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Introduction 

 

ECLAIMS is the platform through which you will now submit your claims to the ESF 
Managing Authority (MA). ECLAIMS is still undergoing development and we 
welcome your feedback on your experiences of using the service.   

Although ECLAIMS is designed to be intuitive, it is strongly recommended that you 
closely follow the steps in this document, until you are fully familiar with the process. 
Each step is set out in this guidance note using screenshots from the test 
environment - note that the appearance of some screens may change slightly as 
ECLAIMS is developed further. 

Accessing ECLAIMS 

 

In order to access ECLAIMS, you will have received an email from Datamart with 
your log in details. Please follow the instructions within the email to change your 
password and access the service. 

ECLAIMS is a web based application available through the following link. It is 
recommended that you use the Chrome browser to access ECLAIMS, or if this isnôt 
available, Firefox  

https://eclaims.communities.gov.uk/esif-web/ 

Project information on ECLAIMS 

 

Please note that the Managing Authority (MA) has already migrated relevant 
information from your application form on to ECLAIMS.  

We recognise that not all of the information has been migrated, we have however 
uploaded a copy of your original application which contains the full details.  

What can and canôt you do on ECLAIMS? 

 

You should only use ECLAIMS for submitting claims on projects as pre-agreed with 
the MA. If you also have ERDF projects then you shouldnôt use ECLAIMS for 
submitting ERDF claims, unless agreed with the ERDF MA (although you will be able 
to see these projects on the service). 

It is not yet possible to submit forecast data directly via ECLAIMS. This means you 
will need to complete the Dual Forecast spreadsheet and upload it to ECLAIMS in 
the ñReviewò screen. This is covered later in the guidance. 

Support arrangements 

Please find below link to relevant claim templates and guidance on GOV.UK 

https://eclaims.communities.gov.uk/esif-web/
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https://www.gov.uk/government/publications/esf-claim-applications-and-self-

declared-adjustments 

Guidance on the following is available through this link: 

¶ Transaction List 

¶ Participant Data Schema 

¶ Participant Data Schema Guidance 

¶ Claims Work Instructions. 

The attached file contains examples of common issues/solutions when making your 
claim via ECLAIMS. Please consult this guidance and the attached file before 
contacting the MA. 

The ESF E-Claims best practice file contains examples of common issues/solutions 

when making your claim via ECLAIMS. Please consult this guidance and the ESF 

Claims best practice file and if your queries arenôt able to be resolved via this 

guidance or the ESF Claims best practice file above, please direct any queries to MA 

via the email address below: 

ESFECLAIMSGR.SUPPORT@DWP.GSI.GOV.UK.   

  

https://www.gov.uk/government/publications/esf-claim-applications-and-self-declared-adjustments
https://www.gov.uk/government/publications/esf-claim-applications-and-self-declared-adjustments
https://www.gov.uk/government/publications/esf-claim-applications-and-self-declared-adjustments
mailto:ESFECLAIMSGR.SUPPORT@DWP.GSI.GOV.UK
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1 - Loading claim onto system  

Log in to your account.  

Scroll down to the óProjectsô heading on your Home screen (This is the screen that 
says óWelcomeô at the top of page):  
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Identify the relevant project (what you see here will depend on how many projects 
you have) and click on óViewô.   

You should then see a screen like that shown below.  Click on Manage Claims in the 
options menu: 
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When a list of Claims Schedule is displayed - select óStart Claimô to the right of the 
appropriate claim.   

 

You are then presented with the Project Overview and Claim Details screen - note 
this gives you the option of submitting a óNil claimô ï only click in this box if you are 
not intending to submit a financial claim for this quarter. If you are submitting a NIL 
claim for a period after a first claim has been paid, please note you must still 
complete a Progress Report. Click on óGo to Upload Transactionsô 

 

There will be a slight delay while ECLAIMS loads the next screen which should look 

like this: 
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This is the point where you upload a copy of your pre-prepared (import ready) 
Transaction List ï see Annex 1 for further information on how to prepare a 
Transaction List. The Transaction List is the mechanism for the MA to capture details 
of all financial transactions relating to the project. 

 

Now click on the Browse button shown above and find your exported version of the 
Transaction List you wish to upload, clicking óOpenô 

The service will now validate your Transaction List and if the validation checks are 
passed, you should see a screen like this advising you that your documents i.e. 
transaction lines have been validated and will be imported: 

 

 



 

 
ESF External User Guidance (Claims) 
Version 2.1 
Published: 19 July 2018  Page 9 of 36 
 
 

 

 

If the validation checks failed, you will see a screen like this: 

 

¶ The ñRow noò relates to the excel spreadsheet row number, not the Line Item 
ID 

¶ The ñFieldò relates to the column header on the spreadsheet. 

¶ The ñMessageò provides a description of the issue. 

You will not be able to proceed to the next stage until any issues have been 
resolved. At this point the Transaction List has not been uploaded; you can therefore 
work on your Transaction List to resolve the issues and then follow the steps to 
upload the Transaction List again from the beginning.  

Please refer to the relevant guidance and the tab on the Transaction List before 
contacting the MA with queries. 
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Once the Transaction List has been uploaded, click the Import prompt.  

After documents have been imported click the green óCloseô button which will return 
you to the claim overview screen.  

 

You should see the transaction xlsx file and list of transactions when scrolling down 
the overview screen: 
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If your Project is not required to report details of participants please move on to the 
section titled ñClaim Progress Reportò. All other projects must follow the guidance 
below on Participant Data Schemas (PDS) 

 

2. Participant Data Schema (PDS) 

The PDS is the mechanism for the MA to capture details of all participants on ESF 
projects. The PDS needs to be uploaded to ECLAIMS in a similar way to the 
Transaction List. First, click on the link ñGo to Upload Participant dataò 

 

You will then be presented with the following screen. Click browse and find your 
exported version of the PDS file you wish to upload ï see Annex 2 for further 
information on how to prepare a PDS. 
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The system will then perform a validation check against the data on the PDS. If any 
issues are identified, they will be displayed as below. 

 

 

¶ The ñRow noò relates to the excel spreadsheet row number, not the Line 
number 

¶ The ñFieldò relates to the column header on the spreadsheet. 

¶ The ñMessageò provides a description of the issue. 

You will not be able to proceed to the next stage until any issues have been 
resolved. At this point the PDS has not been uploaded; you can therefore work on 
your PDS to resolve the issues and then follow the steps to upload the PDS again.  

Please refer to the relevant guidance and the tab on the Participant Data Schema 
before contacting the MA with queries. 

 

 

 

 


















































