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Purpose of this functionality

Uploading monitoring committee documents thereby making them available for
the authorities involved in the programmes and for the Commission

Regulation source

ERDF/CF and ESF: EC 1083/2006 (64) and article 66.3
EFF: EC 1198/2006 article 66.4

Monitoring of operational programmes is necessary to ensure the quality of their
implementation. To this end, monitoring committees should be set up and their responsibilities
defined, together with the information to be transmitted to the Commission and the framework
for examining that information. In order to improve the exchange of information on the
implementation of operational programmes, the principle of exchange of data by electronic
means should be established.

Data exchange between the Commission and the Member States for this purpose shall be
carried out electronically, in accordance with the implementing rules referred to in Article
103(3) / 102.

Concerned Funds

ERDF/CF ESF EFF

EAFRD: Refer to the Bi-Annual Payment Application Forecast quick guide

User roles and permission needed

' MS Managing Authority Update and Send (MSMA U+S)

Before you start, check that...

| The concerned Operational Programme version has been entered in SFC2007

Disclaimer: The information contained herein is for guidance only and is a description on how to use the SFC2007
application. There can be no guarantees as to the accuracy of the descriptions due to the evolving nature of the
computer system. In no way does this information replace the regulations or could be considered as a legal
interpretation of the Commission services.
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1. Create the Monitoring Committee

1.1. Get to the create a new Monitoring Committee menu

1. Go to the > Monitoring Committee

menu.
The Monitoring Committee list appears.
System for Fund management in the European Community 2007-2013 SOl =

Monitaring > Monitoring Committee > List Monitoring Committees

Strategic Planning  Programming  Monitoring  Execution  Audit Evaluation Closure  Documentation Reports  Utilities

=l
Show?
Title:
Cei:
2 results found, displaying L to 3 Page(s): 1. Itern(s) per page: |12 Show all
Title Current Node Last Modified
MC Ftest 250-oc -1 19/09/2007
MON MC Ftest 260-cc -3 26/09/2007
MON MC Ftest 252-cc -4 26/09/2007
Create a new i g Comittee

(@

2. Select the Create a new Monitaring Comittee |ink.

1.2. The Creation wizard

The Create an Monitoring Committee wizard appears.
This wizard is divided into two steps:

iGeneral Details Frogrammes Coverad

1.3. Entering General Details (Title and free comments)

1.3.1. Selection of the Programmes covered

3. On the General Details step, enter a TiTLe (mandatory) and a free

CoMMENT if any (1) .

4. Click to go to the next step ( 2).

User. Wode: HU  Version. e-Learning Home Logout
. - English (en) v
System for Fund management in the European Com munity 2007-2013
Monitoring > Monitoring Committee > Create Monitoring Committee
Strategic Planning Programming Monitoring  Execution  audit  Evaluation Closure Documentation Reports  Utilities
™
General Details J Progrsmmas Covere, a
Title: &
Comment:
—
O (=) )
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On step 2 (Programmes Covered), click the button to select the

5.
Programme CCI ( 1)
The list of available CCI appears.
6. Select the corresponding CCI ( 2) .
The CCI number and the title are automatically filled in.
7. Click to add this programme ot the list of covered programmes
.
To add more programmes to the list, repeat step 5 to 7.
8. Click to finish the creation of the Monitoring Committee @.
System for Fund management in the European Com munity 2007-2013 e =
’T{egmmanmng Programming Monitoring  Execution Audit Evaluation Closure Documentation Reports  Utilities
. S
. elect a Programme - Wicrosoft Internet Explare B =
Cei 1,3 Title: |
LDD?HUIﬁlPOUDl QP HU REGIO CON (1) Ftest 241-cc 3
T St e ESS(E%; e e
(4]
& oone 3 Local intranet

The message Monitoring Cammittee Created indicates that the
Monitoring Committee was created.

2. Edit a Monitoring Committee

TOo GET
IN EDIT the wizard, you are directed automatically to the edit tabs.

MODE:

- If you directly edit the Monitoring Committee dossier after finishing

- If you are editing the Monitoring Committee at a later stage, go to
the menu Monitoring > Monitoring Committee. The existing
Monitoring Committee dossier is displayed in the list. Click on its title.
You are directed to the Monitoring Committee display screen. Select
any the "edit" options that appear. You are directed to the Editing
tabs.

vser ode: # Varsion: e-learning  Home  Logaut

System for Fund in the P C ity 2007-2013

Monitoring > Monitoring Committee > Edit Monitoring Committee

Strategic Planning _Programming _Monitoring_Execution Audit Evaluation Closure Documentation Reports  Utilties

Title: My Monitoring Cammittee dossier

et et e )

Title: My Monitoring Committes dossier

Return to Display
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You can modify the General information or you can add or remove the
Programmes Covered. Go to the corresponding tab if necessary.

2.1. Adding Documents

9. Select the| Documents |.h to upload the Monitoring Committee
documentation. The Documents tab appears.

The uploading of documents in SFC2007 happens in two steps:
1) Enter the general information of the document
2) Upload the corresponding files
10. To enter the general information of the document, select the
Add a new Document |ink, The edit document screen appears.

11. Select the Type of document you want to upload.
Various types of documents can be uploaded:

= Monitoring Committee Agenda

= Monitoring Committee Invitation Letter

= Monitoring Committee Other Member State document
= Monitoring Committee Report and conclusions

= Monitoring Committee Rules of procedure

= Monitoring Committee Selection criteria

= Monitoring Committee Working documents

12. Enter the Title of the document, the Document Date, the Language of
the document, the Local Reference (if any) and free Comments (if

e-leaming Heme Logaut
- - English (en) v
System for Fund management in the European Community 2007-2013
Monitoring > Monitoring Committee > Edit Monitoring Committee
Strategic Planning  Programmint g Monitoring Execution Audit Evaluation Closure Documentation Reports  Utilities
Title: My Monitaoring Committes dossier
General | Programmes Covered | Documents | In Charge |
Type: Manitoring Committes Agemnda o: v |w
Title: My Monitoring Committee agenda <~
Document Date 26/9/2007  Ed* Language Hungarian v |#
Commission Registration he: Local Reference:
Cﬁmmems
There were no results found. [M[4]}[N] Page(s): . Ttem(s) per page: [12 | Shou all
Upload Date 21|
Return to Display
Return to Document List

13. Click to save the entered data (2) .
After saving, the type of document cannot be changed anymore.

After saving, the Monitoring Committes Meeting Date: | filed
appears. Add this date and click to save the entered date.
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14. To upload the files for your document, click on the
add a new Attachment |ink.

The upload file screen appears.

General Details

Title: My Monitoring Committee dossier

] &)

R e L= N =)
wE
O —

15. Enter a Title for the file you want to upload (1)

16. Select the button (2) . The browse window appears.
17. Search your file and add it by double clicking on it ( 3) .

18. Click to save the file in SFC2007 (4).

You are redirected to the document screen. Your document is created
and the file is attached.

General | Programmes Covered | Documents | In Charge |

Document Details

Type Monitoring Committee agenda

Title! [ty Monitoring committee agenda |+

nt Date 26/09/2007 B

Registratian N°:

Comments: ‘ ‘

Monitoring Committee Meeting Date: 15/10/2007 F5

Notification Details

[ pisable Autematic Natification (2

Comments, ‘ ‘

Attachments L
& resubs found, dsplaying 1 to 2 NIATOTH] Paga(e)s 1, tam(s) per page: [12 ] show all
Upload Date zl |

Agenda for monitoring committee agenda for monitoring committes . dac 27/09/2007 8l

Add a new Attachment
‘ Send Official Document___ )
=

[ Send COfficial Document ]

19. Click the
to the Commission.

The document is sent. An overview screen of the document appears
and the "Sent Date" is displayed.

General | Programmes Coversd | Documents | In charge

Document Details
Type: Monitoring Committee Agenda Sent Date: 27/09/2007
Title: My Monitoring Committee agenda

button to send the document

Document Date: 26/09/2007 Language: Hungarian
Commission Registration No: Local Reference:
Comments:

Monitoring Committee Meeting Date: 15/10/2007
Notification Details
utematic Notification 2/

— |
Attachments ol
4 results found, isplaying 1 to 1 (ATTDTH] Page(s): 1 Htem(s) per page: [12 ] show all

Title 2 Upload Date 21|
Agenda for monitoring committee agenda for monitoring committee.doc 27/09/2007
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If you want to add more files to the document, repeat steps 14 to
19.

2.2. Adding officials in charge

This information is not mandatory. However, the officials entered will
receive an automatic notification each time the status of the Indicators
set changes.

20. Select the InCharge

21. The add officials in charge tab appears. Select the
Add a new Official in Charge option.

22. Enter the requested data:

= Name of the official (mandatory).

= E-mail address (mandatory).

= Phone and Fax

= Valid From and Until: (Only if the official will be in charge only for a
specific period of time)

= Automatically Notified: check this option to receive the
automatic notifications.

= Preferred Language: The automatic notifications are sent in this
language.

23. C(Click to add this official in charge to the list.

Repeat steps 22 and 23 to add as many officials as necessary (no
limitation).

TIP If a user no longer wants or needs to receive the automatic
notifications, simply select the wuser, uncheck the

Automatically Notified option LI and click .
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