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Log on to 
the 
Participant 
Portal.
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Go to “My Projects” 
section. 
Then click on MP 
icon  so to reach 
Participant Portal 
Grants Management
Services.
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Periodic Reporting Module Periodic Reporting Module 

Periodic Reporting



 All beneficiaries receive a notification and log on to the 
Participant Portal.

 All beneficiaries complete their own Financial Statement and 
their contribution to the Technical Part of the Periodic 
Report. Beneficiaries e-sign and submit their Financial 
Statements to the Coordinator.

 The Coordinator approves the elements of the Periodic 
Report & submits to the EU Services.

 The EU Services review the submitted Periodic Report and 
accept or reject it.

 Interim Payment

Periodic reporting module - steps
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Periodic Reporting



Periodic Reporting – beneficiaries are asked to complete their 
own Financial Statement and their contribution to the Technical 
Part of the Periodic Report
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Periodic Reporting – 
Technical report

All benefciaries will be 
able to work on the tables

All benefciaries will be 
able to work on the tables
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Periodic Reporting – 
Technical report

Current view

• The template for Part B of the Periodic Report will be available in this page.
• Template also available in the Participant Portal: Template Periodic Report

• The template for Part B of the Periodic Report will be available in this page.
• Template also available in the Participant Portal: Template Periodic Report

http://ec.europa.eu/research/participants/data/ref/h2020/gm/reporting/h2020-tmpl-periodic-rep_en.pdf
http://ec.europa.eu/research/participants/data/ref/h2020/gm/reporting/h2020-tmpl-periodic-rep_en.pdf
http://ec.europa.eu/research/participants/data/ref/h2020/gm/reporting/h2020-tmpl-periodic-rep_en.pdf
http://ec.europa.eu/research/participants/data/ref/h2020/gm/reporting/h2020-tmpl-periodic-rep_en.pdf


    

• An update on the risks situation for the current period must be added by clicking  'Add 
State of Play' and completing the necessary fields. This task is to be performed before a 
periodic report is "Locked for review".

• An update on the risks situation for the current period must be added by clicking  'Add 
State of Play' and completing the necessary fields. This task is to be performed before a 
periodic report is "Locked for review". 8

Critical risks Periodic Reporting – 
Technical report

Current view
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Task to be performed by the Coordinator

Task to be performed by the Coordinator

Periodic Reporting – 
Technical report

Make sure the information in the 
continuous reporting module is 
complete and up-to-date before 
the periodic report is 'locked for 
review'. 

• Once all information for the Technical Part has been 
filled in, click on Lock for Review. 
• This action will freeze the data (prevent changes) and 

generate a pdf document.   
• The generation of the PDF might take a few minutes.
• Only users with the role Primary Coordinator Contact 

and Coordinator Contact can perform this action.

• Once all information for the Technical Part has been 
filled in, click on Lock for Review. 
• This action will freeze the data (prevent changes) and 

generate a pdf document.   
• The generation of the PDF might take a few minutes.
• Only users with the role Primary Coordinator Contact 

and Coordinator Contact can perform this action.



Periodic Reporting – beneficiaries are asked to complete their 
own Financial Statement and their contribution to the Technical 
Part of the Periodic Report.

Task to be performed by each benefciary

Task to be performed by each benefciary
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Periodic Reporting – 
Financial report
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   Financial StatementPeriodic Reporting – 
Financial report

Some costs have an 
editable field
others have a link
           to click.
Some have a Use of 
Resources to 
complete 
Link to 
'How to complete you
r financial statemen
t
' in the PP. 

https://webgate.ec.europa.eu/fpfis/wikis/display/ECResearchGMS/How+to+complete+your+financial+statement
https://webgate.ec.europa.eu/fpfis/wikis/display/ECResearchGMS/How+to+complete+your+financial+statement
https://webgate.ec.europa.eu/fpfis/wikis/display/ECResearchGMS/How+to+complete+your+financial+statement


      Financial Statement
     (actual costs)
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Periodic Reporting – 
Financial report
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Periodic Reporting – 
Financial report

   Financial Statement
     (unit costs)
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Periodic Reporting – 
Financial report

   Financial Statement
     (other direct costs)



   Financial Statement
     (validation report )
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Periodic Reporting – 
Financial report



• This action will freeze the data (prevent changes) and generate a pdf document.  
 
• Once all information has been filled in and saved, click on Lock for Review. 
• The generation of the PDF might take a few minutes.
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Task to be performed by each benefciary

Task to be performed by each benefciary

Periodic Reporting – 
Financial report



• The Financial Statement can be reviewed by clicking on the pdf icon. 
• Only users with the roles Participant Contacts, Project Financial Signatories and Task 

Managers can perform this action.  
• To electronically sign & submit the Financial Statement click the button Sign & Submit. 
• Only users with the role Project Financial Signatory (PFSIGN) can perform this action. 
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Task to be performed by each benefciary

Task to be performed by each benefciary

Periodic Reporting – 
Financial report



• At this point the task of 
Financial Statement 
drafting is completed. 
• The statement has been 

electronically signed & 
submitted to the 
Coordinator. 
• It is accessible via the 

task Periodic Report 
composition. By clicking 
on the Financial 
Statement pdf  it is 
possible to consult the 
data  submitted to the 
coordinator.
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Periodic ReportingTask to be performed by each benefciary

Task to be performed by each benefciary



• The Technical Part of the Periodic Report can be reviewed by the Consortium by 
clicking on the PDF icon.
• Once reviewed, the Technical Part of the Periodic Report can either be unlocked for 

further editing or accepted for submission to the EU Services*. 
• To accept the Technical Part of the Periodic Report click the button Accept & 

Include.*
(*Only users with the role Primary and Coordinator Contact can perform this action). 

Each beneficiary to review.Coordinator to accept and 
submit

Each beneficiary to review.Coordinator to accept and 
submit

19

Periodic Reporting



• The Coordinator approves the elements of the Periodic Report by explicitly 
including them in the Report & submits to the EU Services (click on the task 
Periodic Report composition).
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Each beneficiary to review.Coordinator to accept and 
submit

Each beneficiary to review.Coordinator to accept and 
submit

Periodic Reporting



• Once the elements of the Periodic Report are approved, the Periodic Report can 
be submitted to the EU Services in one single submission.
• Only users with the role Primary Coordinator Contact and Coordinator Contact 

can perform this action.  
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Each beneficiary to review.Coordinator to accept and 
submit

Each beneficiary to review.Coordinator to accept and 
submit

Periodic Reporting



Summary of the process

Beneficiaries (including the coordinator)
• Financial statement: insert data
• Technical Report: insert data

Coordinator
• Financial statements: Check

• Technical Report: Check

Periodic Reporting



Coordinator/Consortium 



EU assessment of Periodic Report and 
payment
The coordinator will be notified of the end of the payment 

process and will receive a payment letter and the 
supporting reports with the details of any cost rejected 
and the reasons for rejection.

The coordinator or the beneficiary concerned may – within 
30 days of receiving the notification - formally notify the 
Service of its disagreement with any rejected costs and 
provide the reasons for disagreement. 
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Periodic Reporting Completed Process
D
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The
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