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8.1. Continuous report 
 

In the project, the user selects the Reports tab and then selects Continuous reports. 
 

 
 
This opens a page displaying information related to the continuous report, including the 
implementation of work packages and activities, the achievement of deliverables, an overview of 
the list of critical risks, and information on communication, dissemination and visibility. 
 
It should be noted that the continuous report can be completed from the start of the project. It is 
important that it is fully completed before submitting the periodic report or, where applicable 
under the project, before submitting an additional initial prefinancing request. 
 

The user will be able to view and/or edit information in the continuous report only if the 

appropriate access rights have been granted (reminder: access rights can be granted only by a user 

who has the ‘Manage members’ permission; user rights are managed in the ‘Users’ tab of the 

project): 

• Continuous report preview: for viewing the continuous report; 

• Continuous report edit: for editing (completing) the continuous report. 

 

! Important 

When working with eSInnis, a person authorised by the legal representative of the Coordinator 
must assign editing rights to users responsibly. The Coordinator is responsible for the accuracy 
of all project information. 
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If a user is granted only preview rights (Continuous report preview), the user will see the eye 

icon  and will only be able to view the information in the continuous report. 

 

If the user is also granted editing rights (Continuous report edit), the user will see both the eye 

icon  and the pencil icon  and, by selecting the pencil icon , will be able to edit the 

information. 
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At the top of the Continuous report page, the user will see guidance for continuous reporting, 
which is displayed when hovering the mouse over the ‘Guidance for continuous reporting’.  

 

At the top of the continuous report page, the user will also see templates for supporting documents 
for deliverables (‘Templates for deliverables (if any)’), provided that such templates have been 
uploaded by the Granting Authority. If this section is empty, this means that the Granting Authority 
has not uploaded any documents and/or that the templates are not applicable. 
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Otherwise, the user will see the uploaded templates and will be able to download them (to 
download, the user must click the arrow icon ). 

 

 

8.1.1. Viewing the continuous report 
 
To view information in a specific part of the continuous report, the user must select the eye 

icon  (‘Preview’). Please note that in the ‘Communication, dissemination and visibility’ section, 

the eye icon  is not displayed, as all information in this section is visible on the screen by default. 
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In addition, the system highlights in red work packages where activities were scheduled to start 
but have not yet begun, i.e. no information has been recorded in the system about the 
implementation of the activities of such work packages (for more details, see 8.1.2.1.1). The red 
highlighting disappears only when the completion status has been recorded for all activities of 
that work package. 
 

 
 

8.1.1.1. Viewing activities and deliverables 
 
When the user opens the work package information, the system displays tabs for the activities and 
deliverables of that work package. 
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By default, the system displays information on activities, including: 
 

• Activity No. 

• Activity title 

• Lead participant responsible for implementing the activity 

• Other participants involved in implementing the activity (if any) 

• Activity completion status 

• Activity description (explanation) 

• Information on other issues (if specified) 
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To view deliverable information, the user must select the ‘Deliverables’ tab. 
 

 
 
The following information on deliverables is then displayed: 
 

• Deliverable No 

• Deliverable title 

• Deliverable type 

• Quantity (as specified in the Grant Agreement) 

• Achieved quantity 

• Approved quantity 

• Due date (the deadline specified in the Grant Agreement) 

• Proposed new due date (if delay) where the deliverable was not achieved by the due date 
specified in the Grant Agreement 

• New due date (if delay) approved by the Granting Authority 

• Dissemination level 

• Status 

• Delivery date (actual) 

• Approval date 

• Details 
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To view more detailed information on a deliverable, the user must open the ‘Deliverables’ tab, 

and select the eye icon  (‘Preview’) next to the relevant deliverable.  
 

 
 
A new window will then open, displaying additional information not shown in the default 
deliverables view: 
 

• Description (supporting information for the deliverable) 

• Granting Authority comments (if any) 

• Attachments (supporting documents for the deliverable) 

 
At the top of this window, the deliverable title is displayed in the blue header.  
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8.1.1.2. Viewing the list of critical risks 
 

To view information on project risks, the user must select the eye icon  (‘Preview’) next to the 
‘List of critical risks’ section. 
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Once selected, a window opens in the system displaying the following risk information: 
 

• Risk No 

• Risk type: either foreseen or unforeseen 

• Risk description 

• Work packages No 

• Probability of risk occurrence 

• Proposed mitigation measures 
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The user will also see information on the state of play, including: 
 

• Risk No 

• State of play period (Reporting period No) 

• Risk materialisation (Did your risk materialise?) 

• Application of risk mitigation measures (Did you apply risk mitigation measures?)  

• Comments 
 

 

 

 
 

8.1.1.3. Viewing communication, dissemination and visibility 
 
As mentioned above, in the ‘Communication, dissemination and visibility’ section, all information 
is directly visible in the main continuous report page. 
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8.1.2. Editing the continuous report 
 
If the user has been granted not only preview rights but also editing rights for the continuous 

report, the pencil (editing) icon will be displayed next to the eye icon . To edit information, 

the user must select the pencil icon  (‘Edit’). 
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8.1.2.1. Editing activities and deliverables 
 

To edit information on activities or deliverables, the user must select the pencil icon  next to 
the relevant work package. 
 

 
Once selected, the user will see two tabs (as in preview mode): ‘Activities’ and ‘Deliverables’. 
Activity information can be edited by the user immediately. 
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8.1.2.1.1. Editing activities 
 
In the ‘Activities’ tab, the user will see the activities of the selected work package and will be able 
to edit them. Additional guidance (instructions) is also displayed in italics. 
 

 

 
 
In the activities section, information is saved automatically (autosave is enabled). In this section, 
the user can: 
 

•  Select the completion status of the activity 
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• Enter the description (explain how the activity was implemented) 

 
 
In addition, when the user hovers the mouse over the ‘Description’ field, the system 
displays the instructions. 
 

 
 

• Provide information on other issues (if applicable) 

 
 

At the bottom of the window, the user will see the ‘Back’ button, which returns to the main 
continuous report page. 
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As noted above, the system highlights in red work packages where activities were scheduled to 
start but have not yet begun, i.e. no information has been recorded in the system on the 
implementation of the activities of such work packages (the activity completion status has not 
been filled in). When opening such a work package, the user will see a red warning message next 
to the activity: ‘Delayed! Activity should have already started’. 
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This red warning next to the activity disappears once the user selects the completion status. 
 

 
 

The red highlighting of the work package is removed only when a completion status has been 
recorded for all activities within that work package. 
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8.1.2.1.2. Editing deliverables 
 
In the ‘Deliverables’ tab, the user will see the deliverable information for the selected work 
package. Additional guidance (instructions) is also displayed in italics. 
 

 

 

 
 

To enter or update information in the ‘Deliverables’ tab, the user must click the pencil icon . 
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Once this is done, a new window displaying the following view opens in the system. 
 

 
 

In the opened window, the user must:  

• Complete the description by explaining how the deliverable was achieved. When the user 

hovers over the field, guidance is displayed. 
 

 
 

• Enter the achieved quantity of the deliverable.  
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Note:  

The value entered in the ‘Achieved quantity’ field is also displayed in the corner of the field. 
 

 
 

This value (shown in brackets) is calculated cumulatively, e.g. if an achieved quantity of 2 has 

previously been submitted and approved, and the user subsequently submits an additional 

quantity of 1 for the same deliverable, then the field will display the total value of 3 (i.e. 2 + 1, 

where 2 is the approved quantity and 1 is the newly submitted quantity). 
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• Upload supporting documents for the deliverable (‘Upload document’). 
 

 
 

• Download or delete uploaded documents. 
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Note:  

An uploaded document can be deleted only if it has not been approved by the Granting 

Authority. In other words, if a deliverable has been submitted and approved, both the 

deliverable and the documents attached at the time of submission are considered approved. To 

verify which documents have been approved, the user must open the relevant deliverable (in 

either preview or edit mode) and check the value in the ‘Approved’ column where attached 

documents are displayed: 

• Yes: the document has been approved and can no longer be deleted 

• No: the document has not been approved and can be deleted 
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• Save the entered information by clicking the ‘SAVE’ button. This allows the user to complete 

the deliverable information without immediately submitting it to the Granting Authority by 

clicking the ‘SAVE’ button. If the user enters information but does not click ‘SAVE’, all 

entered data will be lost, as autosave is not enabled in this section. 
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• Submit the information to the Granting Authority (‘SUMBIT’). 

 
 

 

The SUBMIT button becomes active only when all required fields have been completed and at least 

one document has been attached. 
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Note:  

If the ‘SUBMIT’ button is displayed in grey (rather than brown), the user should verify whether 

all required fields have been completed and the necessary documents attached. 

 
 

In addition, the system provides information indicating that supporting documents for achieving 

the deliverable must be attached.  

 

If no document is attached, it will not be possible to submit the deliverable to the Granting 

Authority for approval (the ‘SUBMIT’ button will remain inactive). 
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Once the user has completed all mandatory information, the ‘SUBMIT’ button becomes active. 

After clicking the ‘SUBMIT’ button, the system prompts the user to confirm the action. 

 
 

By selecting ‘Continue’, the deliverable is submitted to the Granting Authority for approval. A 

notification on the submission of the deliverable is generated in the ‘Communication’ tab of the 

project. The deliverable status then changes from Draft to Submitted.  

 

! Important 

Once the deliverable status is Submitted, the user can no longer edit the deliverable 

information. 
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The system also records the date the deliverable is submitted (‘Delivery date (actual)’). 

 
 

By clicking ‘Cancel’, the action is aborted and the user is returned to editing mode (the deliverable 

is not submitted to the Granting Authority for approval).  

 

• Specify a new proposed due date for the deliverable (‘Proposed new due date (if delay)’).  
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In the general deliverable information, the due date (‘Due date’) is displayed. This date is 

automatically generated based on the project start date and the end date of the relevant work 

package.  

If the deliverable information is completed after the due date has passed, an additional field for 

specifying a proposed new due date (‘Proposed new due date (if delay)’) is displayed.  
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By selecting ‘Proposed new due date (if delay)’ field, a calendar opens, allowing the user to choose 

the relevant date. 
 

 
 

After specifying the new proposed due date for the deliverable, the user must click the ‘SAVE’ 

button. Once saved, the date becomes visible both to the user and to the Granting Authority. The 
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user should inform the Granting Authority of the proposed new due date for the deliverable 

through project communication. 
 

 
 

 
 

The user will also see the ‘New due date’ field. However, this field cannot be edited by the user, as 

it is completed by the Granting Authority. 
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If the Granting Authority has not entered any information, the field remains empty. Once the 

Granting Authority specifies the new due date for the deliverable, it becomes visible to the user 

both in the general deliverable information and within the deliverable details view. 
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Please note that the date proposed by the user and the date set by the Granting Authority may 

differ. The user should therefore carefully verify the new due date indicated for the deliverable. 

 

All communication regarding the new due date must be carried out via the ‘Communication’ tab. 

If the user has any questions or requires clarification regarding the proposed new due date, a 

message can be sent to the Granting Authority through the system. 

 

8.1.2.2. Editing the list of critical risks 

To edit information in the ‘List of critical risks’ section, the user must select the pencil icon  

displayed in the main continuous report page next to the risks section. 
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After selecting the pencil icon , a window opens displaying the information on project risks. This 

information is automatically imported from the Grant Agreement; however, it can be edited by the 

user where necessary. 
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In this risk window, the user can:  

• Select or update the probability of risk occurrence 

     
• Add or update the proposed mitigation measures 

 
 

• Add additional unforeseen risks not originally included in the project. To add a new 

unforeseen risk, the user must click the ‘ADD UNFORESEEN RISK’ button.  
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The ADD UNFORESEEN RISK button 
 

 
 

When hovering over ‘ADD UNFORESEEN RISK’, a message is displayed informing the user that, 

once an unforeseen risk has been added (after clicking ‘SAVE’), it can no longer be deleted.  

 
 

After clicking ‘ADD UNFORESEEN RISK’, a new window opens in which the user must complete the 

required information on the new unforeseen risk. 
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In the ‘ADD UNFORESEEN RISK’ window, the user must complete the mandatory fields:  

• Risk description: describe the risk 

• Work packages No: select the relevant work package(s) 

• Proposed mitigation measures: describe the mitigation measures 

• Probability of risk occurrence: select risk probability 

  

The ‘SAVE’ button becomes active only after all mandatory fields (marked with *) have been 

completed.  
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The user may also complete the state of play information immediately. If an unforeseen risk is 

added after the reporting period (after approval of the periodic report), the state of play must be 

completed before saving the risk (before clicking ‘SAVE’), as it will no longer be possible to edit this 

information afterwards. If an unforeseen risk is added before the end of the reporting period 

(before approval of the periodic report), the state of play can also be completed after saving (the 

fields will remain editable after saving the risk). 

 

Once ‘SAVE’ is clicked, the newly added unforeseen risk appears in the general list of risks. The 

user can distinguish between newly added risks based on the ‘Risk type’: ‘Foreseen’ (risks originally 

included in the project) and ‘Unforeseen’ (newly added risks). 

 
 

The user must complete the state of play not only for unforeseen risks, but for all risks, in 

accordance with the reporting periods defined in Data Sheet 4.2 ‘Reporting, payment and 

guarantees schedule’ of the Grant Agreement. 
 

 
 

 

 

 

 



 
 
 

 

 
40 

! SVARBU  

The state of play fields in the risks section become locked (i.e. can no longer be edited) once the 

periodic report has been approved. It is therefore important to complete the state of play in a 

timely manner. 

 

In the state of play section, the user must:  

• Indicate whether the risk materialised during the relevant period (‘Did your risk 

materialise?’) 

  
 

• Indicate whether risk mitigation measures were applied (‘Did you apply risk mitigation 

measures?’)  

  
 

• Complete the ‘Comments’ field. when hovering over this field, the user is provided with 

guidance (instructions) on how to fill in the comment. 
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8.1.2.3. Editing communication, dissemination and visibility 
 

To complete the final ‘Communication, dissemination and visibility’ section of the continuous 

report, the user must click the pencil icon . 
 

 

 

 
 

After clicking the pencil icon , a window opens in which the user must complete the required 

information. In this section, information is saved automatically. 
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Additional guidance is also displayed in italics in the opened window. 
 

 
 

8.1.3. Deliverable status 
 
The following deliverable statuses are possible: 

• Pending: displayed until the ‘SAVE’ button has been clicked in the deliverable card.  

• Draft: displayed while the deliverable information is being completed. This status appears 
once the ‘SAVE’ button has been clicked in the deliverable card.  

Even if the deliverable status was previously ‘Approved’, once the user opens the 
deliverable card and selects ‘SAVE’, the status changes to ‘Draft’. 

• Submitted: the deliverable has been submitted to the Granting Authority for approval. 

• Approved: displayed once the Granting Authority has approved the submitted deliverable. 

• Rejected: the deliverable has not been approved by the Granting Authority and must be 
resubmitted. 
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8.1.4. Approval/rejection of a deliverable 
 

As noted above, once the user submits a deliverable to the Granting Authority for approval, the 

delivery date is automatically recorded in the system. The achieved quantity is also displayed.  
 

 
 

Please note that the value in the ‘Achieved quantity’ column is updated dynamically as the user 

completes the deliverable, enters the ‘Achieved quantity’ value and clicks ‘SAVE’.  
 

 
 

Therefore, in the overall list of deliverables, the user will see the entered value in the ‘Achieved 

quantity’ column even when the deliverable status is Draft. 
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When the Granting Authority approves a deliverable, the ‘Approval date’ and the ‘Approved 

quantity’ are automatically filled in. The deliverable status changes from Submitted to Approved. 
 

 
 

The user also receives a notification confirming the approval of the deliverable. 
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If the Granting Authority rejects a deliverable, the ‘Approved quantity’ field remains empty and 

the ‘Approval date’ is not recorded. However, the delivery date remains visible. The deliverable 

status changes from Submitted to Rejected. 
 

 
 

In the deliverable card, under the ‘Granting Authority comments (if any)’ field, the user will see 

the comments provided by the Granting Authority (explanation of the deliverable rejection). 

 
 

The user also receives a notification regarding the rejection of a deliverable. 
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After reviewing the comments provided by the Granting Authority and making the necessary 

corrections, the user may resubmit the deliverable. 

 

If the user clicks ‘SAVE’ in the rejected deliverable card (even without making changes), the 

deliverable status changes from Rejected to Draft. 

 

 

8.1.5. Submission of a deliverable in stages 
 

A deliverable may be submitted to the Granting Authority in stages. This applies where the planned 

quantity of the deliverable is greater than 1 (or where a higher quantity than initially planned in 

the Grant Agreement is achieved). In such cases, the user may submit the deliverable in parts 

(stages). Example: If the planned quantity of a deliverable in the Grant Agreement is 5, the user 

may submit it in stages, e.g. by submitting 2 initially and 3 later (or 2 initially, then 1, followed by a 

further 2). Stage submissions are automatically accumulated in the system, and submission of the 

deliverable is not locked after the first submission.  

 

To submit an additional stage of a deliverable (where part of the quantity has already been 

approved), the user must enter the achieved quantity and upload a new document (‘UPLOAD 

DOCUMENT’). If these steps are not completed, the ‘SUBMIT’ button will remain inactive. 

! IMPORTANT 

A deliverable can be submitted only when its status is Draft, Approved or Rejected. 

 

If the deliverable status is Submitted,  the external user can only view it and cannot edit or 

submit additional information. 
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! IMPORTANT 

In the ‘Description’ field (explanation of the deliverable), the information must be provided 

cumulatively. This means the user should not delete information on the deliverable that was 

previously submitted and approved by the Granting Authority; instead, the user should 

supplement it with new information. If previously submitted information is deleted, it will no 

longer be available in the system. 

 

Once the user enters the achieved quantity and uploads a new document (‘UPLOAD DOCUMENT’), 

the ‘SUBMIT’ button becomes active, and the process continues in the same way as for the initial 

submission.  
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! IMPORTANT  

When submitting deliverables in stages, the user must indicate only the newly achieved quantity, 

not the total cumulative quantity. The system performs the calculation automatically.  

Example: If an approved quantity of 2 has already been recorded and the user submits a further 

achievement of 3 for the same deliverable, they must enter 3 in the ‘Achieved quantity’ field. The 

system will then display the cumulative total of 5 in brackets. 

  

It should be noted that the system displays the cumulative value for a deliverable at the top of the 

‘Achieved quantity’ field. This value is calculated by adding the previously approved quantity to 

the newly entered quantity. For example, if the approved deliverable quantity is 1 and the user 

enters an additional quantity of 2, the total achieved quantity displayed will be 3 (1 + 2). 
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8.1.6. Generating the continuous report PDF 
 

The user may generate a PDF version of the continuous report at any time. To do so, the user must 

select the ‘PDF’ button available in the continuous report page and wait until the document is 

generated and downloaded to the user’s device. 
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