 Wien A—-1070 Wien

Tel: +43 (0)1 89 08 088-2904  Tel: +43 (0)1 89 08 088-2903 Tel: +43 (0)1 89 08 088-2905
gudrun.pabst@eurovienna.a  mira.ebner@eurovienna.at danijela.djoric@eurovienna.at

With the financial support of the European Union
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