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1. How to access your project? 

 

When you login you will find your project in the overview table “My Projects” 

Klick on the project or pressing the “view” button. 

From this overview table you can also see the current project state. 

In case of a contracted project, you will be directly directed to the reporting section of the project. 

 

 

 

2. Where to find the application form? 
In order to open the application form of your project, click on project in the left menu. 
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3. Where to find the supplementary information? 
In order to access the supplementary information, click on the respective button in the project 
in the left menu of the reporting overview. 
 

 
 
 
When you are in the application form view, then the supplementary information is accessible 
from the left menu “Application and Contract/Supplementary information”. 
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The supplementary information has to be provided within 3 months after the entry into force of 
the subsidy contract. It can be updated and confirmed by the JS. 
LP has full read and write access, while PPs have read access only except for the sections 
“Controller” and “Documents”. 

 

 

More detailed information on the supplementary information can be found in the eMS factsheet 
“Supplementary Information in eMS – Guidance for lead partners”. 

 



 

 

 

Page 4 

 

In order to go back from the supplementary information to the project/application form or the reporting, 
click on the respective button in the left menu. 

 

 

4. How to assign users? 
The lead partner needs to assign the respective user names to the project partners in the eMS section 
“Supplementary information / user assignment”. In order to do so, the project partners need to register in 
eMS and communicate their user names to the LP.  

The assignment of a user to a project partner is pre-condition to have access to the reporting section.  

The de-assignment of users can also be done there.  

 

For the LP two different types of assignments can be done:  

- Assignment to the project partner, which allows access to the partner report. 

- Assignment as Lead partner user, which allows access to the joint progress report. 
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5. How to access the partner report? 
(see also chapter 4 above) 

In the overview table “My projects” go to your project and click on “view reporting” 

 

 

From the partner report overview table you can view the different reports. You can also create new partner 
reports from here and you have access to the “project living table”, a financial overview table that shows 
you the current financial data of your project. 
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You will find more detailed information in the eMS factsheet on the partner report, available from the 
programme website www.interreg-central.eu 

 

 

6. How to access to the joint progress report? 
(see also chapter 4 above) 

The LP has write access to the joint progress report and its own partner report as well as view access to all 
partner reports. 

The LP can switch between the LP and PP role. In order to see the joint progress report the LP role must be 
selected. 

 

 

 

The LP can create a new joint progress report. This should be done only after a respective communication 
by the JS to ensure that the new progress report is based on the final data of the previous progress report. 
From the left menu the LP can access the “project living tables”, which provide information on the current 
financial situation of the project.  

 



 

 

 

Page 7 

 

 

 

 

7. Which information is available in the project history? 
The project history is accessible via the left menu of the application form view.  

 

 

In the project history you can see the different steps (modification requests) of the project in its life-time 
and can access archived versions of the application form. You will also find the uploaded scanned subsidy 
contract and scanned SC amendments (if applicable) here. 
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8. What is the file browser? 
The file browser gives you access to the generated application form pdf files (Note: pdf files of the partner 
and joint progress report are directly generated and not via the file browser. You can download or delete 
pdf files from here. The file browser is not a document storage. 

 

 


