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1. INSTALLATION GUIDE

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

1. Double click LeadPartner.exe file.

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

Urgip To Folder: R un wirip

A

Cloze

¥ Oewenwite Files Without Prompting

Abot

ddd

Help

ROT LICENSED FOR DISTRIBUTION OF &MY EIND

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.
To fill timesheets open Timesheets.xls file. (See section 3 for instructions)
To fill entries open Entries.xls file. (See section 4 for instructions)
To fill summary open Summary.xls file. (See section 5 for instructions)
To fill MTBC open MTBC.xIs file. (See section 6 for instructions)

1.1 HOW TO FILL IN THE WORKBOOKS:

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

Net costin
national National [INet cost in
cwrency VAT % EUR

External experts and consultants

. 4
] Total 0,00 0,00
The grey and white cells conten mulas and have been protected.
To move from cell to cell Tab-key can be used.

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

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

2.1 THE FINANCIAL PACKAGE

The financial package for the Lead Partner organisation consists of:
e The Excel-files:

Timesheets

Entries

Summary

MTBC

the supporting file Sheets

e SEND-folder (with various sub-folders)

Annual folder

Period folder

FRS folder

MTBC Total folder

MTBC EU folder

MTBC Non EU folder

O O0OO0OO0O0

O O0OO0OO0OO0OO0

Timesheets and Entries are to be filled in by all the partners, while the Summary and MTBC
files are to be filled in by the Lead Partner, based on the information provided by the
partners.

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. This file should
be filled in by all partners (when applicable) and forwarded to the Lead Partner. The Lead
Partner collects all timesheets and forwards these to the Northern Periphery Programme
Secretariat.

Entries

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

This file consists of the actual Entries, which are summarized in the Financial Reporting
Summary (by partner) 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.

All partners should fill in the Entries file and forward the automatically saved Period and
Annual sheets to the Lead Partner. The Lead Partner collects the information from all
partners and creates the overall Financial Reporting Summary and Summary of Exchange
Rates and forwards these to the Northern Periphery Programme Secretariat.

Note that the automatically created sheets in the Entries file are to be forwarded to the
Northern Periphery Programme Secretariat for each partner, as well as the overall
Financial Reporting Summary and overall Summary of Exchange Rates.
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Summary

The Summary file should be used to summarize all the various exchange rates used by the
partners. The Lead Partner fills in the information forwarded by the Partner organisations
and thereby creates an overall Summary of Exchange Rates table, to be forwarded to the
Northern Periphery Programme Secretariat.

MTBC

The MTBC file consists of three Monitoring Tables of Budget Commitments (Total, EU
and Non-Member State) as well as the overall Financial Reporting Summary. The Lead
Partner fills in the information forwarded by the other partner organisations, including their
own accounts, and forwards this information to the Northern Periphery Programme
Secretariat.

The SEND-folder

The “Send” folder is created at the same time when the files are unzipped. The information
given in the files will automatically be saved in the” Send” folder, if you follow the
instructions in sections 3-6, as a step to simplify the forwarding of financial information to
the Northern Periphery Programme Secretariat.

There are six subfolders in “Send\” folder. One for each type of table as described above.
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 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 section 4.3)

FRS folder
The overall Financial Reporting Summary from the MTBC workbook will be saved in
the FRS folder. (Please see section 6.4)

MTBCTotal folder
The Monitoring Table of Commitments, Total Commitment Expenditure from the
MTBC workbook will be saved in the MTBC Total folder. (Please see section 6.3)

MTBCEU folder
The Monitoring Table of Commitments, EU Expenditure from the MTBC workbook
will be saved in the MTBCEU folder. (Please see section 6.3)

MTBCNonEU folder
The Monitoring Table of Commitments, Non EU Expenditure from the MTBC
workbook will be saved in the MTBC NonEU folder. (Please see section 6.3)

NOTE that financial sheets concerning the reporting period should be forwarded
electronically as well as in original signed paper versions.
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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

Get data button

Basic informition

I}sert data button

JE) Ee g e et Format Jooke Qs
IDEHe SR T X BT n-\-

=] m| =SUMEN 1 B2

=l8 x|
. aisx
B

A
1 Timesheet for working in

=l
B c
the pYoject
2002
e X
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o]
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Supervisces signature

41

4
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| g

Fnady
e T | Epoets- ot

=] EFGHIJKIL/MNOF Q RS TUVWX Y ZANABACADAEAFAGAH Al

i}

Ad

14 Nl

e TEw@TD uw

[[Ftmesheets s

1.

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

Year: 2002

Mame: My

Function:

Project name:

salary in National currencyhour: 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

To previous month To next month

Total number of
working days

[E] g g o Pt Fomar Jock Qmta Wrdow b

IDEH& @AY B v @5 £ o5 lm@es] @7 = M@=, e oA
Al | = peoynct admanistraton
A Ts c DIE|F AT N[ O[PIGIRI ST W X Y| Z|AA|AB|AC| AD|AE| AF|AG AH Al =
; 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 [}
fi Function: @ [E:total time spent on other tasks a
T Project: o [ total time off work [
& Salary in National 0,00
9
10
11 Function in the project: [Total howss | 1] 3] a[ [ 6] 7] o] [ wo] ua] uz[ 3] 34] 18] 16| 19] 18] 15] 20] 21 22| 23 24| zs| 26| =] 28] =5 0] 3
12 fproject F1
12 researt h
147
15
16
7
18
19
20
210
22
23
24 N\
25
26
27(
28 [Todal ol o] o] o[ o[ e[ o[ ol e[ o] o o] o[ o]\ol ol o] o] o] o[ el of o o[ e[ of o] o o o[ @
24 Other tavks, off project:
30 N\
3 INT
2 1\
23 | Total ol ol ol ol ol ofolele|l o of of of of of o\ ol o o] of of of o of of 0| o of of ol ¢
24 Time off: |
35 GENERAL TOTAL: o] o] o] o] o] o] o] el e] o o o] o] o] o] o] o] o o] o] o] o] o] o o] o] o] o o] o
36 Comments: k
|
Salary couts Far the project in o J
36 month: 0.0
]
40 Due |
A1 Employees sgmanare
42 | Supervisors signature !
A0 M s damsary { Peruey  March { g {1y {5 by J Borgrt [ aptron [ Cxtibnr A Dncember 141 1=
|ovme b & | apetapess . OO H M- L-A-EFEAE.
Wnen| | 8 5 W || yperne | & = -n | Ey Moo | SwS@sTd nw
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.

| File Edit Wiew Insert Fo
DzEaery

_B13 d
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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 c o | & | G H M N =
Pregect
] - Create
[Fregeet e |
| [Pastser e |
9 Project reg no: 000 000
10 National eurreney: B
11 Regian: 'ﬁms
12 Lead Partner: |Lead Parmer
13 | Go 1o Entrars
14
15 Go 1o Earies
18
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
3] [Monihly Exchange
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
) April 1.000000] April 1.000000] April 1.000000] April 1000000 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
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1. [Insert the first year of the project into the monthly exchange rates table.

20

21 |Eschange rates " REMEMEER TO ADD MONTHLY EXCH.
22 | Monthly Monthly

23 | Exchange Exchang

24 | rates for | Year &rates |Te
28 EUR 2003 for EUR [201
2 | Jomary 1,000000 Taroiary

27 [ TR 1 nannnn | Fahamamer

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

Partner Name: |Partner 1 )
Project reg no: 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 reporting period Project length
| 12 Manths v 3 - | Create sheets

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.
NOTE THAT THIS IS ONLY NECESSARY THE FIRST TIME.

[HLY EXCHANGE RATES!

Create new sheets? |

||

S0000 QK I Cancel |

58954 L LG L P e e = ] v UL L UL LG [ L)

859654 |hlarch 1,000000 | March 1,000000| 2 arch 1,000000
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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

o
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4.2 ENTRIES VIEW

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

E] e D3 foem Post Pt Dok Data Wide b
DEdR &R (@ o-n.|@rx

E1l x| | =IF [L18=" " CIALIE)

M e

220 |rpesfer |March
EUR

200000

. !

oa g0 200 Tl 123 .
Moy o 1 L0000
une. er L0000s

(Meteost in| VAT im | Totalin | Date of payment
L} curvency | VA EUR EUR EUR (ddmmyyyy) | Voucher no.
. -
000 000 [

]
|
]
|
I
|
1
1
]
|
]
|
1
1
]
!
|
1
|
I

4

EEESSEEE Y KY Y

i
18

Hame and sgnature of the accoumntant/audstor

4@ »-L-A-=mmag.

I -

ke

L)
e 8 5 Y || gpirm | % .| B = Eetries {OR@NID wo

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

01.01.2002 \ 31.03.2002

Tranarm

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 MNational (I
currency VAT %

-

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 buttotoxoto the next period’s Entries table and Prev button to

previous.

= 1 (=

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 the Go to FRS button..
(Please follow instructions below in section 4.3)

Goto FRS
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4.3 FINANCIAL REPORTING SUMMARY (FRS) VIEW

Financiers Budget Dates Save button

g IES|

) £ o ot Pt ook Quea o 1ok Al
DEEaBRY XaRad o LR 0% = T o B su/flm ru m# =, m-0-A -
=
A D E F G =
1 FINANCIAL REPORTING SUMMARY
2 |to be apperded to the MTECs
3
4 Lesd P
5 000 000"
5} ct name
7  E S T —
&
a
o the period
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00] 0,00
[Ecem of co-finaneing
| Dvirect finance in| in-lind/cwn work:
|§1\:s ibuti Eecipient of finance
0,00]
—
38
]
40
41
42
43
44 !
CRIGC = T L Isl —
B b G mpettpes- . W DO 4@ - L-A-EmE0E.
Bstt] |18 5 W || dyjeautrar | £ |9 | e | € o [Wpres TAV@NTA 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.
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Bl Microsoft Excel x|L

=

=
~  sheets are saved to file: Fiisend\Period\Period 1_19-4-2002.xls

I o

 —

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

M, Chrl+1 B <t

CIpen. .. Chrl+10

% E Save Chrl+5 MARY
T Save As...

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

7 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.

sumnmaty of Exchange Eates

Dates Year Back button Get data button Save button

=loix
alo x|

Ed x| =
A

1 Name of the Partner:
2 Projeet rogivteation nusher:
3 Date of this certificate:
4
5 Project nasme:
L}
CERTIFICATION IN
7 EURG'S:
& Reporting period:

Stering
[Exchange rate for the

0,000000]

46
a7 !
1AL [T TR | WA M St T T - ST (PR3 1 ) VUAR { P | [ Fosareinl egering [ Tokol Eopecibre TR LT} { Dt

e b G et L W OOCHAE >-L-A-=SmE0g.
Ruady (Y
Bsare| A @ Y || Ajeerate | & Eanstmen kotw... | [ Shets B T Tr DR, e

1. At first the programme opens a help dialogue box. Read the dialogue and follow the

instructions. Press OK button.

1000000

looorees

pooo U x|
1,000

10008 @ Insert year to cell C9 and press get data button,
1,000

1,000r

rar— Ik

1,000 -
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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 Get datal

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

fiI(?_| (to ble forlwardled 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: Fisendiannual2002_19-4-2002, x|s

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.

faireiew |

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

B Fle Edit Wiew Insert Fo
DzRaary

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. HELP FOR SUMMARY
1. Open Summary.xls file in Microsoft Excel.

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

Microsoft Excel

[:YsakariiFinancial sheets\ TempzhSummary . xls contains macros,

Macros may contain viruses, It is alwaws safe to disable macros, but if the
macros are legikirmate, you might lose some funckionality:,

Disable Macros Enable Macros Mare Infio

5.1 MAINVIEW

Buttons Dates Basic information

JE) pe g e et Pl
DEE SRV BT w--|@x £o§
E1 x| =/

B @ | " SER H &=, dAEE -
A B c E F ‘ G H 1 J K [C W=
| 1 [Projuct Name:
2 Registration sumbed:
| Date of this certificaje:
| Date of the last q,'arup-ndirm cartifind in this docusmn

Oet data | o ts Ragiom |

CERTIFICATION
mEvRos:  SUMMARY OF EXCHANGE, RATES USED FOR CONVERSION BY AMOUNT AND BY REGION
: ] Tor

3
4
5
B
7
8 Reporting period: From:
9
0
1
12

13 Year HC EVR. ]:'Jmhm:ruk for the month

1,000000|
1,000000]
1,000000]
1,000000)
000000
000000
D00000]
00000
1,000000]
1,000000)
1.000000)

1.000000

Stamp and signature of the respensible autharity

sEpEEEEEEEEEEE RN

I8

TATR [ Wl Votad (REGEON 1 J{REGON T JROGIONT [RIGIONA [FIGIONS {FIGION & {RIGIONT RIS | Ial _'Il=I
= b | agpeshares - OO AES- L-A-=EmEAg.

| (yuesutrar | 8 ptr e k.| B8 o Lot Pt - . [ cramt e - Sum QWH.‘I )

-

i
§

Stast
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1. [Insert project name, registration number and dates to total sheet.

Project Name:

Registration number:

Date of this certificate:

Date of the last update of expenditure t':ertified in this document:

2. Press Go to Regions button to fill in exchange rates and costs.

5.2 REGION VIEW

Exchange Region and Expenditures Buttons
rates national currency

Al
Aol

E] e O gew fast Fomar Lok Qats
DEFES AT (sl
[ v = =Totad B

A ]

Iz

i

{

o 4 am o ha =

CERTIFICATION IV
7 EURGE SUMMARY OF EXCHNANGE RATES USE
| B [Reparting peried: From: [LECD)

9
L[] Total

n [Heglan:
(F]

13 Vear

14 Jamary

15 February

16 March

17 et
(L1 ——
L —
0 duty

1 Angust
Pl

T —

T —

Dwecember

Tousd

5]

EIEEIREREEE

5]

2
d

Stamp and signarure of the rrapansble autharisy

e R = e I I IS ]

B Tkl G0 1 (G003 (RGO [ BGION 4 [{ FIGION S { PIGIH & J REGIGN 7 [ REGION D (L1l ——
Sh e DO 4@ S L-A-EEE0E.

Pzen| | 8 0N || dyieerutrar |£ | Eys 8 = Sum {OB@SIa um

i
:
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1. Based on the information forwarded by the other partner organisations, insert

information as described below.

Insert Region, national currency and monthly exchange rates. If national
currency is Euro then exchange rate for the month is always 1. Please make sure
that the Partner organisations have used the correct conversion rates.

The correct official rates can be found at the following link:
http://europa.eu.int/comm/budget/inforeuro/en/index.htm

Pa
Exchange rate for the
EUR manth [
0o 0,00 1,000000
0o 0,00 1,000000
0o 0,00 1,000000
0o 0,00 1,000000
0o 0,00 1,000000
0o 0,00 1,000000
0o 0,00 1,000000
0o 0,00 1,000000
0o 0,00 1,000000
0o 0,00 1,000000
0o 0,00 1,000000
0o 0,00 1,000000
0o 0,00

2. Insert partners name and costs. Please make sure this corresponds to the Entries.

Parther:

Part

MC:

EUR

MC:

oo

0,00

oo

0,00

oo

0,00

oo

0,00

oo

0,00

oo

0,00

oo

0,00

oo

0,00

oo

0,00

oo

0,00

oo

0,00

Joo

0,00

0,00

0,00
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3. Move to next region with Next button and to previous with Prev button. After
adding all regional information press Go to total button.

Prev Mext So to total

4. After having filled in the costs for all the regions, Press Get data button to get all
costs in a summarised table.

FULT UL UIC 1d3L upuuu: i Eﬂl.ll:ll“ll.“ll: [Pl |

Get data | 5o to Regions

ot T et P Y

5. To save changes select File->Save or = . To print the table select File->Print or

& button and please sign the table.

Note that the page break settings might need to be adjusted depending on the number of
partners.

| File Edit Wiew Insert Fo
DzEaery

_B13 d

6. To exit Summary of exchange rate file, close file by using File->Close.
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6. HELP FOR MTBC

1. Open MTBC.xIs 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

6.2 MAINVIEW Buttons to EU/Non EU sheets, to
MTBC and to Financial reporting
Basic information To create sheets summary

JE) Ee g e et Format Jooke Qs
DEEa SAY xR
=] x| =/

e

71 2003)
12.12.2009)

wle:-uwwhwn_

Go s Mesitiming Table of
Busdget Commatmests

G0 0 Pastaers Funisscial Reporting
10 | Sremanes
1"

12 | Fdl EU partners thees Total Coenbined Expendture

15
1B |Fll RO EU partners sheets
17| Geto HON

18| EU sheets
18

=]
1
=]
T
m
1
F

48

48 [ ]
50 -
O PO ey g (ET} | Ol
|- b & ppethes- W NOCHAE >-L-A-=FE0F .

stant] | ) 8 51 W) || Gyees | s Pt - 1| Hfrssted Pt | R reerns | et omipin,. | Bt -tioosstw. [[Rmte o for e | sy E | [~ SCF. preeay
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1. Insert the basic information concerning the project.

Project name:

Lead partner name: Lead partner

Project registration mumber: anoooo

The first day of the penod: 1.1.2002
The last day of the period: 12.12.2002

2. Create sheets — ONLY NECESSARY THE FIRST TIME
Insert the number of EU partners and the number Non EU partners. Then press
Create sheets button.
Caution: Every time you create sheets, all the data previously inserted in earlier
MTBC sheets will be lost. To avoid loosing previous data, save file under different
name.

Create new sheets (CAUTION: Old sheets will be lost)
EU partners
Mon EL partners

31 Create sheets

3. Press OK button to create sheets if the above-mentioned (numbers of partners) data
is correct. This may take a while.
NOTE THAT THIS IS ONLY NECESSARY THE FIRST TIME!

x

This deletes all old sheets, are you sure wou wank to continue

K, I Cancel |

4. First fill Partners Financial Reporting Summaries to summarize the information
forwarded by other partners.
For information concerning the EU Member States of the project (i.e. partners from
Finland, Scotland and Sweden) fill in the EU sheets, and for NON EU partner
information (i.e. partners from Norway, Greenland, Faroe Islands and Iceland) fill
in the NON EU sheet.

5o to Partners Financial
Feporting Summaries

Fill EU partners sheets

So to EU
sheets

Fill MOMN EU partners sheets

Go to MOM
ELl sheets
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6.2 EU/NON EU SHEETS

The name of
The costs and the the partner and
Information of budget of the the dates of the Next, Previous and
co-financing partner period Mainview button
=l x|
] Bl [t e foart Vomat Jock Qats Window Heb alo x|
D?‘ﬂgﬂﬂﬂﬁ -|-i$mq~zc::|r:--j--’f LRI} In:ml- B . |mestemponer <% (prg EERE Px, 48 @ T b A
\. | - -nl.hhA!i_. z
1 F]NANC[AL\RJ?FQRT[NG SUMMARY ’ M v | Zm.,, | A/E, ’ : ’
r~ led o thy MTEC 5 I ,
=
22 National Co-financing \ .
2 \ Formm of co-finanen |
 In-kind/own work
24 Financier \ | Direct finance in Buros 1 Total |Ru:'§|eﬂo(ﬁn-v:¢
2; \. |
27
28
?9 v
30
N
32
33 [TOTAL 0,00 0,00 |
3
5
36
a7
38
39
40
a
43 I
n"i PN NONTU | MO Member Rate-MTBC [ - BTG (RS 1 VEAR J Period | | Prnancl Reporing [ Totsl xpandibas MTBC [ 11l .-||=
o by & et . S OOCHARE - L-A-=SFE00.
;’:ﬂ ey || s | & | B = Sheets RE T Tr ST, e

1. Insert the name of the partner and check the dates for the period.

Partner Mame: [ 1
Project registration number: | R

Costs and revenues in the period: From | It :
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2. Insert the partner’s eligible budget and the costs in to the table.

10 Eligible budget Expenditure in the period
11 |External experts and consultants

12 | Staff costs including social contributions
13 | Travel and subsistence

14 |General costs

15 |Promation and publications

16 |Meetings, conferences and seminars

17 |Eguipment

18 | Other (to be specified)

19 |Fevenues

20 |TOTAL 0,00 0,00

3. Insert information concerning the received national co-financing.

Form of

Direct finance in |[n-kindfown wotk
Financier Euras contribution Total Date (cd.rau; ] Recipient of finance
0,00
0,00
0,00
0,00
0,00
0,00
0,00
0,00
TOTAL 0,00 0,00 0,00

4. Insert information to every Non EU and EU partner. Press Next button to go to next
sheet and Previous button to previous sheet. To go to Mainview, press Mainview
button.

Previous et =

In order to move from Non EU partner sheet to the EU partner sheet, return to
Mainview and press Go to Non EU sheets / Go to EU sheets button.

5o to Partners Financial
Feporting Summaries

Fill EU partners sheets

Go to EU
sheets

Fill MOM EU partners sheets

Go to MOM
ELl sheets
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5. BACK AT MAINVIEW:

After having added all the expenditure of the partners in the period, go to MTBC
(Monitoring table of Budget Commitments).

(50 to Monitoring Table of
Budget Commitments

Total Combined Expenditure

5o to total MTEC

EU Expenditure
Go to EU MTBC

MOM EL Expenditure
Go to MOMN EU MTEC
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6.3 MONITORING TABLE OF COMMITMENTS

In order to fill EU MTBC, non EU MTBC and total MTBC please follow these
instructions.

Basic information Save and Mainview button Previous expenditures

=12 %
E) D Ex e oot Fomst ook Duta Wndow b =leix
CELEICLY xrnﬁcn. ; 2% 8 |G tmws b 8|15 8 |[5 1L Bo %, 4AFa A,
Ao

R G H J K L M N =
1 mm\m e MONITORING TABLE OF BUDGET COMMITMANTS (MTBC)
2 Hepost ,—p-u\ b PROJECT EXPENDITURES i be sttuched is the Ce sl Expenditare
3 Projeciname  [Proes | otal Combined Expendswe
4
5 | Swve I
5}
7:
8 IF
9 1
10T D E
11 COMBINED % OF
12 EXPENDITURE
12 B+
14
15
16
17 00
18 00
19 00
20 00
21 00
22 00
23 00
24 00
25 00
26 Contact detele Hamas), crgaraatione), phome/Tazfsmel of pereors) 1 be contactad for fithes mfomation.

R USE BY NORTHERN PERIPHER ¥ PROGRAMME SECRETARIAT

49 !
W4 b P ) Total Expendibure MTBE 141 W
o [ & . A OCH AT S L-ASSERE.
ady M
Wet| L0 @ W || D | jsurcene sat -snerosche 1| B pisks For Laad Prvtrae - [ LBv@YTd wm

1. Insert all basic information; type of report (i.e. Progress report no X or Final
report), start and final date of eligibility (to be found in the grant letter) and date of
completion of table.

Project registration Nuniher:
Report Type Mumber:

Project natwe:

Lead pattner lead partner
START DATE OF ELIGIELE EXPENDITURES:
FINAL DATE OF COMMITRMENTS:

Units in ETROS
Date of completion of table: I
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2. Insert dates for reporting period and for the total reporting period so far.
Insert date in the form of dd.mm.yyyy — dd.mm.yyyy for the current reporting
period in cell K9 and for the project period so far in cell L9

3. Insert Previous Expenditures from previous MTBC.
(Not applicable for first reporting period)

F

B
J FREYIOUS ExF
SET|EXFEMDOITURE

TOTA,

Fr

e § Qo | o § B § B | o | o | o | ]

4. Tosave MTBC table in a separate file press Save button.

Project registration Muniher:
Report Type/Number:
|Project name: hil @i i ey
Save
Lead partner lead pattner

START DATE OF ELIGIELE EXPENDITURES:
FINAL DATE OF COMMITLIENTS:

Units in ETROS
|Date of completion of table: I |

7. Programme automatically creates a new file. The name of the file consists the name of
the MTBC name (MTBC or MTBCEU or MTBCTOTAL) and date (i.e. 12-4-2002).
File is located in folder “\Send\MTBCTOTAL\” or “\Send\MTBCEU\” or
“\Send\MTBCNONEU\” depends on the mode of the MTBC.

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

Sheet is saved to file: DisakariisheetsisendiMtbeTokaliMTCE_23-4-2002, xls [

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

J. File Edit Yew Insert Format Tools Diaka  Win

J [ O mew., CErl+M B <t

= Qpen ZEFHD

—_— E Save Chrl+5 MARY

1
2
? Save As...
T Save as Web Page. ..
=
B
7

Wb Page Preview

Page Setup... Iriod:

5. Print table from File->Print and close the new workbook. Then press Mainview
button to go back to the Mainview.

6. BACK AT MAINVIEW:
Go to Financial Reporting Summary.

5o to Financial
Feparting
Summary

Goto
Financial Eeporting
Summary
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6.4 FINANCIAL REPORTING SUMMARY

Dates Buttons Costs Financiers

=lex
=18 x|

E] e O gew fast Fomar Lok Qats)

DEESSRT L BF\n-o- @ slmrop MA@, d0FEEmn.-0-4-.
[ = x| - T 3 5 1 T 7] ® L [
I I I [Foau Badget |
[Engitie budget : f—nd:nm‘."-rﬁr;ol:‘ !:.eo:»m)% l'l'ur.d.’.xrm‘_‘-r;t.’:l:‘ = sw;l
e . "
— ——
— " *ﬂ
0 _:H:‘ 0 “l}fll |.:|.r:‘.
= B}
g iob 1LY 1LY 0
n
E
»
=
3
2
.
=
g
a
L2
g
%»N\w{wnﬁww}_ﬂv (ET} _'II=
e b | agpethapes - . w d4Es-L-A-=SmEHAE.
;Jél DY || Ruerere | £ o L @~ {Oa@STd wo
1. Programme will automatically collect data previously inserted in the Partner
Financial reporting summaries (section 6.2) when you move to sheet.
2. Fill in the basic information of the project and the dates of the period.
Costs and revenues in the period: From To:

3. After that press Save button to save table to a separate file. File will be saved in
folder “\send\FRS\”. File name consists of “FRS” and date.

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

| C | D |

e aireie | Save |

4. Press Mainview button to get back to Mainview and do not forget to save file
before closing.
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7. HOW TO FORWARD FINANCIAL REPORTING INFORMATION TO THE
NORTHERN PERIPHERY PROGRAMME SECRETARIAT

1.

After having filled in all the financial information, please check to see that all the
tables are corresponding.

Print and sign.

Forward Timesheets and Entries from all the partners, the overall Summary of
Exchange Rates, the overall Financial Reporting Summary and the three
Monitoring Tables of Budget Commitment as signed originals as well as
electronically.

Remember to enclose the Auditor’s statement performed by an independent
authorised auditor with one progress report annually.

Please enclose a copy of the ledger as confirmation of the separate accounts the first
time you report

CHECKLIST:

Before sending the progress report and the certificate of expenditure and application for
payment, please make sure the report is complete, signed with authorised signature and
includes all the required documents:

- Progress report

- Certificate of expenditure and application for payment

- Monitoring Tables of Budget Commitments (Total, EU and NON EU)

- Financial Reporting Summary

- Summary of Exchange Rates used for conversion by amount and by
region

- Entries (for all partners)

- Timesheets (if applicable)

- Auditor’s statement (at least once a year)

- Copy of ledger from separate accounting system (1* time only)
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