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LIST OF ABBREVIATIONS 
A Action 
AF Application form 
BP Beneficiaries electronic exchange portal/ Beneficiary portal 
CMS Content Management System 
DG TCM Directorate General “Territorial Cooperation Management” 
FLC First Level Control 
IS Information System 
ISP Internet Service Provider 
JMC Joint Monitoring Committee 
MIS Management Information System 
MRDPW Ministry of Regional Development and Public Works 
MVC Model-View-Controller 
PIM Project Implementation Manual 
PPR Project Progress Report 
WP Work process 
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I  Work processes and User tasks 
The Beneficiary Portal is available at the following address: http://bp.ipa-cbc-007.eu.  
The BP supports all work processes of the Beneficiaries, related to interaction with the Pro-
gramme authorities. The processes are split into tasks, assigned to different (groups of) users. 

• Account management: 

— Creation of Lead partner account; 
— Creation of sub-users. 

• General communication: 
— Reading messages; 
— Sending messages; 
— Uploading files. 

• Financial reporting, FLC and payments: 

— Task: Recording of Invoices by project partners; 
— Task: Generation of Invoice reports and Requests for payment. 

• Reporting: 

— Task: Recording of Progress by Indicator.  

• Contracting and changes: 
— Task: Request for modifications in the AF/ contract; 
— Task: Upload of a contract or addendum. 
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II  Account management 

1.  Creation of Lead partner account 
In order to access the Beneficiary Portal, each partner has to receive its account and password. 
The accounts of Lead partners are generated by the System administrator and provided via e-
mail to the official e-mail of the Lead partner, according to the description of the partner in 
the Application form, part of the Subsidy contract.  
Note: The change of the e-mail of the official representative of the Lead partner is considered 
an administrative change and could be done by sending a notification letter to the Joint Secre-
tariat. 
How to log in the Beneficiary Portal - Step by Step guide: 
1. Beneficiary portal is accessible through the Programme website: http://www.ipa-cbc-
007.eu/ 

 

 
2. After you press the button for access, you will receive a security warning message, which 
you should accept: 
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3. You will access the log in menu, where you should enter your account and password: 

 

2.  Creation of sub-users 
Lead partners have the right to create accounts for the Beneficiary portal to other project part-
ner/s, which is recommended to be done at the start of the project implementation. 
Note: Due to the fact that the reporting and communication with Programme authorities will 
be carried out through the Beneficiary portal, in case a Lead partner decides not to create such 
accounts for the remaining partner/s, the Lead partner should enter all requested information 
for other partner/s . 
How to create sub-users - Step by Step guide: 
1. Lead partner logs in the beneficiary portal. 
2. Select Project beneficiaries form the menu. 

 
3. Select Add beneficiary. 

 
4. Fill in the form and Save. The username is created from the email preceded by the call 
number and project number. In the creation process, you should use the official e-mail, in-
cluded in the Application form and part of the Subsidy contract.  
Note: Only one active partner account per partner is allowed. If you need to add a new sub-
user for a given partner block the existing one (do not delete) and then add the new one. 
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III  Communication 
Messages are used as a main communication tool for sending of general information to the 
Programme authorities, such as: notifications and official letters, invitations for project 
events, communication with experts, requests for publication of the Programme website, etc. 

1.  Reading messages 
Step by Step guide: 
1. Select submenu Communication, option My messages. 
2. Select a message to read and the icon in the right column. 

 
3. Read the message. 
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2.  Sending messages 
Step by Step guide: 
1. Select submenu Communication, option My messages. 
2. Select New message (to system users) or New message to beneficiaries. 
3. Select recipients by user group for system users and by project for Beneficiaries.  
4. Fill-in the message. File may be attached from the File system folders.  
Note: Answers to already received messages could be sent by using the “Reply” and “For-
ward” buttons at the bottom of each message. 

3.  Uploading files 
Electronic files, with no limitations of their size, could be attached to messages and sent via 
the Beneficiary Portal. Before sending them, they should be uploaded in the File manager sec-
tion. Once send the files should not be moved or renamed as the system is attaching the link 
and not the files to the message. 
Step by Step guide: 
1. Select submenu File System. A File manager opens. 
2. Select a folder or create a new folder. 
3. Upload a file and send the message. 
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IV  Preparation and submission of Project Procurement Plan 
The Lead partner / project partners have an obligation to prepare a Project Procurement plan. 
The plan for all partners (aggregated) should be submitted to the JS only by the Lead partner, 
within 10 days after the Subsidy Contract enters into force.  

1.  Preparation of Project Procurement Plan 
Each partner should include in the Procurement plan all expenditures, envisaged under budget 
lines 3, 4, 5 and 6 of its budget. Most of the expenditures should be grouped in tender proce-
dures (according to PRAG). Part of the expenditures, like budget sublines 3.1 and 3.2, ex-
penditures below the minimal threshold for single tender, etc., which could be done without 
tender procedures, should be included as expenses not to be procured (others). 
Step by Step guide: 
1. Login in BP and select menu “Payments”, submenu “Procurement”. 

 

2. Press Add Record button in the upper left side of the working area  
3. Start filling the form 

 
4. Choose responsible partner from the drop-down list and proceed with entering information 
for the first envisaged tender procedure (or expense not to be procured). 
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5. Select the appropriate date when you expect to announce the tender/ make the expenditure:  

 
6. Fill in the Name of the procedure  
7. Select the type of the procedure. Use the option OTHER for the procurements under 
thresholds. 
8. Fill in the Note filed at the end of the form, as: information for names and amounts of lots, 
amount with VAT (for Bulgarian partners), etc. 
9. Save the initial version of the Procurement item (tender procedure or expense not to be 
procured) and go back to list to add more items, until you plan all expenditures under budget 
lines 3, 4, 5 and 6. 

  

2.  Creating a draft of Project procurement plan 
The Lead partner has the obligation to review the procurement plans of all partners and to 
prepare an aggregated draft for submission to the JS. 
Step by Step guide: 
1. Save the draft version of the procurement plan by pressing Approve Draft button. This ac-
tion will lock all procurement for further editing for project partners and only the Lead partner 
could add some changes. 

2. Generate a draft procurement template by pressing or use the An-
nex 2. Project procurement plan from PIM (by entering all information to the MS Word file 
manually). In both cases you should receive a file, containing all tender procedures and ex-
penses not to be procured. 
3. Print, sign and stamp the document. 
4. Upload the document into the system by using the Upload button in the top left side of the 
working area. 
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3.  Submission of the Project procurement plan draft to JS 
All procedures described above are preparatory. When the Lead partner completes them, it 
should proceed with the official submission of the plan to JS. 
Step by Step guide: 
1. Once all details are cleared and the Lead partner is satisfied with the draft of Project pro-
curement plan, you can go back to submenu “Procurement”. 
2. Check one last time if all information is correct and the appropriate file is uploaded, and 
press the button: . 
Note: This operation will lock the plan for further editing. Changes could be done only after it 
has been unlocked by the JS. 
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V  Entering information for contractors and payments 

1.  Entering data for contractors 
1. Login in BP and select menu “Payments”, submenu “Contractors”. 

2.  Press Add Record button in the upper left side of the working area . 
3. Start filling the form. The first 2 fields are mandatory: 

 
4. In case of physical person, DO NOT use personal identification code but the name again 
instead: 

 

5. Save the contractor data (for company or physical person) and go back to list to add more 
items, until you include all contractors/physical person, which were paid under budget lines 3, 
4, 5 and 6 of the project (including expenditures for business trips of project team members). 
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2.  Entering data for tenders 
1. Login in BP and select menu “Payments”, submenu “Procurement”.  
2. Press  Edit record to enter the procedure under which a contract was signed. 

3. Add Record button in the upper left side of the working area . 
 

 
4. Start filling the respective fields. 
5. Upload zip/rar archive with following elements: 

 Tender dossier; 
 Award procedure (Evaluation/Negotiation reports, etc.); 
 Contract 

 
6. Choose respective Contractor from the drop-down list. 
7. Update the updated version of the Procurement item. 
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3.  Entering data for invoices 
Each partner has the responsibility to record invoice data in the Beneficiary Portal. It is best 
that the information is entered timely (right after the respecting documents are received). 
Step by Step guide: 
1. Preparation of invoices for upload: prepare zip/rar archive with the scanned invoice and any 
proof documents required in Part 7.9. Financial and accounting documentation of the project 
of PIM  

Note: For invoices under tender procedure only add the respective Acceptance proto-
cols/Participants Lists/etc. not the whole tender procedure documentation. 
2. Login in BP and select menu “Payments” and submenu “Invoices”: 

 

3. Press Add Record button in the upper left side of the working area . 
4. Choose respective Contractor from the drop-down list: 

 
Note: Procurement field will become active if the selected contractor was contracted under 
specific Tender procedure. 

 
5. Select the partner (if a Lead partner is filling the report). 
6. Fill in fields: Invoice No.*; Issued on; Paid on* (this is the date of the actual payment). 
7. Fields “State aid”, “State aid advance” shall be filled according to Part 5 of PIM. Field “Net 
revenue” shall be completed in regards to Part 7.6. Eligibility of expenditure in PIM. If any of 
the 3 fields is NOT applicable please fill in 0. 
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8. Upload the prepared archive. 
9. Save the invoice. 

10. Enter the invoice in View mode by pressing . 

11. Start adding invoice items by pressing  button.  

 
12. DO NOT select anything for field “Invoce report”. 
13. Select the respective budget line for the expenditure from the drop down list. 
14. Select the respective subline. 
15. Fill in the description as per the invoice. 
16. Fill in the amount in the respective currency. 
17. Fill in field Eligible VAT* in regards to Part 7.6. Eligibility of expenditure in PIM. If this 
is not applicable fill in 0.00. 
18. Fill in field Own financing as per the subsidy contract (the amount of the expenditure 
which was co-financed by the partner) 
19. Select the place of the expenditure. 
20. Save the invoice item. 
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VI  First level control – request and reporting 

1.  Preparation of Invoice reports 
Invoice reports serve for providing information to the FLC, and should be generated by each 
partner, willing to request verification of expenditures. 
If the project partner has entered the information for its expenditures and invoices timely, the 
preparation of the Invoice report could take only several minutes.  
Note: A partner, which does not want to claim any expenditure for the respective reporting 
period, does not have to prepare an Invoice report. 
Step by Step guide: 
1. Enter the invoice Reports section in Payments menu. 

2. Press Add Record button in the upper left side of the working area . 
Note: DO NOT select anything for field Payment request. 
3. Fill in the number of the Invoice report. 
4. Fill in the starting date of the reporting period. 
5. Fill in the end date of the reporting period. 
6. Select the respective project partner (only if you are Lead partner) 
7. Left mouse click in field Invoice items to get a drop down menu from all available Invoices 
and invoice items which can be included into the report: 

 
8. Start adding invoice items by pressing left mouse button. 
9. Save the report. 

2.  Preparation and submission of a Request for FLC 
The Request for FLC, together with Invoice Report, Financial report, List of contracts 
(scanned originals, signed by the legal representative of the PP/LP) should be sent to the re-
spective FLC within the deadline specified in the subsidy contract. 
During the preparation of the request, each partner should check if all supporting documents 
(scanned hardcopies) are attached to the respective invoice items (payment documents). 
First level controller performs a complete check of the reported expenditures on the basis of 
the invoices and accounting documents and verifies them. The controller also verifies the de-
livery of the products and services (if applicable). 
If in the process of validation there is shortage in the documents submitted or necessity of 
presenting additional documents, the controller sends a request to the beneficiary to present 
the necessary documents within a period of 3 days. The requests for additional information 
and the relevant answers should be submitted via the beneficiary portal. 
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The work of the controller is completed with the submission of Certificate for Validation of 
Expenditures (CVE) to the project partner (via BP), accompanied by completed Invoice Re-
port (FLC section), with attached Financial report and the List of contracts (Annex 5 to PIM), 
issued by the project partner. 
The process of First level control is carried out for each partner separately, and can be sum-
marized as follows: 

 
Note: A partner, which does not want to claim any expenditure for the respective reporting 
period, does not have to prepare an Invoice report and should not request verification. 
Step by Step guide: 

1. Enter the invoice Report in View mode by pressing . 
2. Change the status of the Invoice report to Approved draft: 

 
3. Submit the report by pressing button . 

 
Lead partner 

 
Partner 2 

 
Partner 3 

Request for FLC 
Invoice report, 

Financial report, 
List of contracts 

 

Request for FLC 
Invoice report, 

Financial report, 
List of contracts 

 

Request for FLC 
Invoice report, 

Financial report, 
List of contracts 

 

 
FLC check 

 
FLC check 

 

 
FLC check 

 

CVE 
Invoice report, 

Financial report,  
List of contracts 

 

CVE 
Invoice report, 

Financial report,  
List of contracts 

 

CVE 
Invoice report, 

Financial report,  
List of contracts 
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4. Upload the signed and scanned Annex 4 Request for FLC into the file system. 

 
5. Right click anywhere in the working area and select Upload file from the pop up menu. 
6. Drag and drop the file or use “Select files to upload” button to upload the file. 

 

7. Go to Message section by pressing button  in the upper right side of the navi-
gation panel. 

8. Press  button. 
9. Select group “FLC” and check the check box in front. 
10. Select category “FLC verification” by clicking the checkbox. 
11. Fill in subject of the message, i.e. “FLC verification” etc. 
12. Fill in body of the message, i.e. “FLC request under project xxxxx” 

13. Select the archive file uploaded previously by pressing  button.  
14. Press send button. 
IMPORTANT: When finalizing with step 14. “Sending the FLC request” and when all of the 
abovementioned steps are correctly completed – the invoice report should be with status 
“locked”. The date of sending the FLC request is considered an initiation of the FLC proce-
dure, but only if all of the above is correctly submitted. 
Note: DO NOT delete the files already sent, because this will remove them as attachments to 
all previous messages. 
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VII  Preparation and submission of Requests for payment 

1.  Preparation of Requests for advance payment 
The Lead Partner has the obligation to prepare and submit to the Managing Authority a Re-
quest for advance payment. The amount of advance payment is up to 20% of the EU and the 
Bulgarian national co-financing, as part of the Subsidy Contract. For soft projects, the MA 
transfers it in one instalment and for investment projects, MA transfers advance payment in 
two instalments, i.e. 10% of the total amount of the Contract after it enters into force and the 
rest 10% of the total amount of the Subsidy Contract after one of the project partners awarded 
a sub-contract for investment activity.  
The LP must send a request for advance payment to the MA no later than 45 days after the 
Subsidy contract enters into force. 
Step by Step guide: 
1. Login in BP and select menu “Payments”, submenu “Payment Request”: 

 

2. Press Add Record button in the upper left side of the working area . 

3. Start filling the form. 
4. Choose type of the payment: Advance. 

 
5. Fill in the Request No. Type 1 in the respective field. 
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6. Select the appropriate date (same date as mentioned in the printed document Annex 6 Re-
quest for payment.doc):  

 
7. Fill in the comments section, i.e. “Request for advance payment for project No xxxxxx”. 
8. Fill 0.00 in the field Request for verification. 
9. Fill the appropriate amount in the field ”Requested for payment” (same amount as men-
tioned in the printed document Annex 6 Request for payment.doc). 
10. On your desktop or respective working folder make archive file (zip or rar) from Annex 6 
Request for payment.doc and Annex 1 Financial Identification Form.pdf 
11. Upload the archive in the “Requested attachment” section. 
12. Save the initial version of the Request by pressing buttons. 
Note: DO NOT PRESS SUBMIT BUTTON AT THIS STAGE! 

2.  Preparation of Requests for interim/final payment 
Only the Lead partner has the right to prepare requests for payment and to submit them to the 
MA. All partners are obliged to submit to the Lead partner information for the validated ex-
penditures for each reporting period. These documents include: Certificate for Validation of 
expenditures, accompanied by completed Invoice Report, with attached Financial report and 
the List of contracts, as well as declarations for VAT status (only for Bulgarian partners) and 
lack of double financing and revenue. 
The amount of the Request for payment is calculated automatically and is equal to the sum of 
the verified amounts of all Certificates for Validation of Expenditures, provided by all project 
partners, minus the own co-financing (if applicable). 
In 5 working days of receiving the documents from the partners, the LP fills in the electronic 
fields of the Request for payment and sends the whole verification package via the BP to the 
JS financial officer for performing of formal check. The verification package includes: 
- Certificate(s) for Validation of the Expenditure; 
- Copy of the First Level Control Designation Certificate(s) – only for Macedonian part-
ners; 
- Project partners’ Invoice Reports with the attached financial report and list of contracts; 
- Financial Identification Form for the LP (bank account details); 
- Declaration VAT status – only for Bulgarian partners; 
- Declarations for lack of double funding and revenue of the project by each of the part-
ners who reports expenditures. The Declaration has to be included in the respective request 
for payment; 
- Appeal Declaration (against the FLC validation certificate, if applicable). 
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Upon confirmation of the financial officer, the Lead partner can submit the Request to MA – 
Financial Management and Control Department.  
The process can be summarized as follows: 

 
 
Step by Step guide: 
1. Login in BP and select menu “Payments”, submenu “Payment Request”: 

 
 

2. Press Add Record button in the upper left side of the working area . 
3. Start filling the form. 

 
Partner 2 

Verification  
package 

Formal check by the fi-
nancial expert of JS 

 
Lead partner 

 
Partner 3 

 

Managing  
Authority 
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4. Choose type of the payment: Interim or Final. 

 
5. Fill in the Request No. in the respective field. 
6. Select the appropriate date (same date as mentioned in the printed document Annex 6 Re-
quest for payment.doc):  

 
7. Fill in the comments section, i.e. “Request for interim/final payment for project No 
xxxxxx”. 
8. Fill in the field “Request for verification” with the sum the amounts of all partners, as per 
the Requests for FLC for the respective reporting period. 
9. Fill the appropriate amount in the field ”Requested for payment” with the sum of the 
amounts of all partners, as per the Invoice reports you plan to attach. 
10. On your desktop or respective working folder make archive file (zip or rar) from Annex 6 
Request for payment.doc and all documents of the verification package. 
11. Upload the archive in the “Requested attachment” section. 
12. Chose all completed Invoice reports, that will be attached to the request 
12. Save the initial version of the Request by pressing buttons. 
Note: DO NOT PRESS SUBMIT BUTTON AT THIS STAGE! 
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3.  Formal check of Requests for payment 
Step by Step guide: 
1. Upload the archive file created in previous step (Request for payment and all documents of 
the verification package) to the File system: 

 
2. Right click anywhere in the working area and select Upload file from the pop up menu: 

 
3. Drag and drop the file or use “Select files to upload” button to upload the file. 

4. Go to Message section by pressing button  in the upper right side of the navi-
gation panel. 

5. Press  button. 
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6. Select group “JS financial expert” and check the check box name of the expert: 

 
7. Select category “Request for payment” by clicking the checkbox. 
8. Fill in subject of the message, i.e. “Request for payment No. xxx” etc. 
9. Fill in body of the message, i.e. “Preliminary check of Request for payment under project 
xxxxx”. 

10. Select the archive file uploaded previously by pressing “Browse…” button . 

11. Press button . 

4.  Submission of Requests for payment 
Step by Step guide: 
1. All communication between you and the financial expert will be recorded in the created 
message thread. 
2. Once all details are cleared you can go back submenu “Payment Request”. 

3. Choose “View” mode for the respective Request for payment by pressing  icon at the 
end of the row. 
4. OPTIONAL: Make the requested changes if needed. 
5. OPTIONAL: Upload new archive file (zip or rar) from Annex 6 Request for payment.doc 
and all documents of the verification package. 

6. Press button . 
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VIII  Reporting: 

1.  Recording of Project Progress 
The Lead partner shall report electronically the progress of the project implementation on 
quarterly basis (three-month period) with the exception of the last reporting period, which 
may be shorter/longer. The report is filled in only for the progress within the respective quar-
ter. Cumulative reports are stored for review by the JS experts. 
The Lead partner has to submit the PPR to the JS through the Beneficiary portal within the 
deadline specified in the subsidy contract.  
Note: The MA will reimburse the requested funds only in case the PPR for the respective re-
porting period is approved by the JS. 
Preparation of Project Progress Report in BP: 
1. Select menu: Progress Reports: 

 
2. Select submenu: List Progress Reports. 
3. Press Add Record button in the upper left side of the working area . 
4. Start filling the form. 
5. Fill in Start date and End date by selecting the date from the calendar: 
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6. Fill in all the respective fields. 

7. Save the initial version of the PPR by pressing buttons . 
 
DO NOT PRESS “SUBMIT” BUTTON AT THIS STAGE! 
 

Drafting, printing and submitting of PPR 
1. Edit the prepared progress report in View mode: 

 

2. Export the PPR in PDF format by pressing EXPORT button . 
3. Print, sign and scan back the PPR. 
4. Prepare archive file with all the required proofs for activities execution as per the require-
ments of PIM. 
5. Drag and drop the file or use “Select files to upload” button to upload the file. 

6. Go to Message section by pressing button  in the upper right side of the navi-
gation panel. 
7. Edit the Project Progress Report in Edit mode: 

 
8. Upload the prepared archive file with the signed PPR and respective proof documents: 

 
9. Enter the PPR in View mode and check if all is completed. 

 

10. Press button . 
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IX  Contract modifications 
Only the Lead Partner may initiate a change in the Subsidy contract by sending respective re-
quest for modification to the Managing Authority or notification to the Joint Secretariat. 
In case of modifications of the approved project which will not affect the project’s objectives 
and outputs and will not jeopardize the successful completion of the project, as well as for 
administrative changes, the Lead partner should prepare a Notification letter in free form, 
explaining the proposed modification and justification. The letter is to be sent via the BP, 
Messages to the Head of JS. 
All other requests for changes require submission of Request for contract modification and its 
attachments as required in the Programme Implementation Manual to the MA, again via the 
BP. 

1.  Preparation of Request for contract modification 
Step by Step: 
1. Enter the project version section of the portal. This section contains information about all 
changes in the application form, both approved and not approved. You access this section by 
selecting ”Project details” from Home page: 

 
or by choosing “Project details” from “Project information” in the left menu: 

. 
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2. You need the application form to be saved as separate version/subversion in order to pre-
pare the modification request. 
3. Press button “Edit” in section “Changes View/Edit” of the respective version: 

 
3. Start filling the form. The version of the form for which you are preparing the modification 
request is presented in the top field of the form. 

 
4. Select the type of the modification by pressing left mouse button in the field. You can se-
lect more than one type of modification. 

 
5. Fill in all required fields of the form: 
 - Description; 
 - Reasons; 
 - Improvement; 
 - Risk and benefit. 
5. Upload one archive file with all required documents by pressing the Upload button and se-
lecting the file from your computer: 
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6. Save the modification request by pressing one of the buttons in the lower end of the form: 

  

2.  Changing the Application form/budget 
Step by Step guide: 
1. Select the Project versions tab for a chosen project (view project). 
2. Select the Edit button of the active version: 

 
3. Propose changes to the application form by placing the mouse in a chosen field. All fields 
that are editable are marked with a green triangle in the upper right corner. After changing a 
field press Enter. 
All fields that are computed are marked with a red triangle in the upper right corner. 

 
 

 
4. If the edited version is created by the active user he can Save (the current version), Save 
subversion (new), Save version (new) or return Back to the project without saving. 
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3.  Submission of Request for modification to the MA 
Step by Step guide: 
1. Check out if the modification request is filled by pressing View button in section “Changes 
View/Edit” of the respective version: 

 

2. Press at the end of the row with the version in order to lock the application 
form and the request template from further changes. A new button will appear in the Action 
section. 
3. Press “Submit button” at the end of respective version of the application form. 

 
 


