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[bookmark: _Toc528566801]ETC Table of Expenditure - Controller
[bookmark: _Toc528566802][bookmark: _Ref506288883]Searching an ETC Table of Expenditures - Controller
1. The Controller receives an email informing him that the Beneficiary submitted the Table of Expenditure. The email also indicates the ID of the Table of Expenditure (ID 22337).
[image: ]
2. Login into the Electronic System for the monitoring of NSRF programmes and projects (MIS) (see Section 2.1 of the User Application Manual).
3. From the Main Menu of the MIS, the User selects the path: (1) ETC / ΕΕΣ → (2) Monitoring  → (3) Table of Expenditures (ToE).
[image: ]
4. Τhe ToE search screen pops-up on the interface with the "main" search criteria, as shown on the figure below. The Controller enters the ToE ID in the respective field (1) and makes the search (2).
[image: ]
5. After the search, the requested Table of Expenditure appears on the Table of Results.
[image: ]



[bookmark: _Toc528566803]Editing Table of Expenditures (ETC) Controller
1. The Controller selects “Edit” from the “Actions” column of the Table of Results.
[image: ]
2. The system displays the “Table of Expenditure - Edit“ screen and the Controller presses “Save”[image: ] (1) on the tool bar (menu). On the warning message that appears (2), he selects “Yes” (3) and the status of the Table of Expenditure changes to “Being Processed” (4).
[image: ]
[bookmark: _Toc528566804]A Table of Expenditure without discrepancies
1. The Controller examines the Table of Expenditure and, more specifically the correlations table under the “B. List of Expenditures” and does not find any non-eligible expenditure.
[image: ]
2. He selects the “D. Administrative Verification” section and fills in the “Controller” field (1) and the Administrative Verification questions (2) with remarks, if any. Finally, he selects “Save” (3) [image: ] on the tool bar (menu). 
[image: ]
3. The Controller proceeds to the “Verification” of the Table of Expenditure in order to be available to the Managing Authority for approval (see Section 1.4).
[image: ] The Beneficiary and the MA/IB, are informed by an automatic email by the system.
[bookmark: _Toc528566805]Table of Expenditure with discrepancies
1. During the verification procedure, the Controller finds that the requirements regarding the eligibility of expenses are not met. 
2. He selects the section “B. List of Expenditures” and on the “Correlations table”, he selects Edit [image: ] on the selected row.
[image: ]
3. On the pop-up window, he fills in the “Non-eligible expenditure” and the “Remarks” (1). Then he selects “Accept” [image: ] (2).
[image: ]
4. If required, he follows the same process to enter the “Non-eligible expenditure” to another correlation.
5. The “Non-eligible expenditure” are automaticaly transferred to the respective column of the Correlations table.
[image: ]
6. He selects the “D. Administrative Verification” section and fills in the “Controller” field (1) and the Administrative Verification questions (2) with remarks, if any. The Correction Amount (3) appears on the “Non-eligible expenditure from Direct Expenditures” and “Total” fields. 
[image: ]
7. Then he selects “Add” [image: ] on the Table of Findings to match the Non-eligible expenditures to the Findings.
[image: ] This process is compulsory. If the Controller omits it, the system will show a Validation Error during the validation of the Table of Expenditure. 
[image: ]
8. On the pop-up window he fills in the “Type of expenditure”, “Finding” and “Non-eligible expenditure” (1), which are compulsory fields and then he fills in the  “Recommendations/Corrective measures”, “Compliance Deadline”  and “Remarks”  (2) in needed. If required, he selects “Fraud indication” and fills in “Indication justification” (3). Finally, he selects “Accept” [image: ] (4).
[image: ]
[image: ] The “Amount dedicated to Action” and “Type of Action” fields do not concern the ETC Programmes (Interreg).
9. He follows the same process to enter the “Non-eligible expenditure” with another finding code and selects “Close” [image: ] to disactivate the window.
10. The Table of Findings is updated and the User selects “Save” (3) [image: ] from the tool bar (menu).
[image: ]
11. After he finishes filling in Section D the User moves on to the:
1. "Attachments":
[image: ] Section 2.5.2 of the "User Application Manual describes in detail the way to add, edit, delete and receive attachments. 
2. "Change history": On the table appears the Change History of the Table of Expenditure Status (System Date and Time, Status of Table of Expenditure, User’s Name, Action Comments, E-mail recipients).
3. The "Beneficiary Entry Comments" and "MA/JS Comments" fields are used for comments by the Beneficiary and the Management Body User, respectively.
4. "Validation": If the User clicks on the Validation [image: ] key from the tool bar (menu), the system performs a validation control and a pop-up window appears, which is either blank:
[image: ]
or displays errors-notifications detected.
[image: ]
If the User clicks on "OK" he disables the window and after correcting-updating the data, he may move on to SUBMIT.
[image: ]A validation control may either be an Error or a Warning. When it is an error, the system does not allow the user to move on, unless he corrects the error. When it is a warning, the User may proceed to the verification of the Table of Expenditure without previously making any corrections.  
By clicking on "Print" key [image: ] from the tool bar, the user has the option to print in pdf, doc and xls format:
 [image: ]
5. He selects the "Previous Page" [image: ] key from the tool bar (menu) to return to the search menu.
[image: ]If the User clicks on "Previous Page", the system displays the following warning message:
[image: ]
If the User enters data and does not wish to save them, he clicks on "Yes" to return to the search menu. Otherwise, he clicks on "No", saves, selects "Previous Page" and clicks on "Yes".
12. The Controller proceeds to the “Verification” of the Table of Expenditure in order to make it available to the Managing Authority for approval (see Section 1.4).
[image: ] The Beneficiary and the MA/IB, are informed by an automatic email by the system.


[bookmark: _Toc528566806][bookmark: _Toc525290113]Return of the Table of Expenditure
If the Controller does not wish to intervene on the Table of Expenditure and the corrections need to be made by the Beneficiary, he selects the “Return” action following the following steps: 
[image: ] The “Return” action is enabled when the Table of Expenditure is in “Being processed” or in “Submitted” status.
1. A search menu appears on the interface and the User makes a search of the Table of Expenditure and selects the “Return” action on the table of Search results. 
[image: ]
2. The system displays the “Table of Expenditure-Return“ screen and the Controller selects “Return”[image: ] (1) on the tool bar (menu).
[image: ]
3. On the pop-up window that appears, the User fills in the field with a detailed description of the cause of return and then selects “OK”.
[image: ]
[image: ] Upon its Return, the Status of the Table of Expenditure changes to “Return to Beneficiary”. Prior to any changes, the Beneficiary must save it, in order to change its status to “Under Submission”. After making all changes, he must re-submit the Table of Expenditure.

[image: ]

[image: ] When the Table of Expenditure is in “Return” status, the Controller cannot edit it.

[bookmark: _Toc528566807]Table of Expenditure Verification
After completing his task (Table of Expenditure with or without “Non-Eligible Expenditure”), the Controller proceeds to the “Verification” of the Table of Expenditure in order to make it available to the “Managing Authority” through the following steps: 
1. A search menu appears on the interface and the User makes a search of the Table of Expenditure and selects the “Verification” action on the table of Search results.
[image: ]
2. The system displays the “Table of Expenditure - Verification“ screen and the Controller selects “Verification”[image: ] (1) on the tool bar (menu).
[image: ]
3. On the Confirmation pop-up window, the Controler selects “OK”. 
[image: ]
[image: ] After Verification, the status of the Table of Expenditure changes to “Verified”, and the MA User is informed by an automatic email by the system to finalize the Table of Expenditure. Finalizing (Approval) a Table of Expenditure is only possible for “Verified” Tables of Expenditure.
[image: ]

[bookmark: _Toc528566808]Communication
The Controller has the possibility to communicate with the Beneficiary through the respective action, through the following steps:
1. A search menu appears on the interface and the User makes a search of the Table of Expenditure and selects the “Contact” action on the table of Search results.
[image: ]
2. The system displays the “Communicate” screen indicating the ID of the relevant Table of Expenditure. The User fills in the “Subject” and “Text” (2) mandatory fields. On the “Extra Emails” field (3), the User has the possibility to add more recipients to the existing ones.
[image: ] If he adds many recipients, he shall separate them by a comma (,) - see instruction in [image: ].
[image: ]
3. The user adds attachments to the respective section of the screen, which are added automatically by the system to the attached documents of the “Table of Expenditure” module (Screen).
[image: ] Section 2.5.2 of the User Application Manual describes in detail how to add, edit, delete and receive attachments. 
[image: ]
4. The User selects “Send” [image: ] from the tool bar (menu).
[image: ]
5. An email is sent to the “Beneficiary” and “MA” Users and to the additional recipients through the following text:
[image: ]


[bookmark: _Toc527536070]ETC Table of Expenditure 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 ToE status and the User’s rights/competences, some actions of the system are enabled. 


	ACTION
	INTERPRETATION

	[image: ]
	The ToE Edit key allows the User to recover the Table in order to enter and edit data. 
After completing the Create actions (New Table of Expenditure) the title on the screen changes to Edit. 

	[image: ]
	Through the ToE View key, the User recovers and views a Table without the possibility of entering and/or editing its data.
After performing the Submit, Discard, Cancel, Return, Finalization and Undo actions, the form status changes from Create to Review.

	[image: ]
	It allows the User to Print a table of expenditure in xls form                                                             

	[image: ]
	The Delete action deletes permanently a Table from the system. After clicking on Delete, the User is taken to the screen search to search for a Table. Deleting a Table is only possible when it is in ‘Under Submission’ status and fulfils some requirements e.g. it has not yet been submitted, returned etc.

	[image: ]
	The ‘Cancel’ action does not delete the Table from the system but its status changes to Invalid/Disabled and the User can recover it with Review. The action is not valid for the Table of Expenditure.

	[image: ]
	Through the Finalization -Table of Expenditure control (reserved to the Managing Authority/JS), the User performs the final control and ‘locks’ the Table, in order to inform the Certification Authority that it is ready to be included in a payment request. 

	 [image: ]
	Through the ‘Uncheck Table of Expenditure’ action (reserved to the Managing Authority/JS), it is possible to undo finalization (uncheck) in a Finalized Table which changes status to ‘Being processed’.  Unchecking a Table of Expenditure is only possible for Tables that do not have any dependent Tables of Expenditures. 
Also ‘Uncheck’ is possible for Tables ‘Returned to the Beneficiary’. The Table status changes to ‘Being processed’ (for the Controller).

	[image: ]
	By clicking on the Table Submission/Intermediate Body (reserved to the Beneficiary) the User submits the Table to the Managing Authority/JS.

	[image: ]
	Through the Table of Expenditure return action (reserved to the user Controller), the ToE goes back to the Beneficiary for corrections.

	[image: ]
	[bookmark: _GoBack]It consists of a two-way communication between the Managing Authority/JS or the Controller and the Beneficiary, in the form of texts and attachments sent to make a request or ask for additional information.

	[image: ]
	This action (reserved to the user Controller) consists of verifying and forwarding the Table of Expenditure to the relevant bodies.





image2.png
e AdindaNeifatafomMSESPAZIEZ0
Voucher or Document: Table of Expenditures

Action: Submit Table of Expenditures

Relevancy: MIS (project) Code 5023046 - Subproject 2 - Ad: 2 (Vear: 2018 - Month: )

Project Name: CREATE OF A CULTURAL DIPOLE IN THE CROSS BORDER AREA - Subproject Name: DISTRICT ADMINISTRATION OF
SMOLYAN

‘Operationsl Program 22: Axis: 2 Axis Name: Sustainable and Climate Adaptable Cross Border Area - ICall Code: B2 SN:1541
Action of: 1100104 - Managing Authority for of INTERREG (EUROPEAN TERRITORIAL INTEGRATION)

Date of Action: 250972018

Ce: azogaGmnecier





image3.png
Sengish v @D - @ep

Propose & appr

< Table of Expenditure

Funding Request 3.1

B
= a=

_ e

0





image4.png
SEeoen v AcoNWOLEL - @rep

Opectona Proggams | Propose s approve m Conirtact | Payment Aopicsion m

status. v

Table of Expenditure

No results





image5.png
Table of Expenditure

status. v

Select Cotumns [Show 10 v entries Search:

50230

2 DISTRICT ADMINISTRATION OF SMOLYAN 10-09-2018 30-09-2019 40144171 Submitied 00-10-2018 11 2337

Showing 1to 1 of 1 entries





image6.png
Beneficiary SN (Q) 2w Select Status

o

mis (

‘Search:

Selest Columns [Show 10 v entries

MIS §  Beneficiary § Beneficiary Description Reporting Period

5023046 2 DISTRICT ADMINISTRATION OF SMOLYAN 10-09-2018 30-09-2019 40144171 ‘Submitied 09-102018. 1 22337
et

Showing 1to 1 0f 1 entries

T Delete

® cancellation
43 Retum
 Verification
@ Finalization
C Uncheck
= Contact
A Proposal





image7.png




image8.png
g the changes, th status will be changed to ‘Under Controlier
= Verfication'. Do you want to move forward?

(Wist of Expenditures

© C. Project Description





image9.png
correlations.

Show 1o v entries

‘Search:

+add

opuiate

|| [ — [ —— sty swenent | mc | |

= i
wioss 1,20 e | 00880 L) ELECTONG om0 =D = FEY)
(000 5y e ST | 0n ) o = 00
s

e -




image10.png
Project: 5023046 Beneficiary: 2 TSI Version: (Final)

Controler controL_suL controLsuL | 1

Description of finders.

Yes /No /N

oo | oo an ]

A B C D &

1D: 22337 (Being Processed)

© D. Administrative Verification

"Findings regarding the physical object [The physical object implementation is checked in regards to the

Subsidy contract and the legal commitments. Pleasa indicate any problems or divergences] . 7

Findings regarding the financial object 1. The existence and accuracy of the originalinvoices is veriied P N

together with existence of  separate account. 2. i checked whether the project actviies produced )
revenues according o artcles 61(2) and 65(3) of Reguiation (EU) 1303/2013] 2

Findings regarding the timetable [The project timetabie is checked whether i in agreement with the 7 )

applcation from] L /

Findings regarding pudlicty [The compliance with publicity rules are checked (photographs, plates etc.) ( N

‘whether i in agreement with the applicaton form and Pubicty Guide of the Programme] L 7

‘Gonfomming to previous findings by controlaudt bodies (Certying Authorty, Audit Authorty, EU) P N

[Meastres undertaken by the benefcary shall be referred in fegards fo he fidings and ( )

recommendations of the MA and the controlaudit bodies which are pending]

omo | o om0





image11.png




image12.png




image13.png
Show 1o v enries Search:

Expenditure Documents (Contractor) Payment Documents (Beneficia Beneficiary Statement

VAT ¢ Typed Date ¢ | Total amount Date$| Towlamownt §| Codey| AmOUMITElevantiothe e et
action expenditure expenditure

0 5 e T 52 = - 00

Showing 1102 012 entries: e -




image14.png




image15.png
‘Subproject Costs (Contractor Documents)

@) Documents of the current TVE

Hmber© e ] a Net Amount )
VersionDate” 15097018 var T
ar 86175506727 | nsiute ofnformation and
‘Commuication Technologies - ulgarian Academy of Total 180000
Sciences.
e mvoice
Remarks.

Public expenditure payments of subproject (Beneficiary Document)

@) Documents of the current TVE

N s sesn a Total amount 200000
Payment Date

082018 Seeoninctiog pm—
Type 'ELECTRONIC PAYMENT e
Payment
Justication

Beneficiary Statement(Correlation Details)

Expenditure 102 asmopopwpooiv rn Ynpcoits (| Q. Amourt reevant to Tsong
category * the scton*

Deliverable 22 Q) paketo2] paradteo?

Total

e
Nor i

Remarks Remas

om0





image16.png
Show 1o v entries

‘Search:

+add

puia

|| [ — [ ——— sty swenent | mc | |

n

5023046-16/0972018-
“e1082 175905727 Inveles SnBs62

86 5023046-10/0872018-
aat0ss 05O mvoice e,

‘Showing 1102 of 2 entries.

Total amount
ELECTRONIC
PAYMENT
1009 ELECTRONIC
2018 e PAYMENT
e 25000

Total amount

5023046~

ss6 | 2018 e

25000

Amount relevant to the
action

100000

25000

Non eligible
expenditure

2000

000

Frst

Eigible
expenditure  ©

=) @@
vevos [l e o




image17.png
Administrative Verification

Controller conTroL_suL controLsut || 1 v

Description of finders.

Yes /No /N

"Findings regarding the physical object [The physical object implementation is checked in regards to the ( \

subsicy contract and the legal commitments. Please indicate any problems o divergences]

Findings regarding the financial object 1. The existence and accuracy of the originalinvoices is veriied
together with existence of a separate account. 2. It s checked whether the project activies produced )
revenues according to articles 61(3) and 65(8) of Reguiation (EU) 1303/2013] 2
Findings regarding the timetable [The project timetabie is checked whether i in agreement with the 7 )
‘appitcation from]
Findings regarding publicty [The compliance with pubicity rules are checked (photographs, pltes efc.) ( )

‘whether s in agreement with the application form and Publicity Guide of the Programme]
‘Gonfomming to previous findings by controlaudt bodies (Certying Authorty, Audit Authorty, EU)
[Mezsures undertaken by the beneficary shiall be referred in regarcs to the indings and ( )

recommendations ofthe MA and the control/audit bodies which are pending]

FLC findings

Nonligible expenditure from Direot o0p0 | Tt o |[3

Expenditures





image18.png




image19.png
FLC findings

Non-ligible expenditure from Direct o0p0 | Tt 000

Expenditures.

Type of expent Non eligible expenditurg Amount dedicated to ndations/Corrective measures Compliance Deadiine





image20.png
Add / Edit Verification by Finder

Type ofe

Finding

Non-sigi

Recommendations/Correct

Compliance Deadiine

Remarks

xpenditure *

ible expenditure *

Based on Documents.

T Discriminatory technical specifications

Recommendstons Conecie massures

31102018 ]

Fraud indication

Tndication ustcation





image21.png




image22.png
Table of Expenditure - Edit [ oven arv [ ciosc an

DD DD naco o

Project: 5023046 Beneficiary: 2 TSI Version: (Final) D: 22337 (Being Processed)

'Conforming (0 previous indings by control/audit bodies (Certiying Authorty, AUGR Authorty, EU)
[Measures undertaken by the beneficiary shal be referred in regards to the findings and .
recommendations of the MA and the controlaudit bodies which are pending]

FLC findings

Non-ligible expenditure from Direct Tooge | ot 000

Expenditures.

+add

Amount dedicated to Action Recommendations/Corrective measures

Type of expenditure Finding Non-eligible expenditure Type of Action Compliance Deadiine

Based on Documents 111 0000 000 Recommendations/Corrective measures 31-10-2013

Based on Documents 117 000 Recommendations/Corrective measures 10-11-2018

Total 7000 om0




image23.jpeg




image24.png




image25.png
Validation Succeeded!





image26.png
* Errors
~BUDGET 700D, v Bpionwe oivoke Moei A i1 Maparans naiodxos k1o oot MAnpu Yrodoyou.





image27.png




image28.png
Tabe o Epencturs
wxs

Verteaton Repot
el

% doc

Cetcate

ol

= doc




image29.png
WPrevious Page




image30.png
Changes that may have been made to the data have not been saved in the
appiication.Are you sure you want to continue?





image31.png
mis ( Beneficiary SN a2 Select Status M

Show 1 v entries Search

MIS §  Beneficiary § Beneficiary Description Reporting Petfod

pu—

5023046 2 DISTRICT ADMINISTRATION OF SMOLYAN 10-09-2018 30-09-2019 40144171 10-10-2018

Showing 110 1of 1 entries @ Edt Last
@ View

#2 Print ~

T Delete

@ Jal

7 Vermeaton
@ Finalization
C Uncheck
= Contact
A Proposal





image32.png




image33.png
A B C D

1D: 22337 (Being Processed)

‘© A. General Data

© B. List of Expenditures

© C. Project Description

© D. Administrative Verification

© & Attachments (3)

© D History Of Changes.

Beneficiary comments

MALJS Comments





image34.png
A Warnings

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

4

Are you sure you want to proceed with action? Return ?





image35.png
Project: 5023046 Beneficiary: 2 TSI Version: (Final)

‘© A. General Data

© B. List of Expenditures

B Proiect Neccrintion




image36.png
mis

Beneficiary SN

‘Select Status

Selest Columns [Show 10 v entries

MIS §  Beneficiary §

5023046 2

Beneficiary Description

DISTRICT ADMINISTRATION OF SMOLYAN

Reporting P\ riod

10-09-2018 30-09-2019

40144171

11-10-2018

Showing 1to 1 0f 1 entries

‘Search:

@ Edt

@ View

#2 Print ~

T Delete

® cancellation

C Uncheck
= Contact
A Proposal





image37.png
H\erication




image38.png
A B CD &

1D: 22337 (Being Processed)

‘© A. General Data

© B. List of Expenditures

© C. Project Description

© D. Administrative Verification





image39.png
A Warnings

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

4

Are you sure you want to proceed with action? Verification 2





image40.png
P 52305 Sontn:2 TS -2 ()

‘© A. General Data

© B. List of Expenditures

© C. Project Description

© D. Administrative Verification




image41.png
ms Qs Beneficiary SIN Q| 2w Select Status M

Selest Columns [Show 10 v entries Search

MIS §  Beneficiary § Beneficiary Description

5023046 2 DISTRICT ADMINISTRATION OF SMOLYAN 10-09-2018 30-09-2019 40144171 11-10-2018 1 22337

@ Edt

@ View

#2 Print ~

T Delete

® cancelatiof
%3 Retum
 Verification
@ Finalization)

Showing 1to 1 0f 1 entries

C Uncheck





image42.png




image43.png
‘Communicate

D@D

Subject *
Subject

fText Message * Messsge. > -

Extra Emails

Show 1o v enries Search:

Attachment category File Name - Description le Size (MB) Date Created

No data available n table-

Showing 0to 0 of 0 entries ot Prevoss | Nex | Lest





image44.png
Attachments

Show 1o v enries Search:

Showing 110107 1 entries e





image45.png




image46.png
Communicate

DD

Subject

Suect

Text Message

Extra Emails

QU] i}




image47.png
MIS 2014-2020 Action Aknowledgement

Web form or Document: Table of Expenditures - Communication
Action: Communication form submitted
About. object_id: 22337
OP:22 - Axis:2 - Axis Title:A Sustainable and Climate adaptable Cross-Border area - Call Code: B2 - No:1541

Date of Acton” 1/11072018
Subject ‘Subject
Message Message

CC:» zosa@yahoo.gr, -

s gonen S5 @mnec.gr,

tattesgisu@mnec.gr, o

yahoo.gr, sigae:<@mnec.gr




image48.png
G Edit




image49.png
@ View




image50.png
Print v




image51.png
il Delete




image52.png
® Cancellation




image53.png
@ Finalization




image54.png
C Uncheck




image55.png
© submit




image56.png
%) Retum




image57.png
X Contact




image58.png
' Verification




image1.png
HELLENIC REPUBLIC




