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8.2. Periodic report 

8.2.1. General information on periodic reports 

Periodic reports are required for payment purposes and to report on the work carried out under the 
project. The report must be submitted by the deadline specified in Section 4.2 ‘Periodic reporting and 
payments’ of the Data Sheet to the Grant Agreement. 
 

 
 
The submission deadline can also be checked in the ‘Reports’ tab by clicking ‘Periodic reports’. The user 
will see the ‘Date of submission’ column in the opened window. 
 

 
 
The user will be able to view and/or edit information in a periodic 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’ rights; user rights are managed in the ‘Users’ tab of the project): 

• Periodic report preview: for viewing the periodic report; 

• Periodic report edit: for editing (completing) the periodic report. 
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! 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. 

 

 
 
Please note that, before it is submitted to the Granting Authority, the periodic report must be signed. The 
report can be signed only by a user who has been validated (approved) by the Granting Authority and 
granted signing rights.  
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When the user clicks the ‘Reports’ tab and then ‘Periodic reports’, a window opens displaying an 
overview of the project’s periodic reports: 

• RP No (report number) 

• Month from – to (reporting period) 

• Type: A second pre-financing payment / The final payment (payment of the balance) 

• Date of submission 

• Status 

• Amount (payment amount planned in the Data Sheet) 

• Declared amount (amount declared on the basis of work package implementation) 

• Accepted amount (amount accepted by the Granting Authority on the basis of the declared work 
package implementation). 

 

To view a periodic report, the user must click the eye icon  (‘Preview’) next to the relevant report. If 

the user sees the pencil icon  (‘Edit’), this means that the report can already be edited and that the 
user has been granted the periodic report editing rights; If the user does not have periodic report editing 

rights, the pencil icon  will not be visible and only the eye icon  will be displayed. 
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! IMPORTANT 

• A periodic report becomes available for editing 30 calendar days before the scheduled date of 
submission. When the report becomes available for editing, the user receives a notification informing 
them that the report has been opened for filing. 

 
 

• If the periodic report status is Pending and the submission deadline (‘Date of submission’) has 
passed, the user will receive a daily system notification reminding them that the report submission 
is overdue. 

 

• Until the periodic report is opened for editing, a user with the ‘Periodic report edit’ rights will see 

only the eye icon . 

• Once the periodic report has been opened for editing, a user with the ‘Periodic report edit’ rights 

will see only the pencil icon  (i.e. the eye icon  will no longer be displayed).  

• If a periodic report is already available for editing (the system allows users to complete periodic 
reports 30 calendar days before the ‘Date of submission’, but a user with the ‘Periodic report edit’ 
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rights cannot see the ‘Start Editing’ button, it is recommended to contact the person responsible for 
the project at the Granting Authority. 

 
As noted above, a periodic report may be edited only by a user with the ‘Periodic report edit’ rights. 

To edit the periodic report, the user must click the pencil icon . 
 

 
 

 

 ! IMPORTANT 

If the pencil icon  (‘Edit’) is not visible, this may indicate that the reporting period has not yet opened 
(the system only allows users to complete periodic reports 30 calendar days before the ‘Date of 
submission’), or the user has not been granted rights to edit the periodic report.  

 

After clicking the pencil icon  (‘Edit’), a window opens displaying the full periodic report and the ‘START 
EDITING’ button. The same information is visible when the report is opened in preview mode. It consists 
of the following sections:   

• General information on the project and the reporting period (Project Information) 
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• Periodic report structure:  

• Technical Report (Part A): Information in this section cannot be edited or entered manually by the 
user, as the content is populated automatically. The information is imported from the Continuous report. 
Any corrections or updates must therefore be made in the Continuous report. 

 
• Technical report (Part B): In this section, the user must provide information on the work carried out 
during the reporting period, the progress of activities and other aspects related to project 
implementation, in accordance with the provisions of the Grant Agreement. Additional information 
(instruction) appears in italics when a specific field in this section is selected while filling out each item. 
Users are encouraged to follow this guidance to ensure that the information provided is complete and 
meets the assessment requirements. 
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• Financial Part: In this section, the user must complete information on the status of work package 
completion and upload the required supporting documents in the ‘STATUS OF WORK PACKAGES 
COMPLETION’ section. The system automatically generates financial information displayed in the 
‘FINANCIAL STATEMENT FOR THE PROJECT REPORTING PERIOD’ section based on the work package 
completion information. 
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! IMPORTANT 

• In edit mode, the report uses an autosave function. Each time information is saved automatically, a 
system notification is displayed on a green background. 

 
 

• While completing the report, the user can move freely between sections of the report using the 
following navigation buttons: 

• NEXT:  opens the next section of the report; 

• PREVIOUS:  returns to the previous section (one step back); 

• BACK:  returns to the initial report window. 

The user can also navigate between report sections using the square navigation icon in the top-right 
corner of the window. 

 

• Character limits apply to report fields. In the corner of each field, a counter indicates the maximum 
number of characters that may be entered. The system will not allow the user to enter more characters 
than the limit specified for that field. 
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8.2.2. Editing the periodic report: the ‘START EDITING’ button 

In a periodic report, edit mode is activated only when a user with editing rights clicks the ‘START EDITING’ 
button. 

 

A system notification is displayed in the window to inform the user that report edit mode has been 
successfully activated. 

 

After clicking the ‘START EDITING’ button, a user who has both preview and editing rights will see two 

options: ‘Preview’ (eye icon ) and Edit (pencil icon ). If a particular section of the periodic report is 

available for preview only, only the eye icon will be displayed for that section . 
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• ‘Preview’ : opens the information in preview mode. In this mode, the report cannot be edited or 
completed; the information is available in read-only. 

• ‘Edit’ : opens the report in editing mode, allowing the user to enter or update the required 
information. 

The following sections describe how to complete each part of the periodic report. As noted above, the 
user can move between sections using the ‘NEXT’ and ‘PREVIOUS’ buttons, both in preview and in edit 
mode. 
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8.2.2.1. Completing ‘Summary of work performed, main achievements, results and impacts’ 

In the ‘4.1 Summary of work performed, main achievements, results and impacts’ section of the periodic 
report, the user must provide information on the work carried out, the main achievements, etc. 
Documents may also be attached, where applicable.  

Guidance in italics is displayed within the window to help the user understand what information should 
be provided. 

 

Accordingly, in the ‘4.1 Summary of work performed, main achievements, results and impacts’ section, 
the user must complete the following information: 
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• Summary of work performed, main achievements, results and impacts (summary may be used for 
publicity): enter the required information in the ‘Enter description’ field, 

• Material attached to the summary of work performed (may be used for publicity): complete the 
‘Attachment title’ and ‘Description’ fields by clicking ‘Enter text’, and upload the relevant documents, 
where applicable, using ‘Upload Document’. Please note that multiple attachments can be uploaded. If 
an incorrect attachment has been uploaded, it can be removed.  
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8.2.2.2. Completing ‘Project teams, staff and experts’ 

In the ‘4.2 Project teams, staff and experts’ section of the periodic report, the user must provide 
information on any deviations from the provisions of Annex 1 to the Grant Agreement relating to project 
staff or the organisation of the project team. 

If key project team members have been replaced during project implementation, the changes made must 
be described and, where relevant, CVs of the new key participants must be provided. To determine what 
information should be provided, the user must follow the guidance displayed in italics within the window. 

 

 

Accordingly, in the ‘4.2 Project teams, staff and experts’ section, the user must, where applicable, 
complete the ‘Description’ field by clicking ‘Enter text’ and upload the relevant supporting documents 
using ‘Upload Document’. Please note that multiple attachments may be uploaded. If an incorrect 
attachment has been uploaded, it can be removed. 
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8.2.2.3. Completing ‘Project management, quality assurance and monitoring and evaluation strategy’ 

In the ‘4.3 Project management, quality assurance and monitoring and evaluation strategy’ section of 
the periodic report, the user must describe any changes to the project management, quality assurance, 
monitoring and evaluation strategy, as well as any significant changes to management and decision-
making mechanisms (if applicable). 

Similar to previous sections, this section also provides guidance to the user in italics. 

 

Accordingly, in the ‘4.3 Project management, quality assurance and monitoring and evaluation strategy’ 
section, the user is required to complete only one field: ‘Enter description’. 
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8.2.2.4. Completing ‘Impact’ 

In the ‘4.4 Impact’ section, the user must describe any changes to the impact analysis and strategy and 
their impact on the project, as well as provide information on the target groups involved in the activities 
(if applicable). 
 
Guidance in italics is displayed within the window to help the user understand what information should 
be provided. 

 
In addition, when the user hovers over the ‘Enter explanation’ field in the ‘Description of the activity 
involving the target group(s)’ column and the ‘Enter number’ field in the ‘The number of target group 
actually participated’ column, additional guidance on completing these fields is displayed. 
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Accordingly, in the ‘4.4 Impact’ section, the user must complete: 

• the ‘Enter description’ field in the ‘Impact’ section; 



 
 
 

 
 

18 

 

• the information in the ‘Target groups (if applicable)’ section: 
o The user must select the relevant target group type from the list of target groups available in 

the system.  

 

 
 

If the relevant target group is not available in the list, the user must select ‘Other, please specify’ 
and then enter the relevant target group in the ‘Custom target group’ field that appears. 
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After selecting (or entering) the appropriate target group, the user must provide information on the 
activities in which members of the selected target group participated by completing the ‘Enter 
explanation’ field in the ‘Description of the activity involving the target group(s)’ column. The user must 
also indicate the number of target group members who actually participated in the activities by 
completing the field in the ‘The number of target group actually participated’ column and specify the 
relevant ‘Work packages No’ in which they participated. 

 

If information on more than one target group needs to be added, the user can click the plus icon  in 
the window to do so.  
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If a target group entry has been added incorrectly or is no longer required, it may be removed by clicking 

the bin icon . 

 
 
For the final periodic report (‘The final payment (payment of the balance)’), an additional section titled 
‘Gender, accessibility and non-discrimination’ is displayed within the ‘4.4 Impact’ section. This section 
must also be completed by the user.  
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8.2.2.5. Completing ‘Sustainability and continuation’ 

In the ‘4.5 Sustainability and continuation’ section, the user must provide information on any changes 
to the project's sustainability analysis and/or sustainability strategy (if applicable). In addition, the final 
periodic report must describe what will happen to the project after EU funding ends, how the project 
results will be used, and include any other relevant information. Similar to the other sections of the 
periodic report, this section also displays guidance in italics to help the user understand what information 
should be provided. 
 

 
Accordingly, in the ‘4.5 Sustainability and continuation’ section, the user is required to complete only 
one field: ‘Enter description’. 
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8.2.2.6. Completing ‘Timetable’ 

In the ‘5. TIMETABLE’ section of the periodic report, the user must provide information on the actual 
implementation period of the activities. Similar to the other sections, guidance is displayed in italics to 
help the user. Each cell corresponds to one month. 
 

 
The system displays the following information: 

• the implementation period of the work package, as specified in the Grant Agreement, displayed in dark 
blue; 

 
• the implementation period of the activity, as specified in the Grant Agreement, displayed in soft orange; 
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• sections for marking the actual implementation period of the activity, displayed without colour. 

 
The user must complete (mark) the actual implementation period of the activities using the uncoloured 
row. To mark it, the user must click the relevant cell in the uncoloured row for the required activity. Once 

selected, the cell will turn light blue and a hand icon  will be displayed. 
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If the user needs to mark multiple months for an activity, the user must click the first month of the activity 
and, while holding down the left mouse button, drag the cursor across the required cells, e.g. if an activity 
takes place from month 3 to month 9, the user should click the cell corresponding to month 3 and, while 
holding down the left mouse button, drag the cursor to the cell corresponding to month 9. 

 
Incorrect selections can easily be cleared by double-clicking any cell within the marked activity period 
(whether white or light blue). This action removes the entire selection. 
 

8.2.2.7. Completing ‘Declarations’ 

In the ‘6. DECLARATIONS’ section of the periodic report, the user must either confirm compliance by 
selecting the relevant box in the ‘Tick to confirm’ column or provide an explanation in the ‘Comment (If 
NO, explain and provide details)’ column. 
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Please note that when compliance is confirmed in the ‘Tick to confirm’, the ‘Comment (If NO, explain 
and provide details)’ column becomes inactive and cannot be edited, i.e. a comment can only be added 
if compliance has not been confirmed in the ‘Tick to confirm’ column. 

 
8.2.2.8. Completing ‘Status of work packages completion’ 

In the ‘7. STATUS OF WORK PACKAGES COMPLETION’ section of the periodic report, the user must 
indicate the implementation status of each work package and attach the required supporting documents. 
Similar to the other sections of the periodic report, guidance is provided in italics. 
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Accordingly, in the ‘7. STATUS OF WORK PACKAGES COMPLETION’ section, the user must indicate the 
‘Status of completion’ for each work package. 

 
 
At the beginning of the reporting process, all work packages are automatically assigned the status ‘Not 
selected’. If the ‘Not selected’ status remains for at least one work package, an error message will be 
displayed when the user attempts to confirm the report and send it for signature. The report cannot be 
confirmed until a value other than ‘Not selected’ has been selected in the ‘Status of completion’ field for 
every work package. 
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The following ‘Status of completion’ values are available: 

• Completed: the work package has been fully implemented and all planned results have been achieved; 

• Not completed: the work package has not been implemented. This status should also be selected where 
implementation of the work package has not yet started; 

• Partially completed: the work package has been partially implemented. This status is available only for 
the final periodic report. 
 
When the user selects a ‘Status of completion’, the system automatically populates the ‘Percentage of 
completion’ field based on the selected value: 

• If ‘Completed’ is selected, the completion percentage is automatically set to 100% and cannot be 
modified. This indicates that all work package activities have been fully implemented and all planned 
results have been achieved. 

 
• If ‘Not completed’ is selected, the completion percentage is automatically set to 0% and cannot be 
modified. This indicates that implementation of the work package has not yet started or that activities 
have started but implementation is not yet complete and the planned results have not yet been achieved. 
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• If ‘Partially completed’ is selected, the completion percentage must be entered by the user. This status 
indicates that the work package activities and results have been achieved only in part. When this status 
is selected, additional columns are displayed: 

• Beneficiary/affiliated entity, which provides information on the project participants for whom a budget 
has been allocated under the work package; 

• Percentage of completion by beneficiary/affiliated entity, where the user must indicate the 
completion percentage attributable to each project participant. 

 
 

In addition, when ‘Partially completed’ is selected, a question mark icon  is displayed next to the field. 
Hovering over the icon displays further information on the conditions for using this completion status.  

 
 
! IMPORTANT 

For lump sum projects, the ‘Partially completed’ status is available only in the final periodic report 
(‘The final payment (payment of the balance)’). If a report other than the final periodic report is being 
completed, this status cannot be selected. 
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Also, in the ‘7. STATUS OF WORK PACKAGES COMPLETION’ section, the user must also attach the 
supporting documents required under the provisions of the Grant Agreement, demonstrating the 
achievement of the work package results. To upload documents, the user must click the paperclip icon 

 next to the relevant work package.  

  
Clicking the icon opens a window where documents can be uploaded in the usual way. Multiple 

documents may be uploaded. Uploaded documents can be opened  or deleted  if necessary. 
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8.2.2.9. Completing ‘Financial statement for the project reporting period’ 

The ‘8. FINANCIAL STATEMENT FOR THE PROJECT REPORTING PERIOD’ section provides a summary 
based on the work package implementation information entered in the ‘7. STATUS OF WORK PACKAGES 
COMPLETION’ section and the corresponding work package budgets set out in the Grant Agreement. 

In the ‘8. FINANCIAL STATEMENT FOR THE PROJECT REPORTING PERIOD’ section, the user can only view 
information on the use of the project budget and the implementation of work packages during the 
reporting period. 
 

 
 

The user can also check the proportion of the previously paid pre-financing that has been used 
(Consumption percentage) and view the estimated amount of the new pre-financing payment (Estimated 
amount of the Second prefinancing payment). Please note that the final amount of the new pre-financing 
payment (Estimated amount of the Second prefinancing payment) will be determined only after the 
periodic report has been assessed and approved by the Granting Authority. 
 

 

 

The ‘Estimated amount of the Second prefinancing payment’ information is not displayed in the final 
periodic report (The final payment (payment of the balance)), as the final project balance is calculated 
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at that stage. The final balance is determined during the assessment of the periodic report, taking into 
account all project payments, recoveries and budget reductions (if any). 

 

 
 

8.2.3. Confirmation of the periodic report and its submission for signature 

Once all required information has been completed in the periodic report (including the continuous report) 
and all required documents have been attached, the user should ensure that the report is complete and 
ready for submission. If so, the report can be confirmed and submitted to the responsible signatory. To 
do so, the user must click the ‘CONFIRM AND SUBMIT FOR SIGNATURE’ button. 

CONFIRM AND SUBMIT FOR SIGNATURE 
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Please note that, after clicking this button, the system will ask the user to confirm the action. To proceed, 
the user must click ‘CONTINUE’. Alternatively, the user can click ‘CANCEL’ to return to edit mode. 

 
 

After clicking ‘CONTINUE’ a system notification is displayed confirming that the action has been 
completed successfully. 
 

 
 

An email notification is also sent to the user who has signing rights in the project, informing them that 
the periodic report is ready for signature. 
 
 

 

Please note that if the ‘CONFIRM AND SUBMIT FOR SIGNATURE’ button is clicked before a signatory has 
been approved, no user will receive the email notification with the subject ‘Periodic report completed and 
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ready for signature (Project No.)’. In such cases, the project team will have to use other means of 
communication to coordinate the signing of the periodic report. 

REMINDER: Only a person validated by the Granting Authority and granted signing rights in the 
project may sign the periodic report. For more details, please consult the User guide for user 
(signatory) verification. 

 

! IMPORTANT 

• If the ‘CONFIRM AND SUBMIT FOR SIGNATURE’ button is not visible while editing the report, click 
the ‘BACK’ button. 

• If mandatory information is missing, clicking the ‘CONFIRM AND SUBMIT FOR SIGNATURE’ button 
will trigger a red error message indicating which information is missing or which required action has 
not been completed.  

 

• If all mandatory information has been completed and the ‘CONFIRM AND SUBMIT FOR 
SIGNATURE’ button is clicked, the report status changes from ‘Draft’ to ‘Ready to sign’. The user with 
signing rights then sees the ‘SIGN’ and ‘REFUSE TO SIGN’ buttons activated in the system. 

 

https://test.esinnis.eu/data/public/uploads/2025/03/ga-user-verification-en.pdf
https://test.esinnis.eu/data/public/uploads/2025/03/ga-user-verification-en.pdf
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By clicking the link included in the notification email, the signatory will be redirected to the system and 
will be able to sign the periodic report. When opening a periodic report with the status ‘Ready to sign’, a 
user with signing rights will see the ‘SIGN’ and ‘REFUSE TO SIGN’ buttons. 

 

 

The signing process is the same as for the signing of a Grant Agreement (for more details, please consult 
the Grant Agreements (GA) user guide).  

 
A user with signing rights can also decide not to sign the report, for example if discrepancies or other 
issues are identified. In such cases, the user should click the ‘REFUSE TO SIGN’ button. 
REFUSE TO SIGN 

 

 

https://test.esinnis.eu/data/public/uploads/2025/03/grant-agreement-guidance.pdf
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After clicking ‘REFUSE TO SIGN’, a window opens in which the reason for refusing to sign the periodic 
report must be entered in the ‘Message body’ field. Completion of this field is mandatory. The ‘REFUSE 
TO SIGN’ button will not become active until a reason has been entered. 
 

 
 
Once the reason has been provided, click ‘REFUSE TO SIGN’ to confirm the decision not to sign the report.  
 

 
 
 
After this action, users who have communication rights in the project will receive a system notification 
informing them that the periodic report has not been signed. 
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When a user with signing rights refuses to sign the report, its status changes from ‘Ready to sign’ back to 
‘Draft’, and the report becomes editable again. Once the necessary corrections have been made, the 
periodic report can be submitted for signature again. The process remains the same as described above. 
 
Once the periodic report has been signed, its status changes from ‘Ready to sign’ to ‘Signed and 
Submitted’. After the report has been signed, the system generates a PDF version of the periodic report, 
which can be downloaded. 
 

 

 
 

The PDF document is also automatically attached to the system message confirming the submission of 
the periodic report. 
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! IMPORTANT 
When the status of the periodic report changes to ‘Signed and Submitted’, the sections ‘7. STATUS OF 
WORK PACKAGES COMPLETION’ and ‘8. FINANCIAL STATEMENT FOR THE PROJECT REPORTING 
PERIOD’ are no longer visible to the user. These sections remain visible only to the Granting Authority. 
They become visible to the user again if the periodic report is returned for correction or after the 
Granting Authority has completed its assessment (verification) of the periodic report. 

 

8.2.4. Revising the periodic report 

Once the periodic report has been signed and submitted (its status changes to ‘Signed and Submitted’), 
the Granting Authority begins the assessment of the information provided. After the Granting Authority 
initiates the review process, the status of the periodic report changes from ‘Signed and Submitted’ to ‘In 
review’. 

 

During the assessment process, the Granting Authority can return the periodic report for revision. In such 
cases, the report status changes from ‘In progress’ to ‘Draft’. 
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The user will also receive a notification when a periodic report is returned for revision. This notification 
specifies the submission deadline and details the required corrections. 

 

The process for revising a periodic report is identical to its initial completion. Once all required corrections 
are made, the user must sign and submit the revised report to the Granting Authority. Doing so updates 
the report version from V1 to V2. If it is revised again, the version changes from V2 to V3, and so on. 
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Once the revised periodic report is submitted, an automated message is generated in the project 
communication section to inform the Granting Authority. This message includes the PDF version of the 
revised report. 
 

 
 
The PDF document available under general periodic report information is automatically regenerated to 
reflect the revised report data.  

 
 
The PDF version that existed before the revision remains available in the communication message with 
the subject ‘Periodic report No. 1 submitted’. 
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8.2.5. Notification of the assessment results (status ‘Open for Observations’) 
 

Once the Granting Authority has completed its assessment of the periodic report, the report status 
changes from ‘Reviewed - Pending Approval’ to ‘Open for Observations’. The user will receive a 
notification informing them that the periodic report has been assessed. The notification includes 
information on the planned payment and a ‘Financial statement assessment’. 
Financial statement assessment 

 
 
The ‘Financial statement assessment’ provides information on the work packages and the costs declared 
under each work package, indicating which costs have been accepted and which have not. If any costs 
have not been accepted, comments provided by the Granting Authority are also included, where 
applicable. 

 
 
The ‘Financial statement assessment’ is also available in the general periodic report information. 
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8.2.6. Submitting (or not submitting) observations  

 
Once the Granting Authority has completed its assessment of the periodic report, the report status 
changes to ‘Open for Observations’. This means that the user can review the report and, within 30 
calendar days, take one of the following actions: 

• PROCEED WITHOUT OBSERVATIONS: submit no observations and agree with the Granting Authority’s 
assessment;  

• UPLOAD OBSERVATIONS: disagree with the Granting Authority’s assessment and submit observations. 
 
8.2.6.1. The ‘PROCEED WITHOUT OBSERVATIONS’ button 

If the user agrees with the Granting Authority’s decision and has no observations regarding the outcome 
of the assessment, they can click the ‘PROCEED WITHOUT OBSERVATIONS’ button. 

 



 
 
 

 
 

42 

After the button is clicked, the system asks the user to confirm the decision. To proceed, the user must 
click ‘CONTINUE’. To cancel the action, the user must click ‘CANCEL’.  
 

 
 
If the user clicks ‘CONTINUE’, the action cannot be reversed. This confirms that the user agrees with the 
Granting Authority’s decision, and the Granting Authority is informed accordingly.  
 

 
 

The status of the periodic report then changes to ‘Pending Payment’. 

 
 
 

 
 



 
 
 

 
 

43 

! IMPORTANT 
When the status changes to ‘Pending Payment’, the system generates the final periodic report PDF, 
reflecting the information approved following the Granting Authority’s assessment. 

 
 
 
In addition, the system automatically generates a notification informing the user of the final decision on 
the periodic report. 
 

 
 
 

8.2.6.2. The ‘UPLOAD OBSERVATIONS’ button 

 
If the user does not agree with the Granting Authority’s assessment of the periodic report and wishes to 
submit observations, the ‘UPLOAD OBSERVATIONS’ button must be clicked.  
Clicking ‘UPLOAD OBSERVATIONS’ opens a window in which the user must: 

• enter a reasoned explanation of the disagreement with the assessment (submit observations) in the 
‘Message Text’ field; 

• upload supporting documents using ‘UPLOAD DOCUMENT’ (if applicable). Uploading supporting 
documents is mandatory. If no documents are uploaded, or if the ‘Message Text’ field is left empty, the 
‘SEND’ button will not become active.  
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• Once the ‘Message Text’ field has been completed and the required documents have been uploaded, 
the ‘SEND’ button becomes active. The user must click this button to submit the observations to the 
Granting Authority or click ‘CLOSE’ to cancel the action. If the user clicks ‘CLOSE’ without sending, the 
entered information will not be saved as a draft and must be re-entered upon clicking ‘UPLOAD 
OBSERVATIONS’ again. 

 
 

 

• Clicking ‘SEND’ triggers a success message (a notification in green). 
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Once these actions have been completed, the report status changes to ‘Observations Received’. 

 
 

The system also automatically sends a notification to the Granting Authority. 
 

 
 
 

Upon receiving the observations, the Granting Authority will either accept or reject them. If the Granting 
Authority agrees with the observations, a review of the periodic report assessment decision is initiated. 
If the Granting Authority does not agree with the observations, the assessment decision remains 
unchanged. The user is informed of the Granting Authority’s decision through a message in the 
communication section. While the Granting Authority processes the received observations, the report 
status updates from ‘Observations Received’ to ‘Observations Verification’. 
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! IMPORTANT 
If the user takes no action within 30 calendar days (i.e. neither submits observations via ‘UPLOAD 
OBSERVATIONS’ nor selects ‘PROCEED WITHOUT OBSERVATIONS’), the system automatically updates 
the report status from ‘Open for Observations’ to ‘Pending Payment’. 

 
To review the declared amounts against the amounts accepted by the Granting Authority, the user can 
navigate to ‘Reports’ → ‘Periodic reports’. 
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