* X %

*
*

Hilerrey
Greece-Bulgaria

European Regional Development Fund

5th Call

“Grant scheme for supporting SMEs to grow
and expand beyond local markets”

SAMIS MANUAL
ADVANCE PAYMENT CLAIM

(For Project Beneficiaries)

Cooperation Programme INTERREG V-A “Greece-Bulgaria 2014-2020”
Co-funded by the European Regional Development Fund (ERDF)
and national funds of the countries participating in the Programme.



nterreg ©

Greece-Bulgaria

n Regional Development Fund

1. Enter SAMIS using the following link:
https://www.ependyseis.gr/mis/(S(m31gceb15xrin1454jw11g55
))/System/Login.aspx?ReturnUrl=%2fmis%2fdefault.aspx

2. Log in SAMIS following the steps below:

a. Select the English language
b. Enter your credentials (Username/Password) !
c. Click on the "Login” button

Login

ﬂ Login Please enter the Username and Password which have been sent to your e-mail
account..
If this data is not available, please choose the link “forgot your password?” below, and
fill in your e-mail in order to have it sent to you again

usemame: [N
password: [

Create an Account

Login

" Useful Information
i Forgot your password?

If you are a new user, you must start by creating an account

® EAnvika

Emhoyr) Nuwooag/Language Selection
O English

1 NOTE: The credentials are the same as the ones you used during the
submission of the project proposal. If you do not remember your
username you have to find the email you had received by the
info ependyseis@mou.gr. The password won’t be the same as the one
written in the email, since you were requested to change it when you
logged in SAMIS for the first time. If you do not remember your
password click on the text “"Forgot your password” and follow the
steps:
a. Select the English language
b. Enter your username and email. NOTE: the email you insert has
to be the same email you used when you registered to the
system.
c. Click on the “"Send E-mail” button
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An email will be sent to the email address you entered in step b. Go to

the login window and follow the steps 2a-2c.

Create an Adcouni

r Unedul information
I

Enkaong [ hsooa/Language Selection

L e

il

Password remmnder

B

Fill i the e Fihd Wil e vl i Ui QLTI T AT anon, i Mawe ot
el A S cam Db apsjier a8k peralcE Tl ghed oot

3. Once you log in SAMIS, go to the menu on the left:
a. Click on the sub-menu “Interreg” to expand
b. Select the option "Advance Payment Claim” from the

list

c. In the next screen click on the icon 3 found at the upper

right side of your screen.
d. From the list that appears, select the project proposal for
which you wish to request an advance payment and click
on its “"Project Code” which is an active link.

a2 (J) evdov 1odBec 1 =] _poysied e |

Ao 1 = . | s | o

® | T sscwiimes salmex [2]

Code
23048

Lad

f— 3

Emterpene

Greece - Suigens 5= Cal

Creace - Bugans 5= Cal

22030 120028 e

L/102000 8:36:41 np

Shart Uner
AICAIOY ASPOAITH

AICAICY ASPOATTH
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4. In the next screen, click on the active link % EneEepvyaoia/Edit ,
found at the upper left side of your screen to enter the menu of
the module «advance payment claim».
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The menu of the module «advance payment claim» consists of 4 tabs.

TR | L R a1y,

JJ08nyec evipysog Ao Nposorafiokac. [Armon MpoxaroBiolc] 1o Ty npéroan iz kindecs: [INI1GB-0001481] ghoh pz ADM : 123456003 pe kuwbed evépyoos B

Enterprise Name VAT number

a
widggr E

# Objections

Apaocec OAEA v
AA 4.2.2 - MeTanoinon
(Fewpyo oz Mn Mewpyxs)

Helpdesk .
BonBnrixa ¥
revika ¥

Tab No.1 consists of two (2) subtabs:
o 1.1 “Beneficiary General Information” and
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o 1.2 "Legal Representative Information”
in which the beneficiary does not have edit rights.

In both subtabs, the content is part of the project’s approved and in

force Application From (AF). Click on the icon B to expand the
content of the subtabs.

HATTENTION!: If the Beneficiary wishes to update/correct the
content of these tabs, s/he will have to request for a modification of
the AF (module "“Request for Modification” in the “Interreg”
menu, on the left side menu of the screen) before requesting for an
advance payment. See page 14 of the present manual for more
information and instructions.

Tab No.2 consists of three (3) subtabs:

In subtab No.2.1, named "Data for advance payment claim”, the

user does not have edit rights. Click on the icon = to expand the
content of the subtab. In this screen the user can see the following
three elements of the AF:

e MIS Code: the Code the project proposal received when entered
in the Monitoring and Information System (MIS:
https://access.ops.gr)

e Investment plan’s total approved budget: the project’s total
budget

e Investment plan’s total approved public contribution: the
project’s total public funding which is the 65% of the project’s
total budget (= 65% x Investment plan’s total approved budget)
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Evioyuon Apaoewv ¥

EnpEpnparkoInTog Jotnyix evipvaos Amua Npoxarafiodik [Alman Npoxaraiolic] o Ty npdToon e kusbecd: (IN1GB-0001481) ghoh e AOM : LTELITI003 i kudecd evipyook
A®POAITH AIOAIOY

Apdoo Nepipepoioy. ¢

[AITHIH NPOKATABOANI] u
Leader ¥

2.1 Suvohsd Irontio Amfuates NpoxataBiohiq [2.2Mm

Evioxuon Napayayic v

ONTIOAROUOTIKGV 'Epnu'
Interreg 3
Mis Code Investment plan's total approved budget plan’s total pubic
i WIS Code
4y MnutesDecasons
L New Submission Investment plan's total 350.000,00
& My Submissions approved budget
Investment plan's total 227 500,00
& Complants approved public contribution

_§ Advance Payment Clam

& Request for Modrfcabon

L Verification & Certification
equest (Audt)

& Objectons

Apdong OAEA ¥
AA 4.2.2 - Meranoinon
(Fewpymd oc Mn MNewpymd)
Helpdesk ¥
BonBnrmd ¥
Fevmd ¥

In subtab No.2.2, named "Data for advance payment claim”, the
user has edit rights. Click on the icon B to expand the content of the
subtab or on the Edit icon =& to enter the required data.

CemAu oy s T

ENpE@pPaTKOTNTOC JJOlnyéc evipyoog Almpa NpoxaraBolag [Aiman NpoxaraBoMic] yia Ty npdToon e sudecd: [IN1GB-0001481] ghoh ue ASM : 123456003 w2 kI cvipyoos: 82366 . H tvipyoa Endvnot and Tov prom: AJIOAR
. . AGPOAITH AIOAIOY

Apooec Nepipepaiy 3

Bl Bl xcrvon oocarasonay
Leader ¥ —_—
2.1 Zuvohwd Tronio Amyuarog NpoxataBolc | 2.2 Eronic Among |23 dov EmoTONGY
Evioxuon Napayeyic v |
OnToaxouoTmY Epyey | DATA FOR ADVANCE PAYMENT CLAIM
Nedmte
Maxmum the
i Serial Amountof  amount Amount Beneficiry
i) MnutesDecsons. Number previous of of requesting Beneficiary's
& New Submasion of  Approved Bemeficiary's disbursements approved advance advance  VAT/TIN Tax enterprise
& My Submissons MIS advance funded total Public (sdvance  advance payment paymentis Registration Registration Bemeficary's  bank
= Beneficiary Code payment budget Expenditure  payments) payment claim  stateaid  Number Office Bank  accountIBAN BIC/SWAFT
& Complants. Beneficiary ghgh
& Advance Payment Clam s Code

& Request for Modficaton
ek Serial Number of advance 1
i Verication 8 Certcaton payment

:""' ) Approved funded budget 200,000,00
i Beneficiary’s total Public 130.000,00
Apaong OAEA ) Expenditure
AA4.2.2 - Meranoinon ¢ Amount of previous 0,00
(Fewpymd o Mn Fewpywd) disbursements (advance
Helpdesk S payments)
Maximum smoant of 5200000
BonBnima ¥ approved advance payment
Fevmd > Amount of advance payment 10.000.00
claim

Funding to the Beneficiary YES
requesting advance payment
is state aid

VAT/TIN Registration Number 138678769
Tax Registration Office 1101
Beneficiary's Bank  ATTICA BANK. ANONYMH TPANEZIKH ETAIPEIA

Beneficiary's enterprise  GRO000521455962554525742542
bank sccount IBAN

BICISWIFT  nyynnvén
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When clicking on the Edit button =%, a new window opens, in which the
user has to insert the following data:

Beneficiary: Select the Beneficiaries who requests for an
advance payment.

MIS Code:filled in automatically

Serial Number of advance payment: should be one (1) for
each PB since according to the Call document, paragraph 13.3.1,
“After the signing of the grant contract, the aid recipient can
receive advance up to 40% of the public assistance (grant) if
s/he provides a letter of guarantee for an equivalent amount or a
promisory note (for Bulgarian enterpirses) from a credit
institution recognised for that purpose".

Approved funded budget:filled in automatically

Beneficiary’s total Public Expenditure:filled in automatically
Amount of previous disbursements (advance payments):
filled in automatically

Maximum amount of approved advance payment: filled in
automatically

Amount of advance payment claim: insert the requested
amount for advance payment, which should be equal to or less
than the 40% of the beneficiary’s public assistance (<Maximum
amount of approved advance payment)

Funding to the Beneficiary requesting advance payment is
state aid: Select one of the two provided options YES/NO. In
your case you should select the option YES.

VAT/TIN Registration Number: Insert the Tax Identification
Number of the Beneficiary (enterprise) requesting for an
advance payment.

Tax Registration Office: Insert the Tax Office in which the
beneficiary (enterprise) is registered.

Beneficiary’s Bank: Choose from the list the name of the Bank
in which the advance payment will be deposited. In case you
cannot find the name of your Bank in the list, choose the option
"Other” and in the field “Insert the bank name” that is
activated, the user has to insert the name of the Bank.
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e Beneficiary’s enterprise bank account IBAN: Insert the
IBAN account in which the advance payment will be deposited.
NOTE: It should be an interest-free bank account dedicated to
the project.

e BIC/SWI: Insert the Banks’s BIC/SWI number

After inserting all the needed data, click on the Update icon to

save it and then on the Close icon to exit this window.

DATA FOR ADVANCE PAYMENT CLAIM

Beneficiary ghgh e
MIS Code

Serial Number of advance
payment

Approved funded budget 200.000,00

Beneficiary's total Public 130.000,00
Expenditure

Amount of previous 0,00
disbursements (advance
payments)

Maximum amount of 52.000,00
approved advance payment

Amount of advance payment 10.000,00
claim

Funding to the Beneficiary YES v
requesting advance payment
is state aid

VAT/TIN Registration Number 138678769
Tax Registration Office 1101
Beneficiary's Bank ATTICA BANK, ANQNYMH TPANEZIKH ETAIPEIA ol

Beneficiary's enterprise bank GR0O000521455962554525742542
account IBAN

BIC/SWIFT wnEnvEn

HATTENTION!:

- Requests for advance payment cannot be submitted later than
the first request for verification.

- An advance payment for one beneficiary must be completed
(verified, certified, disbursed in SAMIS) before the second
beneficiary of the co-operative scheme applies for his/hers
request for an advance payment.
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In subtab No.2.3, named "Letter of guarantee/ promissory note
data”, the user has edit rights.

Click on the icon |-i-land a new window will appear in which the user
has to enter the required information concerning the Letter of
guarantee/ promissory note:

Beneficiary: Select from the list the Beneficiary-enterprise to
whom concerns the Letter of guarantee/ promissory note.
NOTE: It should be the same Beneficiary who requests for an
advance payment.

Number: Add the number of the Letter of guarantee/
promissory note

Issuer: Insert the name of the credit institution that issues the
letter of guarantee/ promissory note.

To whom the guarantee/promissory note is issued?: the
guarantee-promissory note should be issued to the Greek
Ministry of Development and Investments/Managing Authority of
European Territorial Cooperation Programmes.

Is it an open-term guarantee/promissory note?: Select one
of the two provided options YES/NO

Issue Date: Add the date on which the Letter of guarantee/
promissory note was issued.

Expiry Date: Add the date on which the Letter of guarantee/
promissory note expires.

- If the beneficiary’s guarantee/promissory note is open-term,
then in the field “expiry date”, add the expiry date of the
programming period (31.12.2023).

- If the beneficiary’s guarantee/promissory note is fixed-term,
then in the field “expiry date”, add the expiry date of the
guarantee/promissory note. NOTE: If it expires before the
investment ‘s completion, the PB is obligated to immediately
replace it with another letter of guarantee of appropriate term.
Guarantee’s Equivalent Amount (€): Insert the guarantee
equivalent amount issued by the credit institution.
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After inserting all the needed data, click on the Update icon & to

save it and then on the Close icon D to exit this window.

LETTER OF GUARANTEE/ PROMISSORY NOTE DATA

Beneficiary v
Number
Issuer

To whom the
guarantee/promissory note

is issued? B
Is it an open-term v
guarantee/promissory note?

Issue Date
Expiry Date

Guarantee's Equivalent
Amount (€)

Click on the icon B8 to expand the content of the subtab or on the Edit

icon =& to modify the inserted data or on the Delete icon B i you wish
to delete the entry of the inserted data.

| DJEvioxuon EnepnuaTxeTnTag
Evioxuon Apdoewv ¥ -
ENXapnpaTikoTnTag JJodnyéc evipyaas Almua NpoxaTaBoNic [Aiman NpoxaraBolic] via v apéTaon pe KTT6: [IN1GB-0001481] ghoh e AOM : 123456003 e Kb evipynoG:
Apaoec I . A®POAITH AIOAIOY
EPIPEPENDV ¥
n [AITHIH NPOKATABOAHI] n
Leader v
2.1 Zuvolixd Eroncaia Armyarog NpoxaroBoAig I 2.2 Zrogia Aimong Ny | 2.3 Zrongeia Eyyunmxa i
Evioxuon Napayoyic v
ONTIXOAKOUOTIKWV 'Epy@V LETTER OF GUARANTEE/ PROMISSORY NOTE DATA @
Interreg 2
‘ - Ifthe beneficiary's sory note is open-term, then in the field “expiry date’, add the expiry date of the programming period
4 Informaton -Ifthe y's g 1t sory note is fixed-term, then in the field “expiry date’, add the expiry date of the guarantee/promissory
J) Minutes/De 7 note
\# New Submission
§ My Submissions ‘ To whom the Is it an open-term Guarantee's
. y note y  lIssue Expiry Equivalent
y Number Issuer is issued? note? Date  Date Amount (€)
|4 Complants
§ Advance Payment Claim Donsficiary Lol
& Request for Modficaton Number 12345
\# Verification & Certification Issuer bank
Request (Audit)
4 Object To whom the paying authotity
guaranteeipromissory note
Apd OAEA is issued?
i ¢ e v R BE0
s it an open-term
a:(::v:b oﬂ‘:‘m g’; guarantee/promissory note?
| | Helpdesk = Issue Date 13/11/2020
Bon®nTixa - Expiry Date  12/03/2021
¥
Tevmd e Guarantee's Equivalent 10.000,00
- Amount (€)
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In tab No.3, named "Documents attached to the Advance
Payment Claim”, the user has to attach the Letter of guarantee/
promissory note and any other document defined in Annex X of the

Call document, in order to receive the advance payment.

In order to attach the documents click on the icon and a new
window will appear in which the user has to enter the required
information:

Beneficiary: Select from the list the Beneficiary-enterprise that
requests for an advance payment.

Document Category: Select the only available option in the
drop down list.

Document Data - Description: Insert a short description
about the attached document.

Comments: Add any additional comment concerning the
attachment.

File: Click on the icon , select the file from your

computer and upload it on the system. NOTE: Only the following
formats of files are accepted: doc, docx, xls, xIsx, pdf, jpg, gif,
zip, rar. Each file should not exceed the limit of 10MB. The limit
for all attached documents is up to 50 MB. For larger documents
the user has to use a cloud database (i.e. one drive, google
drive) and add the link in the comments. You are not allowed to
use applications such as WeTransfer whose links have an
expiration date.

After inserting all the needed data, click on the Update icon to

save the inserted data or on the Cancel icon * to exit this window
without saving your data.
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u n n [ZYNHMMENA APXEIA AITHIHI NPOKATABOAKI) "

Attached Documents

SN Yy Category Document Data - Description Comments File
Beneficiary hofg v

Document Category 7 Emouvnropeva Eyypapa Airnong MNpoxaraBon¢ i

Document Data — Description

Comments

Fi Cnooseame
=

In the initial window of tab 3, you will see the list of the attached
documents. If you wish to attach more documents, click on the Add

icon . and repeat the steps described above. If you wish to edit an
entry, click on the Edit icon E If you wish to delete an entry, click on

the Delete icon L1. If you wish to download an attached document,
click on the download icon .

n [mnnnsmmumnmznmrmz]

Attached Documents

S/IN  Beneficiary Document Category Document Data - Description Comments File

7 Emouvtrrépeve ‘Eyypapa Aimong - -
1 hof htrht trhr
®” o

In the last tab No.4, the system has to run a validation check, by

Validation Chedk |

clicking on the button, to confirm that all
necessary fields have been filled in correctly by the user.

12
The Cooperation Programme INTERREG V-A "Greece-Bulgaria 2014-2020" is co-funded by the European
Regional Development Fund (ERDF) and national funds of the countries participating in it.



HILCITICYy -

Greece-Bulgaria

European Regional

B e o
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In case the validation check comes up with mistakes, a list of the
identified mistakes will be displayed on the screen.

Only after correcting all mistakes and the validation check comes up
with the message "No errors were found, you may proceed to

Submission”, the “Submission” button ___ ™= [will be activated
and the user will be allowed to submit his/hers request for an advance
payment.

Attention! After the submission you won't be able to edit the inserted
data.

The user may print/download the pdf of the submitted report as it is
generated by SAMIS system, by clicking on the link EkTUunwon
Aitnuartog MNpokataBoAng (.pdf) / Print Advance Payment Claim (.pdf).

Attention! After the submission you won't be able to edit the inserted data.

_ 1 Reports

® Exrunwon Armpuaroc MpokaraBoAng (.pdf) / Print Advance Payment Claim (.pdf)

The user has to print/sign/stamp the report generated by the system
and send it via email (e-copy) to the First Level Controller (FLC), the
Joint Secretariat (Project Officer & JS Coordinator), the email address
mee.interreg@mou.gr (Unit C of the Managing Aiuthority), the Lead
Beneficiary of the project and the Bulgarian National Authority (for
Bulgarian enterprises).

HATTENTION! In case the mistakes of the validation check concern
tabs in which the user does not have edit rights, the user has to cancel
13
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the advance payment claim and request for a modification of the
project’s AF, in order to correct/modify accordingly these fields, prior

to submitting a request for an advance payment. To do so, follow the
steps:

a. Go to the initial page by clicking on the selection #Advance
Payment Claim of the “Interreg” menu, found on the left side
menu.

b. Select from the list the project proposal by clicking on its
“Project Code” which is an active link.

o) v 2 i

T — O E P S Slebibecohdonositi e bkt Mo R E R
« Advance Payment Cam

Evioxuon Apdotwv
Fn nroc Anoreh ové oeAido: 0 3) Endovh oc {1_7) _Nponyolpewd _ Enduen
BpHOTX NEPIPEPOiV Avalmen T I ]

roRpa

Leader T3 AnoreMisuore avolimens (2]

Jw 8

Evioxuon Nopaywyi

S Proposal

: validation  Validation

OnTmoaxovo g Epywy éu) Project Code Enterprise Call Start Date  Start User Dote Status

e;)aesO» Greece - Bulgana Sth Cal X - I .CI 1 N

4 Informaton 828404 | IN 910 | KwalDIS Greece - Bulgaria Sth Cal & 0 1 R
8:56:41 np nooxaToBoAG

i) Mrutes Decsons
& Mew Submason
& My Sbmasons

4 Complants

: Advarce Payment Cam , Z

& Request for Modiicaton

§ Verficaton & Certficaton
Request (Audt)

# Objectons

Apdonx, OAEA

AA 4.2.2 - Mcronoinon
(Fewpymd or Mn Nowpymd)
Helpdesk ¥

BonBnrmd

Tovmd

c. In the next screen, click on the option # AkUpwon (meaning
Cancel), found on the upper right side of the screen under the
menu «actions», in order to cancel the action of requesting for
an advance payment.
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Cancellation Date
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Comgpleton User
§ Request for Modicaton Completon Date
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d. In the new window that opens, the user just has to click on the
button “Ano@nkeuon” (meaning Save), found at the bottom
right of the window, to cancel the payment claim.

EmouvanToppevo apxeEio
Browse..  No file selected.

4 (Do yive anoarol evuepwricod emad yia my evepyad 0og;
ZErov xpAoTn aTov onoio éxa yiva avaBeon
Na orahd orov SiaxapoT g evépyaog

1

e. Finally, go to the “Interreg” menu, found on the left side menu
of the screen and select the option ‘#Request for Modification.
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https://report.ependyseis.gr/mis_staging/(S(zvpg1w55ziy1a1nlbc2u3amq))/System/FrameSet0/Parts/modification_request_gde01_groupid501.list?callid=204&GroupID=501
https://report.ependyseis.gr/mis_staging/(S(zvpg1w55ziy1a1nlbc2u3amq))/System/FrameSet0/Parts/modification_request_gde01_groupid501.list?callid=204&GroupID=501

iterregy

Greece-Bulgaria

European Regional Development Fund

EUROPEAN UNION

Follow the instruction of the corresponding manual, named
“"SAMIS MANUAL - REQUEST FOR MODIFICATION".

3 rteegicl
Date: WIVNW 1My
AA 422 - Moronoinon Commerss:
(T ewpymd or Mn (ewpymd) A promct modtcation  reared betre croceedng 1o T reguest of a0 e arce Daert
Hedpdesk ¥
BonBnTmd ¥
fovmd
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