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1. INSTALLATION GUIDE

Note that Microsoft Excel 2000 is the minimum technical requirement for running
the financial sheets. Files will not work properly in previous version of Excel.

1. Double click Partner.exe file.

2. Name the folder where you want to unzip files. First press Unzip button, then
press Close.

Win2ip Self-Extractor [financial.exe]

Tounzip all files in financialese o the specified
foldenpress the Unzip button.

IInzipeg o Faolder:

Im \ Cloze

v Owenwrite Files Without Prompting

Abot

Help

Pl

MNOT LICEMSED FOR DISTRIBUTION OF ANY EIMND

3. Open Microsoft Excel 2000. (Note that Microsoft Excel 2000 is required. Files
will not work properly in previous version of Excel.)

4. Select File->Open and search above named folder, where you unzipped files.
5. To fill timesheets open Timesheets.xls file

6. To fill entries open Entries.xls file.

1.1 HOW TO FILL IN THE WORKBOOKS

Please fill in the cells marked in yellow, see below:

Net costin
national National |[Netcost in
currency VAT %% EUR

External experts and consultants

Tatal / 0,00 0,00

The grey and white cells contgkt formulas and have been protected. To move from cell to
cell, the “TAB”-key can be-lsed.

Note that the red “corners” in the yellow cells indicates comment boxes with instructions,
which will help you filling in the correct information.
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2. INTRODUCTION TO FINANCIAL SHEETS

Note that the minimum technical requirement for the Financial Package is
Microsoft Excel 2000.

Please read through the guidance document carefully before filling in the financial
information.

2.1 THE FINANCIAL PACKAGE

The financial package for the individual Partner organisation consists of a SEND-folder,
the Excel-files named Timesheets and Entries, as well as the supporting file Sheets.

Timesheets

The Timesheet file should be used to document staff time in the form of own work.
Please fill in one timesheet for each person contributing own work to the project. This file
is not linked with any other file and should be printed and signed for each person.

Entries

The Entries file should be used to detail the project accounts for each partner.

This file consists of the actual Entries, which are summarised in the Financial Reporting
Summary, as well as a record of the exchange rates used and how these have been
converted in the Summary of Exchange Rates table.

The Entries-file is automatically linked to the supporting Sheets-file, which should not be
utilized under any circumstances.

The SEND-folder

The “Send” folder is created at the same time when the files are unzipped. The three
tables of the Entries-file will automatically be saved in the” Send” folder (if the
instructions in section 4 are followed), so as to simplify the forwarding of the information
to the Lead Partner.

The “Send” folder consists of two sub-folders — the Annual folder and the Period folder.
SEND

- ANNUAL

~ PERIOD

Annual folder
“Summary of Exchange Rates used for conversion by amount and by region” table from
the Entries workbook will be saved in the annual folder. (Please see page X, section 4.4)

Period folder
The Entries table and Financial Reporting Summary from Entries workbook will be
saved by periods in the Period folder. (Please see page X, section 4.3)
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3. TIMESHEETS

1. Open Timesheets.xls in Microsoft Excel.
2. Press Enable Macros button. Otherwise sheets will not work properly.

Microsoft Excel

[hsakariiFinancial sheets) Temp2iSummary s conkains macros,

Macros may conkain viruses, It is always safe bo disable macros, but if the
macros are legitimate, wou might lose some functionality.

Disable Macros Enable Macros | Maore Info

3. Save this workbook as a new file (File->Save as). Name the file, for example
your name and the current year.

3.1 MAINPAGE

Basic informf:{tion Get data button IPsert data button

|E e £ em ot Fommar Jock Gats T
DEE2 8RB L RBT|n\:-|a; Bl R e /A B | 2 e o e e A
e | = =5UMBETZ)

=l8 x|
alslx]

| A B c [v] EFGHIJKIL/MNOF @ |RISITUVWX|Y| ZAABACADAEAFAGAH Al Al
1 Timesheet for working in the pYoject |
3 Oﬂx Ingert data
200

ololala

4
44 b il Mainpage ey February [ March { prd [Py [ Sre by f Suaga [ Saptomben [ Cctober [ Nerenmbar J{ Dacembes [ 141
|y by | dpotrgmse . 2 IO A S E-A-EE .

Roady — —
PEIET R | 3 @ | Hheesied-rase [Ereheats e | ) o Lot o B L LR

i}
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1. Insert Year, Name, Function, Project name and Salary to the Mainpage.
Note that the salary/hour should be confirmed in an Annex detailing how you
reached this sum.

Year: 2002

Mame: Mlr. X

Function:

Project name:

Salary in National currency/hour: 0,00

2. Press Insert data button to go to the Monthly sheets, which starts with
January, where you can insert days and hours worked in the relevant month.
(Please follow instructions below, in section 3.2)

Get data Insert data
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3.2 MONTHLY SHEETS

|

[E] g g o Pt Fomar Jock Qmta Wrdow b
IDEH&S AT BB 0.

=] pesyact admenistration

To previous month

To next month

6 (20)

BT LB

Total number of
working days

/wxv:aaaﬁmmﬁnﬁmm Al =

A B [+ DIEF
; Timesheet for working in the project Prev I Hex | T |
3 Year 2002 Total nsmbeer of working days: 0] Tip: input the total number of working days
4 Month: Tacniaey General tatak 0| Tig: A+BHC, miust be equal to the total nsmber of working
5 Name: s 3 Autotal time spent on the project [}
6 Fumetion: 0 |E:total time spemt on sther tasks [0}
T Project: o [ total time off work [
& Salary in National 0,00
9
10
11[:»-&.»&:«;«: [ Total hours 1 3] 4] 5] ] 7] 8] 5] o[ u] 2] 13[4 16 1 1§|19|zn|z1|zz|zs|a|zsunmzsm:]
12 fprogest F1
13 researe h
14
15
16
7
1%
19
20
210
22
23
24 N\
25
26
271 | |
26 |Total ol o]l o] ol of ojo] ol e[ of o] o] of o o] o] o] of of of of o] o of of o] 0
20 [Othor tasks, off project: N\
30 A\l |
3 INT
2 L\
33 Total oloejololejo olol o o of o of o] o\o| o of o of of of o el o ojo
34 Time off: L\
35 GENERAL TOTAL: o] af o] of 0] 0 olo] of of of of o] of of o of of o] of of @ of o] o] 0
36 Comments: k
£l
Salary couts Far the project in o J
36 month: 0.0
1)
40 Due |
A1 Employees sgmanare
42 | Supervisors signature !
A0 M s damsary { Peruey f March { e {1y {5 by J Bargrt [ aptron [ Cxtibnr A Dncember 141 1=
| v = Ly & | peshapes - CHARS-L-A-=EmE0w.
Bzen| | 8 0 || dyrere | & = ), | {OE@SIa un
Comments

Hours

To go to the relevant month use the Next and Previous-buttons or the “tabs” on the
bottom of the page.

Press Mainpage button to go back to the Mainpage.

To save changes select File->Save or = .

To print the table select File->Print or & button.

B File Edit Wiew Insert

DeEa &l

B13

[

Foi
1&’;
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1. Describe the tasks and fill in hours per day. Insert the total number of working days
for this month.
Please fill in all working hours, divided into hours on project and hours outside of

project.

To go to the relevant months use the Next and Previous-buttons or the “tabs” on the
bottom of the page.

2. Fill in the hours, and comments if applicable, for the relevant months and go back to
Mainpage

3. To transfer the information from the monthly sheets to a summary table on the
Mainpage, press the Get data button.

Get data

4. Print and sign the relevant pages.

To print the table select File->Print or & button.

B File Edit Wiew Insert
DeEa &l

_B13 j

5. Save and close the file.

n| <z |7

To save changes select File->Save or = .
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4. HELP FOR ENTRIES

1. Open Entries.xls file in Microsoft Excel.

2. Press Enable Macros button. Otherwise sheets will not work properly.

Microsoft Excel

[hsakariiFinancial sheets) Temp2iSummary s conkains macros,

Macros may conkain viruses, It is always safe bo disable macros, but if the
macros are legitimate, wou might lose some functionality.

Disable Macros Enable Macros Maore Info

4.1 MAINVIEW

Basic information Links To create sheets

Monthly
exchange rates

=18 x|
[T B e e nt Fomat Dok Qs Bindoe teb alol x|
DEE SR (X RBT - @ T
[5H x| =/
| B < (v] E | G H M N 3
Pregect
] - Create
[Fregect name |
| [Pastser e |
9 Project reg no: 000 000
10 National eurreney: [Fure
11 Regian: 'ﬁms
12 Lead Partner: |Lead Parmer
13 | Go 1o Entrars
14
15 Go 1o Earies
i)
AT |50 to Sumensey of Exchangs Rates ———
18
14 Summary of Exchange Raes |
20
21 |Exchange rates " REMEMEER TO ADD MONTHLY EXCHANGE RATES!
22| Manihly
22 [Momthly Exthange
4 [Exeh var for |Vear for
25 |for EUR 2002 2003 [EuR
26 | Tanuary 1,000000] Fanuary 1000000 Tamsary 1000000 | Tanuary 1, 000000/ 1,000000| Fanuary
7 February 1,000000] February 1.000000| February 1.000000 F 1.000000| February 1.000000| February 1.000000] February
28 March 1,000000| March 1,000000| March 1000000 March 1,000000| March 1,000000| March 1,000000| March
29 April 1.000000] April 1.000000] April 1.000000] April 1.000000] April 1.000000] April 1.000000] April
20 My 1,000000| May 1000000 May 1,000000| May 1000000 May 1,000000( May 1,000000| My
2| June 1.000000| June 1.000000| June L 1.000000| June L 1.000000 June
22 Tuly 1,000000| by 1,000000| Tuly 1,000000 Tuly 1,000000) Tuly 1,000000{Tuby 1,000000 Tty
a8 Augnst 1,000000| August 1,000000] Augast 1,000000| August 1000000 August 1,0600000| August 1,000000] August
M September 1000000 | Sepemb 1 phemb- 1 P 1 P 1. P 1. P
= Cretober 1,000000| October 1,000000| October 1,000000]| October 1,000000| Cetober 1,000000| October 1,000000| October
36 November 1.000000] i 1 1 1 1 1.000000| Novembe
ar| Decembrer 1,000000| Drecember 1,000000| Deg emnber 1000000 Decenber 1,000000| Decembrer 1,000000| Drecember 1,000000 Decembe
38|
a .
40
41
42
43
44 |
45
i 7
M4 W Msstewe P | Pavied 2 Parcd 3 Ial |
[opme b | apettagess . IO A S-L-A-=EmEHAF.
Roady T T L) T
listant] | 2 8 51 W) || e 8 ocers for st -0, [ st e - ntries [ av@SSd =
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1. Insert the first year of the project into the monthly exchange rates table. Note that this

is only necessary tha first time filling in the table.

20

21 | Eschangs rates " REMEMBERTO ADD MONTHLY EXCH.
22 Monthly Monthly

23 | Exchange Exchang

24 | rates For Year erates |Te
25 | EUR 2003 for EUR | 201
26 | Jarmaary 1,000000 | Jamary

27 Fahwzr 1 nnannn I Faharzner

9 (20)

2. Insert project name, partner name, project registration number, national currency,
region and the name of the lead partner.

Project name: [Name of the project

FPartner IName: |Partr‘|er 1 ]
Project regno: 020111

National currency: Euro

Region: Finland

Lead Partner: Lead Fartner

3. Create sheets. — ONLY NECESSARY THE FIRST TIME!
Insert the project reporting period in months and project’s length in years. Then press
Create sheets button.
Caution: Create sheets only the first time using the Entries workbook; otherwise the
data inputted in previously created sheets will be lost.

Project length
12 Months b 3

Project reporting penod

Create sheets

E

4. Press OK button to create sheets if the above-mentioned (Project reporting period and
the project length) data is correct. This may take a while.

[HLY EXCHANGE RATES!

Create new sheets? |

||

o]

L P e e = ]

1,000000 | March

Cancel |

£0000
58954 L UL Lrll:rl.l.jl
39554 | March

[ L)

1,000000

v UL L UL LG

1,000000| 2 arch
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NOTE that the programme automatically gives an error message concerning the end date
of the period when creating sheets for projects longer than one year; “Error, last date is
smaller than first date. Check dates.” Press OK and check dates of project period in
Entries sheets to confirm that these are correct. Most of the time the programme has
already corrected the dates, but please pay special attention to this.

5. Insert monthly exchange rates for every month (use 6 decimals). If national currency
is Euro, then rate is always 1.
You will find the official European monthly exchange rates through the “Exchange
rates” link next to the table. Note that only these official rates are to be used!

J

1_E}{change rates " REMEMBER TO ADD MONTHLY EXCHANGE RATES!

Z Monthly Monthly
3| Monthly Exchange Exchange
4 Exchange |Year rates for |Year rates for
= rates for EUR | 2002 EUR 2003 EUR

3| January 2250000 |January 1,000000|Jarary
7 February 2 F585954 |February 1,000000|February
3 March 2 589654 | hfarch 1,000000 (Edarch

3| April 2365459 | April 1,000000 | April

1 May 2125486 [May 1,000000 | Bl sy

1] June 2268620 | June 1,000000 [JTune

2| Tuly 2 95452 | Tuly 1,000000|Tuly

3 August 2 785562 | August 1,000000| August

4 Zeptember 2 086510 | =eptember 1,000000| Septembe
5 Cictober 31268460 | Detober 1,000000 | Cetober
3 Movember 3 554846 | Movember 1.,000000 M ovembe
7 December 3 654895 | December 1,000000 (Decembe:
3

6. To fill entries you have to press Go to entries-button.

o to Entries

<

INTERREG |1l B NORTHERN PERIPHERY PROGRAMME

Financial Reporting Package produced by Kemi-Tornio Polytechnic/International Department



GUIDANCE TO FINANCIAL REPORTING PACKAGE FOR PARTNERS 11 (20)

4.2 ENTRIES VIEW

Rows creating Period Costs Buttons to Exchange
and deletina dates other views rates

O3t ew et Fywat Lo Qate Hndoe bk
B SRAY AT - |@s
|

i ] =IF[L1B="~.C1BLIH)

mational atisnal |Metcost in| VATim | Totalin | Date of payment
1 FurTency AT % EUR EUR EUR (ddmmyyyy) |Voucher no. I‘E
Y o | amd comyaltants . I . <
2 1 T I [ I 1 I
13 ] 1 o] ] | I |
u_+|_-| inchading vocial th
5 l 1 ] } I I 1 [
16 otal [l | [T o] [ | | |
17+ |- | Teavel and
] j T | I I 1 [
18 otal am| | [ [ o] | |
@ _+ |- |/General cost
21 1 I I 1 [

—— ] _ fmﬂ | c.cc] [ 0] | 1
| PR and atisns

) IS I — — T 1

: p— I@ e 1 000 ul.- 000 | |
- | 1 ] I [ I T [
E otal [ 1 o) o] 0] | |
2| ) =)
= 1 I I 1 [
n ‘otal \'mj | c.cc] 0] 0] 1 1
2| o) |
n | | T | I I 1 I
] otal % | 00 ] 0] ] |
® atal 8,00] I a0 a,00] 0] 1 1
=
w|[+] JEWM | | | |
= L I 1 1 i I I 1 I 1
» [Total 1 o] 1 000 am| | | 1 |
:‘: [Fotl Fraect Ex 1 o] I | | 0] I | ]
42 T confirm that the sfirmation is true
43
4
5
45 Date Hame and ngnature of the accountant/auditor -
M AL b S Paerie Preriod 8 (K1} [ Ol
e By | mpethapes - o 4@ »-L-A-=mmag.
Fnady T
e | 8 5 Y || g | # .| B & Eetrics {OB@NTD wz

1. In Entries please check that dates (the first and the last days of reporting period) are
correct.

01.01.2002 Tto a1.03.2002

Tlanarm

2. Insert description of the cost into the first cell and the accounted cost in national
currency to the second cell. NOTE that costs should only include VAT if non-
recoverable and the partner organisation actually bears this cost!

PLEASE IGNORE the third cell “National VAT in %.”

Net costin
national National (I
CUrrency VAT %o

w—

External experts and consultants

Total 0,00

| Py -
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3. Date of payment has to be added in the following format dd.mm.yyyy, otherwise the
programme will give an error message. You have to be very careful with dates. Please
make sure the costs are included in the correct reporting period.

4. Insert voucher number and account number into which the costs were entered.

1 | Date of payment
(dd.mm.yy¥y) |Voucher no. |Account

n

5. To create new rows in the entries table press ;l button.

10

11 + | = | External
12 L

13 Total
[ | {| pe—

6. To delete rows select the row you want to delete and press —l button above the
selected row. The programme then asks you to press Yes-button if you are sure to
delete selected row.

+ I = I External experts and consultants

Total | 0.0
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7. To save changes select File->Save or = . To print the table select File->Print or
= button.

| File Edit Wiew Insert Fo
DzEaery

_B13 d

8. Press Next button to gato the next period’s Entries table and Prev button to previous.

- 1 (=

1 —r

Prey | Mext | f

9. After having completed the Entries table, go to the Financial Reporting Summary.

The Financial Reporting Summary can be found by pressing, Go to FRS button and
programme opens the table. (Please follow instructions below, section 4.3)

Goto FRES
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4.3 FINANCIAL REPORTING SUMMARY (FRS) VIEW

Financiers Budget Dates Save button

\

14 (20)

=l x
(] e Dt o] et Frmat Dok (ath Wrdoe bk ) alElx]
DRSS EBRY BB o-0- @z LB os = @] | imeshemiomn\ =B £ O | - -
[ - 0
A E F 6 =
1 FINANCIAL REFORTING SUMMARY
2 |to be apperded to the MTECs
3
4
5
8 i’r et name
7 Frim OlEIZQ-) To| 3II22 002
&
a \ Partrier rusre
10 \_[Eligble onthe period
11 | External svplerts and consultants 0,00
I" ff costs iheluding social contributions 0,00
| Traw sistenc 0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,000
[Eoem of co-nancing
|1)imnl’muin En-kind/cwn work
|Earos ibuti Eecipient of firance
2]
2
37
28
vl
30
#
32 [TOTAL 0,00]
32
4
35
36
] —
38
]
40
LAl
42
43
44 !
140 i P P 1 s 1 121 —
B b G mpettpes- . W DO 4@ - L-A-EmE0E.
Bste| | @ 5 Y || yesrate | £ g | #e | &> o [Wjentres {BP@RTD =e

1. Check that the dates (the first and the last days of the reporting period) are correct.

01.01.2002 to 31.03.2002
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2. Insert Partner’s Eligible budget to the table.
Please make sure this is the budget by PARTNER and NOT the TOTAL eligible
budget!
FHartner
Eligible budget |t
0
3. Insert information concerning the received national co-financing.
Please detail co-financier, amount and type of co-financing, date when received
and the organisation receiving the co-financing.
Financier Eﬁus:ﬁ;;m:c?ihﬁi:xmrk Total Date (dd mmyyyy) Recipient of finance
4. Press Save button to save the sheet to a separate file (to be forwarded to the Lead
Partner).
| C
zk | Save |
5. Programme automatically creates a new file. The name of the file consists the
name of the period (Period #) and date (i.e. 12-4-2002). This file is located in
folder \send\Period\.
Caution: If a file has already been created with the same name as the file you are
currently saving, this file will be overwritten.
INTERREG Il B NORTHERN PERIPHERY PROGRAMME
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Microsoft Excel x|L

Sheets are saved to file: Fi\send\Period\Period 1 _19-4-2002.xls [

I o

oo |

 —

6. Close the new file by selecting File->Close.

|01 D e, Chrl+N B <t

(= Cpen. .. Chrl+0

E Save Chrl+5 MARY

Save As...

L
2
3
T Save as Web Page. ..
5
B
7

Web Page Preview

Page Setup... Iriod:

7. Press Mainview button to go back to the Mainview.

I ETE

Save changes in the Entries file by selecting File->Save or =

B Fle Edit Wiew Insert Fo
DzRaary

_B13 j
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4.4 SUMMARY OF EXCHANGE RATES

Press Summary of Exchange Rates button in the Mainview.

summaty of Exchange FEates

Dates Year Back button Get data button Save button
g IES|
] e [t s fpet F =l
DEdas &Ry S-4A-
Ed x| =
A L ] N 5] P =
1 Name of the Partmer:
2 Projeet rogivteation nusher:
3 Date of this ate:
| 4 |Date of the last
5 Project nasme:
L}
CERTIFICATION IN
7 EURG'S: GE RATES USED FOR CONVERSION BY AMOUNT AND BY REGION
& Reporting period: Te:
)
10 Region:
11
12 National Currency: Stertng
[Exchange rate for the
13 Year HC [ETR
14 Jamuary 0.00] iV 0000000
15 February [ 00000001
16 Mareh 0,00} 0,000000]
17 April 0,00} 0,00
18 May 0,0 10,0000
19 June 0,00 0,000000]
20 Jaly 0,00 0000000
21 Angust [ 00000001
22 September 0,00
23 Detober 0,00}
24 Navember 0,0
25 December 0.00)
27 Total 0,00 DIV
28
28
A0 Stamgp asd signature of the respensible asthority
3
32
3
34
35
36
a7
38
]
40
41
42
43
a4
45
46
47 !
41 T E RGN T Mok Miembons Siat- TS D1 - BTG {15 3 ), VAR Prcd | [ Prarcial fnperting | Tokal xpaecibare MTOC LT} { Dt
e b G et L W OOCHAE >-L-A-=SmE0g.
Rnady ()
E TR PR | £ s [ mcrontt et sheets F& 7 Ty T

1. At first the programme opens a help dialogue box. Read the dialogue and follow
the instructions. Press OK button.

1 000000

looores

Jmiter x|
1,000¢

1. 000¢ @ Insert year to cell O3 and press get data bukkon,
1,000c

1,000c

— Ok

1,000C -
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2. Insert year to cell C9. Insert the first day and the last day of the reporting period
(dd.mm.yyyy)

From: To: I 1
Year:

3. Insert the date of last update of certificate
(Leave this box empty if it is the first time filling in this sheet)

:IDate of the last update of expenditure certified in this document: I I

4. Press Get data button. The programme will then collect costs from the year
specified in Year cell (previous step).

= | H
J et datal

5. Then press Save button to save the Summary of Exchange Rate sheet to a separate

file|3_| (to ble forlvvardled to the Lead Partner).

ita | Save |

Programme automatically creates a new file. The name of the file consists of Year
and date (i.e.12-4-2002). File locates in folder \send\Annual\.

Caution: If a file has already been created with the same name as the file you are
currently saving, this file will be overwritten.

Microsoft Excel x|

Sheet is saved to file: Fiisendiannuallz002_19-4-2002, xls

6. Close the new file by using File->Close.
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Mew... Cerl+N E @

CIpen. .. Chrl+10

% E Save Chrl+5 MARY
? Save As

4 U5 Save as Web Page. ..
% Weh Page Preview

7 Pane Setup... Iriod:

7. Press Mainview button to go back to the Mainview.
Mainview |

8. Save changes in the Entries file by selecting File->Save or = :

|E] File Edit View Insert Fo
DeE2 &Ry
513 =

9. To exit Entries file, close file by using File->Close.

M, Chrl+1 E\ ‘g

CIpen. .. Chrl+10

E Save Chrl+5 MARY

1
2
T Save As...
T Save as Web Page. ..
5
B
7

Web Page Preview

Page Setup... Iriod:
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5. HOW TO FORWARD FINANCIAL INFORMATION TO LEAD
PARTNER

1. Go to the SEND-folder

2. The file “Period_X_dd_mm_yyyy” in the Period folder, containing the Entries
and Financial Reporting Summary, and the file “yyyy dd_mm_yyyy” in the
Annual folder, containing the Summary of exchange rates, are to be forwarded to
the Lead Partner.

3. Please include the relevant Timesheets and Annexes.

4. Please make sure all files are sent both electronically and as signed original hard
copies.

5. Do not forget to sign!
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