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MT+ MANAGE INTERIM REPORT

MT+ HOW TO SUBMIT AN INTERIM REPORT
Quick steps

Detailed steps
Click the "Edit Draft" button
Complete the report
"Start Submission Process"
Download and fill in the "Beneficiary Declaration of Honour and Signature"
Mark that the attachment "Contains declaration of honour" and proceed
"Accept" the "Data Protection Notice"
Complete the "Checklist" and proceed
"Submit Beneficiary Report"
"Submission in progress" status
"Submitted" status

MT+ HOW TO UPDATE AN INTERIM REPORT
Click "Edit Draft" of the report.
Update the report.
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MT+ How to submit an interim report

A notification is sent to the preferred contact of the beneficiary or coordinating organisation,
when an interim report request is sent. If there is no notification received by the preferred
contact, there is no interim report requested for your project. Before creating or completing your
interim report ensure that all project information has been updated correctly, by checking the
various project tabs.

Quick steps

1. Click the "Edit Draft" button

2. Complete the report

3. "Start Submission Process"

4. Download and fill in the "Beneficiary Declaration of Honour and Signature"
5. Mark that the attachment "Contains declaration of honour" and proceed

6. "Accept" the "Data Protection Notice"

7. Complete the "Checklist" and proceed

8. "Submit Beneficiary Report"
9. "Submission in progress" status
10. "Submitted" status



Detailed steps

Steps

Click the "Edit Draft'" button

In the Interim Report menu, click the Edit Draft button to open the report.

Beneficiary Reporns

Inienim Report

Interim Draft report avallable
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Complete the report
Fill in the necessary fields to complete the Interim report. Note:

1. The submission button is inactive and greyed out until all necessary information is
filled in.

2. Changes can still be done to the project and will be reflected in the draft report. If there
is an error message, an informative message will be displayed detailing what has to be
done in order to correct the project data. In this case an organisation that was withdrawn
before the end date of the project is indicated as active in activities extending beyond
the withdrawal date (or likewise start date). Once the dates are corrected in the various
project sections, this error message will disappear.

3. From this screen you are also able to Return to report page, Print draft report and
Preview Draft Report.
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"Start Submission Process"

Once you have completed the report and all fields are indicated with a green check-mark, the
Start Submission Process button becomes active and you are able to proceed.

[ Draft report-saved 3 minutes ago

|
Returm o report page: < Print draf report Preiiew Draft Report
2. Project ldentification W
3. Summary of Participating Organisations v
4, Project Management and Implementation v
5. Transnational Project Meeatings v
&. Imtellactual Oulpuls v
7. Multiplier Events v
8. Leaming/Teaching/Training Activities o
9. Follow-up W
10. Budget v
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Download and fill in the "Beneficiary Declaration of Honour and Signature"

A pop-up screen will be displayed.

Click the Download PDF button in order to download and save the Declaration of

1.
Honour.
2. After the form is filled in and signed, Select File in order to attach it to the report.

Beneficiary Declaration of Honour and Signature

FPlease download the following PDF, fuifl & and uplcad i 25 an annex
@ Lhonymanad FLIF

List of uploaded files
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Mark that the attachment '""Contains declaration of honour'" and proceed

Once the file is attached, click the Contains declaration of honour link to mark that the file
contains the declaration of honour.

Beneficiary Declaration of Honour and Signature

Please download the following PDF, fulfill it and upload it as an annex

Download PDF

List of uploaded files

E DeclarationOfHonour.pdf *®
0.07 Mb a few seconds ago [-i__]-;m[ai:’i’w declaration of honour ]_=.",-!‘.‘.a:'r\

Add more files

Select File
Please mark the file that contains the declaration of honour Next Step >
@

DECLARATIOM OF HONOUR DATA PROTECTION NOTICE CHECKLIST

CONFIRM SUBMISSION

Now you can proceed by clicking the Next Step button.




Beneficiary Declaration of Honour and Signature

Please download the following PDF, fulfill it and upload it as an annex

List of uploaded files

|}-ﬁ DeclarationOfHonour.pdf IG5
Z 0.07 Mb a few seconds ago

Add more files

Select File

DECLARATIOM OF HONOUR DATA PROTECTION NOTICE CHECKLIST

CONFIRM SUBMISSION

Download PDF
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""Accept'" the "Data Protection Notice"

In order to proceed, please read and Accept the Data Protection Notice.

Data Protection Notice

The form will b& processed electronicalty, Al pérsonal dala (such a5 names. addresses, CVs, et ) will be processed in pursuant to
Regulation (EC) Mo 45/2001 on the protection of individuals with négard to the processing of personal data by the Community
matitutions and bodies and on the free movement of such dats. Any personsl dats requested will only be usad for the intendad

purpose, in this case for statishcal and financisl (il applicable) foflow-up of the projecis

For the exact descriphon of the tolleciad parsonal data, the purpose of the collse bon snd the deschipbon of tha processng, pleasa refer

o the Specific Privacy Statemend accompanying this form

ous are antitied to obtain access to your personal dala on request and to cactify any such data that is inacourate or incomgpdate. If you
hawve any queries concerning the processing of your personal dats, you may sddress them to your Netional Agency. You have-the right
of recigurse al amy ime to your national supenvising body for data protection or the Evwopean Date Prolection Superdsor for matters
reloting fo the processing of your personal data

You ane informed thet for the purposes of safeguarding the Brancial interest of the Communities, jyour parsonal data may be ransferrad
o invdernal awdit senices, (o the Eurdpesn Court of Auditars. to the Financial Iregularities Pansl andfor bo the European Anti-Fraud
Office (OLAF)

Any personal dats $hall be processsd by the Matonal Agencies porsuant 1o Reguistion Mo 452001 of the European Pariament and of
the Cowncil on the protection of individusts with regard to the processing of personsl data by the institutions and bodies of the

Community and on the free movement of such data

hitp:ftanww. edps europs.au/
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DECLARATION OF HONOUR DATA PROTECTION NOTICE CHECHLIST

CONFIRM SUBMISSION




Complete the "Checklist" and proceed

Before submitting your report, complete the Checklist by clicking the Not Done buttons.

Checklist

Before submitting your report to the National Agency, please check that:

The Declaration of Honour signed by the legal representative of the beneficiary
organisation.

All necessary information on your project have been encoded in Mobility Tool+ ' NotDong |

The report form has been completed using one of the official languages of the Erasmus+ I Not Done ]
Programme Countries. )

You have annexed all the relevant documents: Not Done |

The necessary supporting documents as requested in the grant agreement. " Not Dions |

Next Step ?

DECLARATION OF HONOUR DATA PROTECTION NOTICE CHECKLIST

CONFIRM SUBMISSION

Once checked, the buttons will turn into green Done buttons. Now you can proceed to the Next
Step.




Checklist
Before submitting your report to the National Agency, please check that:

The Declaration of Honour signed by the legal representative of the beneficiary Done v
organisation.

All necessary information on your project have been encoded in Mobility Tool+ Daong +

The report form has been completed using one of the official languages of the Erasmus+ Done +
Programme Countries.

You have annexed all the relevant documents: Done v

The necessary supporting documents as requested in the grant agreement. Done «

DECLARATIOM OF HONOUR DATA PROTECTION NOTICE CHECKLIST

CONFIRM SUBMISSION




"Submit Beneficiary Report"

Confirm the submission of the report by clicking the Submit Beneficiary Report button.

Confirm Submission

After chicking bution "Submit” you will not be able to make any further changss 1o the report contents
N luding s budgel, viewing the repom’s conlents and altachments will however be possible.

Y-our National Agency will contacl you-in case of Questions of necessary modifications

Submit Beneficiary Report

BECLARA I"Il"l'H HOROUR DATA PROTECTIHON NOTICE CHECKLIST

CONFIHM SUBMISSI0ON

"Submission in progress' status

Now your report is in the process of being submitted. The procedure normally may take up to
15 minutes to complete. You are recommended to contact your NA if the report has not been

submitted after 24 hours.

Beneficiary Reports
| Baport Frart Beneficany Hepot

Interim Report

Submission in progress
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"Submitted" status

Once the report is successfully submitted, the status will be changed to Submitted.

Beneficiary Reports

Intesim Repart

Submitted

Berefoiory Report has been successhully submefed Fiease sar b She assesemect of your Matoral Agen;




MT+ How to update an interim report

In the case where the report gets rejected by the NA and is requested to be updated, you will see
the Interim Draft report is returned to the draft status, in the Interim Report field of the
Reports tab in MT+.

e Click "Edit Draft" of the report.
o Update the report.

Click "Edit Draft" of the report.

Explanation and illustration

If the report is rejected, the beneficiary will receive an e-mail notification and will be required
to contact the NA for more details on the reasons behind the rejection of the report.

Once clarified, click the Edit Draft button to start updating the report.

Beneficiary Reports

Internm Report

Interim Draft report avaliable (88% Done)




Update the report.

Explanation and illustration

Now the report becomes editable. Note that the Start Submission Process is already
active when you start editing, which is not the case when you first complete the report.

Once the report is updated, click on the Start Submission Process in order to proceed.
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Once you start the submission process, a pop up screen will appear, allowing you to:

1. Download the PDF of the Declaration of Honour to be attached or changed.

2. Remove the uploaded files by clicking the X icon.
Clicking Unmark or mark indicates that the file is either unlinked or linked to the
report.

3. To add more files to the report, click the Select File button.

In order to proceed click the Next Step button.

Beneficiary Declaration of Honour and Signature

G)FJm-muan PDF
List of uploaded files

Fiease download the following PDF, fulfill it and upload It as an annex

e

Add more files

©

UGECLARHATION OF HORUUR DATA PROTELC TION NOTHCE CHECRLIST

| Next Step » |

CONFIRM SUBMISSION

The next steps to finalise the submission are the same as described in How to submit an interim
report, asking you to:

e Accept the Data Protection Notice and to
e Complete the Checklist.

Once the checklist is completed, you will be able to Submit Beneficiary Report and you will
see the status screen.







