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MIS and Final Report

Procedure and tips



This presentation is a short tips guide to the Management Information System (MIS), for Lead 

Beneficiaries and Partners of approved projects in the ENI CBC MED.

The presentation’s slides shows some aspects, sections and functionalities of MIS, to illustrate 

the main questions recieved by JTS, but doesn’t cover all.

The used images are often collage, to reduce the use of images and slides, and might not

represent exactly what is visible for users.

Goal of the presentation and disclaimer
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• In accordance with EU Regulation, all activities of projects shall end by 31st December 2023.

• With the short time available between the end of project implementation and the deadline 

for submission of the Final Report, it is of utmost importance to plan very carefully all the 

steps for its preparation.

Words from Ch.9 on Project Closure…

Wisdom words from Ch.9 on Project Closure…

The FR is drafted and sent to the JTS/MA through the Management Information System (MIS)
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By consulting your corresponding JTS experts, you may request an extension of project 
duration, via a “Major” adjustment procedure

Remember to adopt the delivery of Activities and Outputs accordingly. 

.. But I need extension.. 
(Adjustment)
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Adding a new contact person to the partnership (or modifying contact) is possible via a 
simple adjustment procedure.

You may ask your corresponding JTS experts to “enable” the adjustment section for you, 
then you can “add” it  

Modifying/Adding Partner contact
(Adjustment)
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Procedure:
1. Request JTS to enable the adjustment section
2. Add the adjustment section
3. Modify via Adjustment\Partnership\”the concerned partner#”\Contacts

If this is the only needed modification, it’ll be applied immediately by clicking “send to JTS”, no approval is needed.

Modifying/Adding Partner contact
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You can create, as LB, a MIS account for an existing 
user, at the same time of adding during 
adjustment

Modifying/Adding MIS Account for existing contact

If the user exist already, you don’t need 
adjustment procedure, you can do it right from 
Project data, in the partnership section
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The (one last) budget shift, if needed is to be done via an adjustment procedure.

Make sure not to delete a Budget Line where expenses were reported already

Budget Shift through adjustment 
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You can still adapt the Work Packages, reasonably 
with the available time, specially if you are asking 
for extension of duration 

Adjustment – What else?

Main Page: Edit (to enter the selected WP)

• Outputs: You may add/edit/delete new outputs only, existing Outputs can’t be edited!!

• Activities: Add/edit/delete activities, and undelete

• Indicators (from WP3 onward): Add/edit/delete 

• Target (from WP2 onward): Add/edit
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You can apply the changes to the project and “validate” (the blue v button) to check the 
type of the adjustment you applied.

There are 3 types of adjustment:
1. Major adjustment, like project duration extension or budget shift more than 20%, which 
requires the Joint Monitoring Committee approval

Adjustment Validation
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.. And:
2. Minor adjustment, which 
requires the JTS and MA approval 

Adjustment Validation

.. And:
3. Simple adjustment, which doesn’t require any approval and applied immediately 

However, if several amendments are applied, the highest is considered in the approval procedure
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Adjustment Reminder

You can run in one procedure at a time.

This means that a running adjustment procedure

prevents you from filling the report.

You can continue reporting after the approval of the

adjustment.
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Remember that you can get ready for final report even before its opening in the MIS…

Final Report tips
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Once the final report is submitted there will be no

further opportunity for budget updates and

maximization of the use of the available funds, nor

for resubmitting expenditures reported incorrectly.

Final Report
Words from Ch.9
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1. Add expense
2. View expense
3. Edit selected expense
4. Duplicate expense (hint: useful with recurrent costs, like salaries)
5. Delete expense 
6. Move expenses to next report (deactivated for final report)

Final Report – Reminder on expenses functions
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A lock, next to an expense within a budget line, means that the expense is previously 
reported.

If there’s a red arrow under it, it means that a partial or total cut from the expense can be 
resubmitted.

Final Report - focus on Resubmission
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You can easily resubmit the maximum amount permitted that can’t be exceeded, by simply 
clicking the “clone/duplicate” button.

Final Report - focus on Resubmission
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The allowed resubmittable amount will appear with a red arrow, indicating that it’s 
resubmitted amount.

This function allows you to resubmit the amount within the same Budget Line only.

Final Report - focus on Resubmission
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• If the amount was cut, needs to be shifted to another budget line, or divided between 
several Work Packages, then simply introduce the amount(s) in the right budget line, 
using the “add” function

• If the amount is another currency than Euro and cut because it was not yet paid in the 
previous reporting period, then you should use the “add” function too, to apply the 
most recent exchange rate

• If you think that the amount should have the arrow, because it is eligible but wasn’t 
clearly explained, then contact the JTS.

Final Report - focus on Resubmission
What if… 
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If the multiplication of AxB doesn’t result a 
real-life amount (more than 2 decimals), 
then do not put any decimals in A. 

Instead, put 1 in A and introduce the real 
or requested amount in B with 
explanation in Comments

Final Report – Expenses (HR specifically) rounding issue 
The use of AxB
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… avoid troubles and make it easy !

Final Report – Expenses (HR specifically) rounding issue 
The use of AxB
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Hints and reminders:
1. Upload and delete buttons are active only before submitting the report to auditor
2. Maximum size per upload is 30 Mega byte
3. Compress several files or a folder as one file to upload
4. Use meaningful file names, you can use PP#, WP#.. Etc (keep the file name length reasonable)
5. Deliverables must be in their final version, not drafts

Final Report – Supporting documents of expenses.. And deliverables
Be ready!
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The structure is the same, the titles of fields are adapted to the final report.

In some sections, an extra box for the final report to justify, if needed, in case you didn’t 
achieve the targets, missed activities or others. 

Final Report – any specific functions for it?
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The JTS experts will upload the clarification document in the “Reporting\Checklist” 
section, where you can download it and upload, in your turn, the answer to the 
clarification request (will be applied to Interim Report too).

Final Report – any specific functions for it?
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THANK YOU FOR YOUR ATTENTION

MERCI

شكرا ً
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