
• All beneficiaries receive a notification and log on to the 
Participant Portal. 

• All beneficiaries complete their own Financial Statement 
and their contribution to the Technical Part of the Periodic 
Report. Beneficiaries e-sign and submit their Financial 
Statements to the Coordinator. 

• The Coordinator approves the elements of the Periodic 
Report & submits to the EU Services. 

• The EU Services review the submitted Periodic Report and 
accept or reject it. 

• Interim Payment 

Periodic reporting module - steps 



How to  
step by 
step 







Continuous reporting module 



Publications (from openAIRE) 



Publications (manual encoding) 



Periodic Reporting – beneficiaries are asked to 
complete their own Financial Statement and their 
contribution to the Technical Part of the Periodic 
Report. 



Periodic Reporting 



Periodic Reporting – beneficiaries are asked to 
complete their own Financial Statement and their 
contribution to the Technical Part of the Periodic 
Report. 





Explanation on the use of resources 



• Once all information has been filled in, click on Lock for Review.  
• This action will freeze the data (prevent changes) and generate a pdf document.    
• The generation of the PDF might take a few minutes. 
• Only users with the role Participant Contacts can perform this action.   



• The Financial Statement can be reviewed by clicking on the pdf icon.  
• Only users with the roles Participant Contacts, Project Financial Signatories and Task 

Managers can perform this action.   
• To electronically sign & submit the Financial Statement click the button Sign & Submit.  
• Only users with the role Project Financial Signatory (PFSIGN) can perform this action.  



• At this point you have 
completed the task of 
Financial Statement drafting.  

• Your statement has been 
electronically signed & 
submitted to the Coordinator.  

• It is accessible via the task 
Periodic Report composition. 
Please click on the Financial 
Statement pdf  to consult the 
data you have submitted to 
the coordinator. 



• Once all information has been filled in, you can click on Lock for Review.  
• This action will freeze the data (prevent changes) and generate a pdf document.  
• The generation of the PDF might take a few minutes.  

 
• Only users with the role Coordinator Contact Person can perform this  



• The Technical Part of the Periodic Report can be reviewed by clicking on the PDF icon. 
• Only users with the roles Coordinator Contacts, Financial Signatories, Legal Signatories, Task 

Managers and Team Members can perform this action.  
 

• Once reviewed, the Technical Part of the Periodic Report can either be unlocked for further 
editing or accepted for submission to the EU Services.  

• Only users with the role Coordinator Contact Person can perform this action.  
 

• To accept the Technical Part of the Periodic Report click the button Accept & Include.  
• Only users with the role Coordinator Contact Person can perform this action.  



• The Coordinator approves the elements of the Periodic Report & submits to the EU Services 
(click on the task Periodic Report composition). 



• Once the elements of the Periodic Report are approved, the Periodic Report can be submitted to 
the EU Services in one single submission. 

• Only users with the role Coordinator Contact Person can perform this action.   



Summary of the process 

Beneficiaries (including the coordinator) 

• Financial statement: Type 

• Technical Report: Type 

 

Coordinator 

• Financial statements: Check 

 

• Technical Report: Check 



• If some financial statements are missing you have to check the box "I agree with the 
conditions", and the button Submit to EU is enabled. Click this button to finalise the submission.  
 

• The process goes to the status Submitted and the process box turns blue (this means the 
process is in the hands of the EU now).  



 


