
 

 

 

Technical 
Guidance  

to BAMOS 
An introduction to the                             

beneficiary and applicants interface (BA)             
of the monitoring system of                              

Interreg Baltic Sea Region  

Version 2.1, drafted by Robert Schulz, as of 8 June 2017 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Technical guidance to BAMOS, version 2.1  |  6 July 2017 

 

interreg-baltic.eu 

  
 
 
 

 
 2 | 29 

 

Introduction 
 
Less copy & paste, smaller paper piles, no more inconsistent file versions of the project 
application or report ς this is what the new electronic monitoring system BAMOS of 
Interreg Baltic Sea Region is about. 
 
With BAMOS, all forms related to project applications and reporting will be filled in and 
processed online ς both on the project and on the Programme side. This means that we 
are moving from extensive Excel sheets and hard-to-handle Word documents to a web 
solution. 
 
All applicants who have successfully passed the first application step will get access to 
the system. This guidance will give you an overview of all functions and features. 
Additional information can be provided during our workshops and the help desk (see I). 
 
Please always carefully read the welcome screen for the latest information about 
BAMOS:  
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 Access and user accounts A

 How do I get access to BAMOS? A.1

After your concept note was approved by the Monitoring Committee, you will receive an 
automatically generated email at the contact address you indicated in your concept 
note. This is the initial user of a project. Please follow the instructions indicated in that 
email.  

 What should I do if I forgot my password? A.2

tƭŜŀǎŜ Ǝƻ ǘƻ ǘƘŜ ƭƻƎƛƴ ǇŀƎŜΣ ŎƭƛŎƪ άCƻǊƎƻǘ PasswƻǊŘΚέΣ ŀƴŘ Ŧƻƭƭƻǿ ǘƘŜ ƛƴǎǘǊǳŎǘƛƻƴǎΦ 

 

 How do I create accounts for additional users? A.3

Each individual must have its own personalised account for BAMOS. It is forbidden to 
pass on login data from one person to another (see subsidy contract). 
 
As an initial user of a project you will be able to create additional user accounts: 

(1) Select a project  
(2) Go to the dashboard 
(3) {ŜƭŜŎǘ άŀŘŘκƳƻŘƛŦȅ ǳǎŜǊέ 
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(4) /ƭƛŎƪ άbŜǿ ¦ǎŜǊέ  

 
 

(5) Select one of the following roles (see A.4) for the user:  
άlead applicant/partnerέ,  
άapplicant/partnerέ,   
άother partnerέ. 

  
 

(6) Add the email address and ŎƻƴŦƛǊƳ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ άҌ !ŘŘ ¦ǎŜǊέ. The new user will 
receive an automatically generated email with the login information now. 

 
tƭŜŀǎŜ ƴƻǘŜ ǘƘŀǘ ƻƴƭȅ ǳǎŜǊǎ ǿƛǘƘ ǘƘŜ ǊƻƭŜ ά[ŜŀŘ ŀǇǇƭƛŎŀƴǘ/partnerέ Ŏŀƴ ŎǊŜŀǘŜΣ ŜŘƛǘ or 
delete users.  
 

 What are the differences between the user roles? A.4

There are four roles for users of BAMOS:  

¶ άlead applicant/partnerέ: These users have read & write rights in all sections plus 
the possibility to submit applications/reports/forms and to create new users. The 
access to the FLC certification is restricted.  
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¶  άapplicant/partnerέ: These users have read & write rights in all sections except 
the section 12. Documents of the Progress Report. Access to the FLC certification 
is restricted. 

¶  άother partnerέ όǊŜŀŘ ǊƛƎƘǘǎύΥ ¢ƘŜǎŜ ǳǎŜǊǎ ƘŀǾŜ ǊŜŀŘ ǊƛƎƘǘǎ ƛƴ ŀƭƭ ǎŜŎǘƛƻƴs, except 
the section 12. Documents of the Progress Report. Access to the FLC certification 
is restricted. 

¶ άFLCέΥ ¢ƘŜǎŜ users have read rights in all sections and write rights for the FLC 
certification. 

 
Please note that users involved in more than one project will have rights specific to 
each project.  
 

 How do I change the role of a user? A.5

To change a userΩǎ role you have to 
(1) Delete the user account (see A.7) 
(2) Create a new user account (see A.3) 

 
The login data of the user stays the same if you indicate the same email address as in the 
original account.  

 How can I create an account for the First Level Controller (FLC) of the lead A.6
partner? 

Accounts for the FLCs of lead partners can only be created by the MA/JS. For this, please 
turn to rostislav.zatloukal@interreg-baltic.eu.  

 How do I delete an user account? A.7

As an initial user of a project you will be able to delete user accounts: 
(3) Select a project  
(4) Go to the dashboard 
(5) {ŜƭŜŎǘ άŀŘŘκƳƻŘƛŦȅ ǳǎŜǊέ 

 

 

(6) /ƭƛŎƪ ǘƘŜ ά·έ ƛƴ ǘƘŜ ƭƛƴŜ ƻŦ ǘƘŜ ŀŎŎƻǳƴǘ ȅƻǳ ǿŀƴǘ ǘƻ ŘŜƭŜǘŜ 

mailto:rostislav.zatloukal@interreg-baltic.eu
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(7) /ƻƴŦƛǊƳ ōȅ ŎƭƛŎƪƛƴƎ άŘŜƭŜǘŜέ 
 

 How can I change my password? A.8

(1) Click on the small arrow  next to your name in the upper right corner of the 
screen 

 
(2) /ƭƛŎƪ άŎƘŀƴƎŜ ǇŀǎǎǿƻǊŘέΣ Ŧƻƭƭƻǿ ǘƘŜ ƛƴǎǘǊǳŎǘƛƻƴǎ ŀƴŘ ŎƭƛŎƪ άƻƪέ 

 

 How can I change my profile information? A.9

(1) Click on the small arrow  next to your name in the upper right corner of the 
screen 
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(2) /ƭƛŎƪ άprofileέΣ make your changes ŀƴŘ ŎƭƛŎƪ άOƪέ 

 

 Why do I see my profile information after each login? A.10

If your profile information is not complete you will see this subsection after each login.  
If you only have one phone or fax number, just repeat the information in all fields.  
 

 What kind of hard- and software should I use? A.11

BAMOS is optimised for use by standalone PCs and notebooks. The usage of mobile 
devices like smartphones and tablets is not recommended. The application can be used 
on all common operating systems and all modern browsers. If you are using an outdated 
browser you will receive a warning message:  
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 Adding, editing, and saving data in forms B

Please note that you should fill in all cells and sections in the proposed sequence to 
avoid problems. 

 How can I add data? B.1

(1) /ƭƛŎƪ ƻƴ άaȅ ǇǊƻƧŜŎǘǎέ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ǇǊƻƧŜŎǘ ȅƻǳ ǿŀƴǘ ǘƻ ǿƻǊƪ ƻƴ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ 
the list 

 
 

(2) Select the form you want to edit from the dashboard:  

 
 
 Please note that all editable forms are marked with an ά*έ. 
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(3) Select the cell you want to edit 
 

(4) /ƭƛŎƪ ǘƘŜ ά{ŀǾŜέ button in the upper left corner. 
 

 
 
Please be aware that all text fields have character limit s. This limit is indicated in the 
bottom right corner under the field. For your convenience you will be able to save the 
content even oif you exceed this limit. Only when you validate (see C Validation and 
submission) your application an error message will appear.     
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 Application form  C

 Where do I find an overview of my application form data? C.1

/ƭƛŎƪ ƻƴ άhǾŜǊǾƛŜǿ ŀƴŘ ǎǳōƳƛǘέ ǘƻ ǎŜŜ ŀƭƭ ȅƻǳǊ ƛƴǇǳǘǎ ƻƴ ƻƴŜ ǇŀƎŜΦ 

 How can I print my draft application? C.2

/ƭƛŎƪ ƻƴ άhǾŜǊǾƛŜǿ ŀƴŘ ǎǳōƳƛǘέ ŀƴŘ άŎǊŜŀǘŜ ǇŘŦέ to generate a file which includes all 
inputs of your draft application.  
 
Please note that the MA/JS will not accept this file as a hard copy in the application 
process because it is marked as a draft. 
 

 How can I validate my application form data? C.3

The validation function checks ǘƘŜ ŎƻƳǇƭŜǘŜƴŜǎǎ όά!ǊŜ ŀƭƭ ƴŜŎŜǎǎŀǊȅ ƛƴǇǳǘǎ ǘƘŜǊŜΚέύ ŀƴŘ 
ǘƘŜ ŎƻƘŜǊŜƴŎŜ όŜΦƎΦ ά!ǊŜ ŀƭƭ ŎŀƭŎǳƭŀǘƛƻƴǎ ŎƻǊǊŜŎǘΚέύ ƻŦ ȅƻǳǊ ŀǇǇƭƛŎŀǘƛƻƴΦ 
 
Green ticks (=ready) and red exclamation marks (=not ready) at the top of your page 
indicate if a section of the application form is ready for submission. 
 

 
  
If your input is not complete/coherent and a red exclamation mark is displayed, you can 
ŎƭƛŎƪ ƻƴ ǘƘŜ ά/ƘŜŎƪ ŦƻǊ ŜǊǊƻǊǎέ ōǳǘǘƻƴ όнύ ŀƴŘ ŀƴ ŜǊǊƻǊ ƳŜǎǎŀƎŜ ǿƛƭƭ ƎǳƛŘŜ ȅƻǳ ǘƻ ǘƘŜ ŦƛŜƭŘ 
which contains no or wrong data (3). Those input fields will be marked with a red frame 
(1). 
 
tƭŜŀǎŜ ƳŀƪŜ ǎǳǊŜ ǘƘŀǘ ȅƻǳ ŀƭǿŀȅǎ ǇǊŜǎǎ ά{ŀǾŜέ ōŜŦƻǊŜ ǇǊŜǎǎƛƴƎ ǘƘŜ ά/ƘŜŎƪ ŦƻǊ ŜǊǊƻǊǎέ 
button. 



Technical guidance to BAMOS, version 2.1  |  6 July 2017 

 

interreg-baltic.eu 

  
 
 
 

 
 11 | 29 

 

 
 

 How can I submit my application? C.4

After you have validated all your data  and only green ticks are shown in the menu, you 
will be able to submit your application. For this ȅƻǳ ƘŀǾŜ ǘƻ Ǝƻ ǘƻ ǘƘŜ άhǾŜǊǾƛŜǿ ŀƴŘ 
ǎǳōƳƛǘέ ǎŜŎǘƛƻƴΣ ǿƘŜǊŜ ȅƻǳ ǎƘƻǳƭŘ ŎǊƻǎǎ-check your data once more. Finally, you can 
ǇǊŜǎǎ ǘƘŜ ά{ǳōƳƛǘέ ōǳǘǘƻƴ ǿƘƛŎƘ ǘǊŀƴǎƳƛǘǎ ȅƻǳǊ ŀǇǇƭƛŎŀǘƛƻƴ ŀƴŘ ŜƴŀōƭŜs the print 
function. 
 

 
 
Be aware that you can submit your application only once! You will not be able to edit it 
any more after submission.  
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 Clarification Forms  D

To clarify different topics, e.g. during the contracting phase of your project, the MA/JS 
will provide you with a separate άŎƭŀǊƛŦƛŎŀǘƛƻƴ formέ.  

 How can I edit the clarification form? D.1

See Chapter B - Adding, editing, and saving data in forms  

 How do I print the clarification form? D.2

As BAMOS is an online system fulfilling the request by the European Commission to 
reduce the amount of paper used in administrative processes, BAMOS does not have a 
printing function.  
However, you have the opportunity to give access to as many users in your organisation 
as needed to your project data and/or to copy and paste text from the form to another 
electronic document.  

 How can I submit my clarification form? D.3

After you have successfully validated all your data you are able to submit your 
clarification form. CƻǊ ǘƘƛǎ ȅƻǳ ƘŀǾŜ ǇǊŜǎǎ ǘƘŜ ά{ǳōƳƛǘέ ōǳǘǘƻƴ at the top of the page. 
 

 
 
Be aware that you can submit a version of a clarification form only once! You will not 
be able to edit it any more after submission until it is sent back to you by the MA/JS. 

 How does an answer from the MA/JS look? D.4

If an answer that you sent is not considered sufficient, a follow-up question may be 
found under your original statement.  
If a question is considered resolved by the MA/JS, ŀ ŘŀǘŜ ƛǎ ƛƴŘƛŎŀǘŜŘ ƛƴ ǘƘŜ άǎƻƭǾŜŘέ ŎŜƭƭΥ 
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 How do I know if a clarification is closed? D.5

When a clarification is closed, the άCƛƴŀƭƛȊŜŘέ ōǳǘǘƻƴ ƛǎ ǘƛŎƪŜŘ ŀƴŘ όƛŦ ŀǇǇƭƛŎŀōƭŜύ ŀ ŎƭƻǎǳǊŜ 
message by the MA/JS is shown.  
 

  
  



Technical guidance to BAMOS, version 2.1  |  6 July 2017 

 

interreg-baltic.eu 

  
 
 
 

 
 14 | 29 

 

 FLC Designations, partnership agreements, subsidy contract  E

 How do I enter the section for information on first level controllers, the E.1
partnership agreements, and the subsidy contract? 

PƭŜŀǎŜ ŎƭƛŎƪ ƻƴ άC[/ Řŀǘŀ ϧ ŎƻƴǘǊŀŎǘǎέ on the dashboard: 
  

 
 

 How do I enter information on the first level controllers? E.2

(1) /ƭƛŎƪ ƻƴ ά!ŘŘ C[/έ  

 
(2) Enter the data of your first level controller  

 
(3) /ƭƛŎƪ ά{ŀǾŜέ 
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(4) Click on the upload button 

 
 

(5) Select a file  
 

(6) /ƭƛŎƪ ƻƴ άƻǇŜƴκƻƪŀȅέ  
 

Please repeat the exercise for each partner.  
 
Please note that the file size for all uploads is limited to 8 MB. If your pdf document is 
bigger, please compress the file. 
 

 How do I upload a contract and/or a partnership agreement? E.3

(1) Click on the upload button 

 
 

(2) Select a file  
 

(3) /ƭƛŎƪ ƻƴ άƻǇŜƴκƻƪŀȅέ  
 
Please note that the file size for all uploads is limited to 8 MB. If your pdf document is 
bigger, please compress the file. 
 

 How do I submit the form for information on first level controllers, the E.4
partnership agreements, and the subsidy contract? 

Click on submit:  
 

 
 
Please note that unlike  other forms, the data from the άC[/ Řŀǘŀ ϧ ŎƻƴǘǊŀŎǘǎέ ǎŜŎǘƛƻƴ 
can be sent to the MA/JS at any time. Only the latest version of the section will be 
visible to projects and the MA/JS.  
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 Contact and bank information F

 How do I enter the section for contact and bank information? F.1

PƭŜŀǎŜ ŎƭƛŎƪ ƻƴ άContact & Bank informationέ ƻƴ ǘƘŜ ŘŀǎƘōƻŀǊŘΥ 
  

 
 

 How do I enter the contact information? F.2

(1) /ƭƛŎƪ ƻƴ ǘƘŜ ǘŀō άCƻƴǘŀŎǘ ƛƴŦƻǊƳŀǘƛƻƴέ όif applicable)  
 

 
 
 

(2) If a contact person already has a user account, you can input all contact data by 
choosing the person from the contact list: 
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Please fill all (other) cells with the data for the Legal Representative, Project 
Manager, Financial Manager, First Level Controller and Communication Manager.  
 
All ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ƻōƭƛƎŀǘƻǊȅ ƘŜǊŜ ŜȄŎŜǇǘ ŦƻǊ ǘƘŜ ƛǘŜƳ άƻǘƘŜǊέΦ Lƴ ŎŀǎŜ ƻƴŜ ǇŜǊǎƻƴ 
has several functions in the project, please copy the data.  
 

(5) /ƭƛŎƪ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ in the upper left corner. 

 
 
 

 How do I enter the bank information? F.3

(1) /ƭƛŎƪ ƻƴ ǘƘŜ ǘŀō άōŀƴƪ ƛƴŦƻǊƳŀǘƛƻƴέ όif applicable)  

 
 

(2) Enter all necessary data 

 
 

(3) /ƭƛŎƪ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ in the upper left corner. 
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 How do I add bank information for an additional bank account? F.4

To create an additional account, e.g. for the administration of Russian and/or ENI 
ŦǳƴŘƛƴƎΣ ǇƭŜŀǎŜ ŎƭƛŎƪ άҌ .ŀƴƪ ŀŎŎƻǳƴǘέ ƻƴ ǘƘŜ ǎǳōǇŀƎŜ άōŀƴƪ ƛƴŦƻǊƳŀǘƛƻƴέ όsee F.3):  

 
 

 How do I submit the contact and bank information? F.5

(1) Enter and save the contact information (see F.2) and the bank information (see 
F.3) 
 

(2) /ƭƛŎƪ ƻƴ ά{ǳōƳƛǘέ  
 

 
 
 
Please note that unlike other forms, ǘƘŜ Řŀǘŀ ŦǊƻƳ ǘƘŜ άC[/ Řŀǘŀ ϧ ŎƻƴǘǊŀŎǘǎέ ǎŜŎǘƛƻƴ 
can be send to the MA/JS at any time. Only the latest version of the section will be 
visible to projects and the MA/JS. 
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 Reporting form (for lead partner/partner) G

 How can I edit the reporting form? G.1

See Chapter B - Adding, editing, and saving data in forms  

 Iƻǿ Řƻ L ŀŘŘΣ ŘƻǿƴƭƻŀŘ ŀƴŘ ŘŜƭŜǘŜ ŘƻŎǳƳŜƴǘǎ ǳƴŘŜǊ άмнΦ Documentsέ? G.2

 
tƭŜŀǎŜ ƴƻǘŜ ǘƘŀǘ ƻƴƭȅ ǳǎŜǊǎ ǿƛǘƘ ǘƘŜ ǊƻƭŜ άlŜŀŘ ŀǇǇƭƛŎŀƴǘκǇŀǊǘƴŜǊέ ŀƴŘ άC[/έ can see 
this section. Only ǳǎŜǊǎ ǿƛǘƘ ǘƘŜ ǊƻƭŜ άlŜŀŘ ŀǇǇƭƛŎŀƴǘκǇŀǊǘƴŜǊέ are able to edit here. 
 

To upload a document, please click on Σ ǎŜƭŜŎǘ ŀ ŦƛƭŜ ŀƴŘ ŎƭƛŎƪ ƻƴ άhYέΥ 
 

 
 
Please note that the file size for all uploads is limited to 8 MB. If your pdf document is 
bigger, please compress the file. 
 

To download a document, please click on : 
 

 
 
To delete a document, ǇƭŜŀǎŜ ŎƭƛŎƪ ƻƴ α·έΦ 
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 How do I print the reporting form? G.3

As BAMOS is an online system fulfilling the request by the European Commission to 
reduce the amount of paper used in administrative processes, BAMOS does not have a 
printing function.  
However, you have the opportunity to give access to as many users in your organisation 
as needed to your project data and/or to copy and paste text from the form to another 
electronic document.  

 How can I submit my reporting form? G.4

After you have successfully validated all your data1 you are able to submit your 
clarification form. CƻǊ ǘƘƛǎ ȅƻǳ ƘŀǾŜ ǇǊŜǎǎ ǘƘŜ ά{ǳōƳƛǘέ ōǳǘǘƻƴ at the top of the page. 
 

 
!ŦǘŜǊǿŀǊŘǎ ȅƻǳ ƘŀǾŜ ǘƻ ŀƴǎǿŜǊ ǘƘŜ ǎŜŎǳǊƛǘȅ ǉǳŜǎǘƛƻƴ ǿƛǘƘ άƻƪŀȅέΦ 
 

 
 
Depending of the status of your progress report (e.g. first submission or clarification) the 
report will be forwarded to the lŜŀŘ ǇŀǊǘƴŜǊΩǎ C[/ ƻǊ ǘƘŜ a!κWS. 
 
Be aware that you can submit a version of a reporting form only once! You will not be 
able to edit it any more after submission until it is sent back to you by the MA/JS or the 
FLC. 

 Where do I find the submission and the certification date? G.5

                                                      
1
 If you are undergoing a budget reallocation it is possible to submit section 10 even though it might give 

you an error message saying that you exceeded the budget flexibility.  
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As soon as a report is submitted, the submission date can be found in the subsection 
άмоΦ {ǳōƳƛǎǎƛƻƴέΥ  

 
 
as well as on the dashboard:  
 

 
 
If the progress report was certified, the information is also visible on the dashboard: 
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 Certification of the Reporting Form (First Level Controller)  H

 How can I certify a Reporting form? H.1

(1) /ƭƛŎƪ ƻƴ ŀ tǊƻƎǊŜǎǎ wŜǇƻǊǘ ǿƘƛŎƘ ƛǎ ƳŀǊƪŜŘ ŀǎ άǎǳōƳƛǘǘŜŘέ on the dashboard: 

 
 
In case a Progress report was not submitted yet, the FLC will not be able to start with 
the certification.  

 
(2) Check the content of the Progress Report 

 
(3) Cƛƭƭ ƛƴ ǘƘŜ ǎŜŎǘƛƻƴ ά14. FLC certificationέ 

 
(4) 9ƴǘŜǊ ǘƘŜ ǎŜŎǘƛƻƴ ά14.3. FLC report and checklist (progress report)έ ŀƴŘ ŎƭƛŎƪ ƻƴ 
άŎŜǊǘƛŦȅέΥ 

 
 
The Progress Report will be automatically submitted to the MA/JS now.  
 
 
 


