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Manual: H2020 financial reporting in SYGMA 
Beneficiaries and linked third parties of each project, funded by the European Commission must fill in a 

financial statement and submit them to the Commission within 60 days after the project period has ended, as 

part of the periodic report.  

If you fail to submit a financial statement in time (or at all), your costs will be considered 'zero' for this 

reporting period (though you can declare them in the next/final reporting period). 

For questions regarding the financial reporting not addressed or extensively explained in this document, please 

check the AGA – Annotated Model Grant Agreement (as from page 39): 

http://ec.europa.eu/research/participants/data/ref/h2020/grants_manual/amga/h2020-amga_en.pdf  
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1 Log in to the Participant Portal 
 

https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/home 

 

Go to my project(s) 

 

Click Actions followed by MP – Manage Project – behind the concerning project 

 

Click Financial Part of <your organisation>: 

  

http://www.uniresearch.com/
https://ec.europa.eu/info/funding-tenders/opportunities/portal/screen/home
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2 Fill in all costs including explanations 

 

a) Personnel costs 

Complete the direct costs for personnel (a,b,c) as  

- actual costs or 

- unit costs (average costs), followed by: 

Action Report: complete data on the person-months per work-package.

At this stage, you don't have to provide details like names, level of experience etc. (though the EC may ask you 

to later).  

 Next to the ‘R’ a ‘magic wand’ can be clicked this is the personnel costs calculation wizard (Bwizard): a 

tool to help to calculate the personnel costs. 

 

. 

Don’t forget to save your input!  

http://www.uniresearch.com/
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d) Direct costs for subcontracting 

This is an editable field (or a link when these uses of resources are not provided in the budget). When 

you click the number a pop up will occur: 

 
Use one line (add detail) for each cost and explain the costs clearly. Only give an explanation when the 

costs are NOT foreseen in Annex 1 (Descripton of Action). 

 

e) Direct costs of providing financial support to third parties 

This concerns "cascade funding" and prizes (Article 15, GA). Declare third parties here. 

 

 

Don’t forget to save your input!  

http://www.uniresearch.com/
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f) Other direct costs  

 

You should have detailed costs related to contracts to third parties for providing goods, works or services in line 

f9 (Article 10, GA). 

If costs declared under "other direct costs" are equal to or less than 15% of the personnel costs, you are 

claiming for this reporting period, you do not need to provide an explanation (though you must still keep all the 

proof you have of any costs you declare as eligible, in case you are audited). 

If costs declared under "other direct costs" are higher than 15% of these personnel costs, then you must 

explain other major direct cost items (this means costs declared in your accounts according to your internal 

accounting practices.) in the table provided in the pop up in line f).  

You must explain all items apart from those that add up to less than 15% of your personnel costs. Start from 

the highest-value cost items. Do NOT explain more than necessary. 

If you are reporting other direct cost items, you must provide: 

- if indicated in the DoA (description of actions) – a simple reference to the DoA 

- if not indicated in the DoA – cost/amount per item, description of the item, nature of item (travel, 

equipment, other goods & services), work package(s), project relevance/explanation. 

Example: 

- Personnel costs: €100 000  

- Other directs costs: €35 000  

Since the other direct costs represent 35% of the personnel costs, you must justify an amount representing 

20% of the personnel costs, i.e. €20,000. 

If the €35 000 is the sum of items recorded in the accounts (e.g. €8 500 + €7 500 + €6 500 + €5 500 + €4 000 + 3 

x €1 000) ... ... you must list and justify the items €8 500, €7 500 and €6 500. The remaining amount (a total of 

€12 500) is less than 15% of the personnel costs, so no details are required for it. 

http://www.uniresearch.com/
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g) Costs of internally invoiced goods and services 

For more information regarding this topic, see the Annotated Model Grant Agreement as from page 

103. 

 

h) Indirect costs 

These costs (=0,25 x (a+b+c+f-o)) are automatically calculated. 

Click the use of resources button to see what you have completed:

 

o) Requested EU Contribution 

Click the sign behind the automatically calculated ‘requested EU contribution’ and change the number 

in case this is necessary.  

 

Don’t forget to save your input!  

http://www.uniresearch.com/
http://ec.europa.eu/research/participants/data/ref/h2020/grants_manual/amga/h2020-amga_en.pdf
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3 Validate the Financial Statement 
Click the ‘Validate’ button to see if all required information has been provided correctly.  

 

4 Adjustment to previous period 
In the right upper corner, you will find the possibility to add an adjustment to a previous period. 

Once clicked a new financial statement will be visible.  

Fill in the difference between what should have been reported and what has been report in the previous 

period. Don’t forget to provide an explanation where possible. 

 

 

Rules regarding an adjustment are to be found in the Annotated Model Grant Agreement (as from page 55).  

 

 

 

 

http://www.uniresearch.com/
http://ec.europa.eu/research/participants/data/ref/h2020/grants_manual/amga/h2020-amga_en.pdf
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5 Audit report 
If the cumulative requested EU contribution is EUR 325 000 or more at the end of the project an audit has to 

be performed. For this audit the auditor could need the financial statements of all project periods. 

Below is explained how to retrieve the financial statements from SYGMA. 

Extra info regarding the audit: 

Costs based on lump sums, flat rates (e.g. indirect costs) or unit costs (other than those for personnel costs and 

for internally invoiced goods and services calculated according to the beneficiary’s usual cost-accounting 

practices) are not counted for the EUR 325 000 threshold (and don’t need to be covered by the certificate) like 

the amount paid as pre-financing. Linked third parties must submit a certificate if they themselves (i.e. without 

taking into account costs claimed by the beneficiary in question) reach the EUR 325 000 threshold. 

Within 60 days of the end of the last reporting period, coordinators must submit a final report including a CFS 

for each beneficiary and each linked third party that requested the contribution indicated above. 

If a certificate is required, it must cover all costs declared as actual costs or average personnel costs and costs 

for internally invoiced goods and services. Incomplete certificates will be returned for correction.   

 

How to retrieve financial statements from SYGMA? 
 

Previous reporting period 

In case you haven’t downloaded/saved it when the statement was submitted, go to ‘document library’ in the 

left menu at the starting window. Make sure you have the PIC-number of your organization at hand (9-digits). 

 

Look for the Periodic report (at the time it has been submitted) and click on the name ‘Periodic Report’, then 

click the PDPF-sign that show and then you will see the below grey screen. The financial statements of all 

partners are to be found here. You will recognize yours by the PIC-number. Please click it and download it. 

 

 

  

http://www.uniresearch.com/
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Current reporting period 

It is only possible to retrieve a financial statement from SYGMA when the statement is ‘locked for review’ mode 

or ‘Sent to COO’. Please note that only an PF-sign can unlock the ‘lock for review’-status. 

In case you want to use this statement for the audit, keep in mind that you (1) need to lock the statement to (2) 

retrieve an overview of the financial statement, (3) then the PF-sign needs to unlock it in order for you to (4) 

upload the audit-report to the statement, after which you can (5) lock the statement again. Then the PF-sign 

can  (6) submit the financial statement including the audit report to the coordinator. 

 

Click -in the starting screen- at ‘Periodic Report – composition’ (see below marked with yellow). 

 

Another screen will open in which you can see the status of the financial statements of all partners. 

When the statement is in ‘lock for review’ or ‘sent to COO’ status, you will be able to click the name of your 

organization and download a PDF of the statement.  

 

  

http://www.uniresearch.com/
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6 Lock for review 
Please note that only a ‘participant contact’ is able to work in the financial statement.  

If you are not able to work in the financial statement, please check the roles for this project in the participant 

portal (see also next chapter). 

When the financial statement is finished, the ‘participant contact’ can click the button ‘lock for review’ (see 

below). As soon as this button is clicked the PF-sign will receive an automatic email from the EC with an 

invitation to sign the statement. As from that moment the PF-sign can sign&submit or unlock the Financial 

Statement. The PF-sign is not able to adjust the statement. The PF-sign can only review the statement. 

 

 

 

http://www.uniresearch.com/
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As soon as the document has been signed by the PFSIGN, the coordinator will be informed on the status.

 

The coordinator will check the document, and will ask the partner to redo, when some items need to be 

adjusted or will include the statement to the periodic report. 

 

 

 

  

http://www.uniresearch.com/
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7 PF-sign (Project Financial Signatory) – assigning roles 
 

1. Go to the start screen and select ‘My project(s)’: 

 

2. Go to the project you need and select the yellow button ‘Project Consortium’:  

 (It is in the column ‘Roles’) 

 

3. Go to your ‘Beneficiary Organisation’ and click on the button on the right ‘Edit Roles’ 

The following screen appears: 

 
 

4. Please select the ‘Project Financial Signatory’: The persons authorised by the LEAR will now show up. 

In case the person you are looking for doesn’t show, please contact Uniresearch. In that case the LEAR 

needs to appoint someone, which requires other steps. 

 

5. Please select the correct person and click the ‘ok’-button. 

 

6. Now all Form C’s can be electronically signed by your company.  

 
 

  

http://www.uniresearch.com/
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Annex 1: how to calculate the personnel costs – hourly rate 
 

This can be calculated with a wizard, provided in Sygma. 

Open the financial statement in Sygma and click the      behind line a) personnel costs, this will start the 

wizard with the following questions: 

 

 

http://www.uniresearch.com/
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Go for a full explanation to H2020 manual in SyGMa 

http://www.uniresearch.com/
http://ec.europa.eu/research/participants/data/ref/h2020/other/gm/reporting/guide-personnel-costs_en.pdf

