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Preliminary info on the introduction of the Single Submission feature :   

• The Single Submission functionality ensures that all components of the 

Report package (the Form C, the financial report - and the final scientific 

report when applicable - ) are submitted at the same time  

 

• It is therefore no longer possible to submit to the Agency first the Form C 

and then the Reports (or the opposite) 

 

• The "submit" button is now available only under the Form C, whereas the 

Financial Report can only be saved and put in status "ready for 

submission". Its submission will happen automatically when you submit 

the Form C. 

 

http://ec.europa.eu/research/participants/portal
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Participant Portal:  

the "My Projects" tab 

Note : Phase « Active » means that the Grant 

Agreement has been signed 

RD : Hyperlink to Financial 

Report 

http://ec.europa.eu/research/participants/portal 

FR : Hyperlink to Form C 

http://ec.europa.eu/research/participants/portal
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STEP 1 : PREPARATION OF THE FINANCIAL REPORT 
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The user guide on how to fill the Form C can be 
found here : 

ftp://ftp.cordis.europa.eu/pub/fp7/docs/presentation-force_en.pdf 

Preparation of the  

FINANCIAL REPORT  

Form C  

Financial Report 

ftp://ftp.cordis.europa.eu/pub/fp7/docs/presentation-force_en.pdf
ftp://ftp.cordis.europa.eu/pub/fp7/docs/presentation-force_en.pdf
ftp://ftp.cordis.europa.eu/pub/fp7/docs/presentation-force_en.pdf
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« SESAM work with a 

Project » page  

To prepare the Financial 

report pick « Reports » 
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(1) Select Report type 

« Financial Report » 
(2) Pick the correct 

Period 

(3) Click on   

« Reports » Main Menu 
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Preparation of the Report 

Important aspects /1 

IMPORTANT!  
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Mandatory!  

THERE IS NO NEED TO 

"PRINT AND SIGN" THE 

FINANCIAL REPORT 

Preparation of the Report 

Important aspects /2 
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Address all bullet points!  

Preparation of the Report 

Important aspects /3 
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You have to mention the 

Publications and other 

outputs using those 

links or list them 

directly in this box   

Preparation of the Report 

Important aspects /4 



12 

2) Attach the file using the 

« Attachments » button!  

1) Fill in the tables using the 

file in the Advance Notice 

Letter   

Preparation of the Report 

Important aspects /5 
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2) 

1) Obtain the CFS from your 

Auditor 

Preparation of the Report 

Important aspects /6 

- If your grant does not foresee the 

"ELECTRONIC-ONLY" handling of reports 

then send it in hard copy to the Agency in 

Bruxelles 

- If your grant foresee the "ELECTRONIC-

ONLY" handling of reports upload a pdf 

copy with the Form C  
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Preparation of the Report 

Important aspects /7 

Scroll the bar to see the rest 

of the table  
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You can « save » for later 

editing 

Preparation of the Report 

Important aspects /8 

click on « VALIDATE »  to 

send the Report in status 

"ready for submission".  

The Report will be 

automatically submitted to 

the EC when you submit 

the Financial statement 

(Form C)  

Before validation you can 

always attach other  

supporting documents 

(besides the Breakdown and 

Budget tables and the CFS) 

You can obtain  

a draft PDF here 
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STEP 2 : PREPARATION OF THE FINANCIAL STATEMENT 
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Go back to the "My projects" tab in the PP  

FR : Hyperlink to Financial statement  

PREPARATION OF THE 

FINANCIAL STATEMENT /1 

http://ec.europa.eu/research/participants/portal
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The user guide on how to 
prepare the Form C can be 

found here : 
ftp://ftp.cordis.europa.eu/pub/fp7/docs/

presentation-force_en.pdf 

PREPARATION OF THE 

FINANCIAL STATEMENT /2 

Financial statement 

(Form C ) 

ftp://ftp.cordis.europa.eu/pub/fp7/docs/presentation-force_en.pdf
ftp://ftp.cordis.europa.eu/pub/fp7/docs/presentation-force_en.pdf
ftp://ftp.cordis.europa.eu/pub/fp7/docs/presentation-force_en.pdf
ftp://ftp.cordis.europa.eu/pub/fp7/docs/presentation-force_en.pdf
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STEP 3 : SUBMISSION OF THE REPORT IN A SINGLE PACKAGE  
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From the Form C screen : 

20 

Forms C are 
all 
"Submitted 
to Coord." 

Financial  
Report is 
"Ready for 
submission" 
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SINGLE SUBMISSION to the AGENCY of the 

package  

The "Single Submission" 

feature: 
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STEP 4 :  

PAPER SUBMISSION OF PART of THE REPORT for PROJECTS to which the 

"ELECTRONIC-ONLY" communication system does not apply (check article 

8 in your Grant Agremeent!) 
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Form C  

(+ CFS if applicable) 

PRINT, SIGN 

& SEND IN 

BRUSSELS 

Paper submission  

After the electronic 
submission of the 

package :  
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SUMMARY: 
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Official Submission to  
the ERCEA 

The original versions of the Form C and of the CFS 

must be sent to the ERCEA through post  

Form C  

(+ CFS) 

Financial Report, 

Form C 

(+ CFS)  

( + Attachments)  

To be submitted only electronically 

in 'single submission'  

Paper submission  

Projects with 'electronic-only' 

submission system  

Projects without the 'electronic-

only' submission system  

Financial Report, 

Form C 

(+ CFS)  

( + Attachments)  

To be submitted electronically first 

in 'single submission'  


