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System for Grant Management (SYGMA)



Project Continuous Reporting

During the project, beneficiaries are expected to provide regular

updates on the status of the project by filling in the continuous

reporting module.

Continuous reporting is available from the beginning of a project and

it is collaborative – all beneficiaries can edit.

It includes:

- Progress in achieving milestones

- Deliverables

- Description of dissemination & communication activities, events

and trainings

- Updates to the publishing summary (for periodic reporting)

- Response to critical risks (for periodic reporting)

- Key Performance Indicators (for periodic reporting)



Project Continuous Reporting

For any of these tabs, use the « Validate » button to make

sure there will be no errors in the tab and « Save » to save

your changes.
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Completing the Milestones

The milestones entered during the Grant Preparation are displayed here.

• Check the 'Achieved' check box

• Select the actual delivery date

• Add a comment (optional)

• Click the Save button



Completing the Deliverables



Completing the Deliverables

The deliverables entered during the Grant Preparation are displayed here.

Maximum one file per deliverable should be uploaded. If you wish to upload several

files, you have to create a zip and upload that zip.

The status of the deliverable is:

• Pending, when a deliverable hasn't been uploaded yet.

• Draft, when a deliverable has been uploaded . Once uploaded, a deliverable

can be downloaded , deleted , or submitted

• Submitted, when a deliverable has been submitted. You can add a comment

(optional) and you are asked to confirm that you wish to submit the deliverable.

The date the deliverable has been submitted, will appear in the column "Delivery

date". Once the EU Officer has accepted the deliverable, the date he/she

accepted will appear in the column "Approval date".



Completing the Deliverables

Only the Primary Coordinator Contact can submit deliverables.

When the status is displayed with a red background , this means that the

due date has passed.

If necessary, the Project Officer can revise the due date of a deliverable but only if

it is not yet submitted (in status 'Pending' or 'Draft') and if the date is in the future.

Uploaded deliverables can be deleted and replaced directly. Once a deliverable has

been submitted, it can't be replaced without an intervention from the PO:

he/she has to reject the deliverable first (ask for a revision). Then the deliverable

will be in the "pending" status again, and you will be able to upload a new version.

Pay attention to the dissemination levels of the deliverables:

• Public: fully open

• Sensitive: limited under the conditions of the Grant Agreement

• EU classified



Completing the Dissemination Activities



Completing the Dissemination Activities

To add a new dissemination activity to the list, click the "Add dissemination

activity" button. Then, edit all the mandatory fields in the pop-up window and set

the status for the dissemination activity.



Completing the Dissemination Activities

It is possible to delete a dissemination activity from the list up to the

moment when it is submitted with a Periodic Report, by using the button.

After that, the activity cannot be deleted neither from Continuous Reporting

nor from Periodic Reporting.

You can edit a dissemination activity during continuous reporting, in the

current periodic report or during the next reporting.

Pay attention: Once a dissemination activity with the status 'Delivered' has

been included in an intermediate periodic report, it will be also included in

the next reporting but without the possibility to modify it.

The Final Report should contain at least one activity with the status

'Delivered' and no activity with the status 'Ongoing' or 'Postponed'.
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Completing the Communication Activities

To add a new communication activity to the list, click the "Add communication

activity" button. Then, edit all the mandatory fields in the pop-up window and set

the status for the communication activity.



Completing the Communication Activities

It is possible to delete a communication activity from the list up to the

moment when it is submitted with a Periodic Report, by using the button.

After that, the activity cannot be deleted neither from Continuous Reporting

nor from Periodic Reporting.

You can edit a communication activity during continuous reporting, in the

current periodic report or during the next reporting.

Pay attention: Once a communication activity with the status 'Delivered' has

been included in an intermediate periodic report, it will be also included in

the next reporting but without the possibility to modify it.

The Final Report should contain at least one activity with the status

'Delivered' and no activity with the status 'Ongoing' or 'Postponed'.



Completing the Events & Trainings



Completing the Events & Trainings

To add a new event or training to the list, click the "Add event or training" button.

Then, edit all the mandatory fields in the pop-up window. You can also remove or

edit an event or training.



Updating the Publishing Summary (for Periodic Reporting)

Provide an overall description of 

your project. It should give 

readers a clear idea of what the 

project is about. 

It should be written as a stand-

alone text to promote the 

project. It should be structured 

but descriptive and easy to read. 

Diagrams or photographs 

illustrating the work of the 

project can be included (but only 

as images).



Response to Critical Risks (for Periodic Reporting)



Response to Critical Risks (for Periodic Reporting)

At the end of each period beneficiaries should give the state of play of every risk

identified in Annex 1 (description of the action) and if necessary provide new

mitigation measures.

The Critical Risks tab should be used to encode the data about:

• the state of play for foreseen and unforeseen risks

• new unforeseen risks and proposed mitigation actions concerning them.

The foreseen risks have been already indicated at the Grant Agreement Preparation

phase and, therefore, are automatically displayed in this tab.

Click on the row corresponding to the critical risk to display more details about the

risk as well as the the linked work package.

Click on “Add state of play” button to complete the details.



Key Performance Indicators (for Periodic Reporting)

After clicking the link, you will be directed to the key performance indicators form

in the Funding & Tender Opportunities Portal where you can edit the information.



Key Performance Indicators (for Periodic Reporting)

Information to be edited include:

• Location

• Type of project, thematic areas and activities

• Type of project participants

• Output, results and impact indicators

• Trainings, meetings, workshops

• Structures and infrastructure

• Persons reached

Click the Validation Summary button to check if all data is correct or if

any information is still missing.



Project Periodic Reporting

System for Grant Management (SYGMA)
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Project Periodic Reporting

In order to receive payments, the consortium must submit periodic

reports (following the schedule set out in the Grant Agreement). When

these are due, they must be submitted directly in the Periodic

Reporting Module of the Portal Grant Management System.

Who? The periodic report should be prepared by the consortium

participants together and submitted by the Coordinator.

How? You will be prompted by e-mail for all the actions that you

need to carry out for the periodic reporting.

What? In the periodic report, you should report on the progress of

the work and costs claimed.



Project Periodic Reporting

The periodic report consists of two parts: 

The Technical Report The Financial Report



Project Periodic Reporting

The Technical Report is itself also divided into two parts: 

Part A

It contains the structured 

tables with project 

information (retrieved 

from the Grant 

Management System).

Part B (narrative part)

It mirrors the application form and 

requires the participants to report on 

differences (delays, work not 

implemented, new subcontracts, budget 

overruns, etc.). It must be uploaded as 

PDF document.

The Financial Report consists of the structured individual and

consolidated Financial Statements (retrieved from the Grant

Management System).



Project Periodic Reporting

The technical report Part A and the financial report are generated

automatically on the basis of the data in the Grant Management

System.

The technical report Part B (narrative) needs to be prepared outside

the tools (using the template downloaded from the system) and then

uploaded as PDF.

All participants should contribute to the parts, but it is the

Coordinator who will have to submit them as a single report.

Tasks of the Coordinator:

• Check that the Continuous Reporting Module is updated in time

• Check that all participants have submitted their Financial

Statements

• Check that the Report is coherent and Part A and B are consistent



Project Periodic Reporting

The main sections of the Technical Report Part B (narrative):

1. OVERVIEW OF THE PROGRESS

1.1 Summary of work performed and achievements, results and impacts

1.2 Consortium set-up



Project Periodic Reporting

1.3 Project teams, staff and experts

1.4 Consortium management and decision-making

1.5 Project management, quality assurance and monitoring and 

evaluation strategy

1.7 Risk management 



Project Periodic Reporting

1.8 Impact

1.9 Communication, dissemination and visibility

1.10 Sustainability and continuation

1.11 Follow-up to EU recommendations 



Project Periodic Reporting

2. WORK PLAN, WORK PACKAGES, ACTIVITIES, RESOURCES AND TIMING

2.1 Work packages, activities, resources and timing

Timetable



Project Periodic Reporting

4. DECLARATIONS



Project Periodic Reporting

Steps for submitting the periodic reports:

Step 1: All beneficiaries receive a notification to

complete their contribution to the Technical

Part of the report

Step 2: All beneficiaries complete their contribution to

the Technical Part and Lock for Review their

Technical Part once completed

A) Beneficiaries complete their contribution to the Technical Part

B) Coordinator locks the Technical Part preventing further editing

C) Coordinator reviews the Technical Part, accepts and includes it for

submission to the EU



Project Periodic Reporting

Step 3: The Coordinator completes the Status of Work

Packages and Locks & Includes them



Project Periodic Reporting

A) Completing the Status of Work Packages



Project Periodic Reporting

The percentage of completion corresponds to the share of

activities carried out. It does not correspond to the share of

objectives achieved (i.e. it is independent of a positive or negative

outcome of the work).

A work package should be declared as completed when the work

has been carried out as described in the description of action

(Annex 1). It can also be declared as completed if some elements are

missing, as long as all essential tasks have been completed, and/or

equivalent tasks have been carried out, and/or when deviations have

been duly justified.

The percentage of completion declared corresponds to the

percentage of payment requested. The payment for the work

package concerned will correspond to the percentage of completion

accepted by the granting authority.



Project Periodic Reporting

B) Coordinator locks and includes the Status of Work Packages (PDF

document generated by the system) into the Periodic Report

Composition

Step 4: The Coordinator receives a notification

that the Financial Statement for all

beneficiaries is ready to be signed

The Locking & Including of the Status of Work packages by the

Coordinator (Step 3B) has automatically generated the Financial

Statement for all beneficiaries.

The financial statements of non-Coordinator beneficiaries are included

in the financial statement of the Coordinator.



Project Periodic Reporting

A) Locking for review the Financial Part

B) Signing the Financial Part



Project Periodic Reporting

Step 5: The Coordinator reviews the elements of the

Periodic Report & submits to the EU

You can click on the “Redo” button to further edit:

• unlock the Technical Part

• unlock the Status of Work Packages

Be aware that this action will automatically remove the Financial

Statement from the Periodic Report!



Project Periodic Reporting

Step 6: The EU reviews the submitted Periodic Report

and accepts, requests additional information or

rejects it

Step 7: Interim Payment

The Periodic Reporting Module (and periodic reports) are also used

for the final report, which is the report for the last reporting period, to

close the grant.

The system behavior, screens and documents used are the same.
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Document library



Communication Centre

System for Grant Management (SYGMA)
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Communication Centre



Project manager for international relations 

AlmaLaurea Interuniversity Consortium

Email: enrico.dongiovanni@almalaurea.it

Phone: +390516088967 
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