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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
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 candét you do on ECLAI MS?

You should only use ECLAIMS for submitting claims on projects as pre-agreed with

the MA. If you also have ERDF projectsthe n you shoul dndét wuse ECLA
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 AReviewoO screen. This is covered | ater i

Support arrangements

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

1 Transaction List

1 Participant Data Schema

1 Participant Data Schema Guidance
1 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

Cl aims best practice file and i f your querie
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.
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1 - Loading claim onto system

Log in to your account.

Scrolldowntot h erojaxt®® h e aodyour Bome screen (This is the screen that
s a y selcdmabat the top of page):
We use cookies to track usage and preferences. | Understand

{7 GOV.UK E-CLAIMS

FAQ ContactUs Logout(
Applications

=] Y This is a new serylce - your feedback will help us to improve it.

Projects
Show[10_]entries
[a
Reference Project Name Status * Last Edited
XXX XXX active 17/02/201612:56 View
XXX XXX active 09/05/2016 10:54 View
vy vvv artiva 12/0R/901A 1N-RQ Viaw
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File Edit VWiew Favorites Tools Help

Showing 1to 1 of 1 entries 1

Existing applications

Show |10 [=] entries Search:
Reference “  Project Name Call Last Edited Status Type
Number
XXX XXX XXX 19/04/2016 ) View
08:37 approved appraisal - blication
XXX XXX XXX 08/03/2016 mwtatlop se.nt, awaiting assessment Vlew. )
05:40 full application application
Showing 1to 2 of 2 entries 1
Projects
Show|[10 [~]entries
Reference “  Project Name Status Last Edited
XXX XXX pipeline 19/04/2016 14:42 View
XXX XXX active 19/04/2016 15:40 View
XXX XXX pipeline 01/03/2016 12:48 View

Showing 1to 3 of 3 entries

Identify the relevant project (what ee here will depend on how many projects

you have) and clicko n i GXv0

You should then see a screen like that shown below. Click on Manage Claims in the
options menu:

- T .
a@ http://stag P -BCX H {2 DCLG intranet
File Edit View Favorites Tools Help
P o
i GOV.UK E-CLAIMS
FAQ ContactUs Logout (rgill-external@DC.GSEC.LOCAL)
Applications

|E Manage ijeﬂ/

g-<rdf.demo. marklogic.com/esif-web/project/manag

m This is a new service — your feedback will help us to improve it.

Home > Manage Project

m

Project XXX

‘Options Menu

Manage Project
Manage Claims
Self-declared Adjustments Project Reference: XXX
Procurement Register

Asset Register Project Name:
Project Financial Profile

Project Information:

XXX

Organisation: XXX
Status: active
Project Activity Log:
Show|[10 [+] entries
Date “  Activity User
XXX XHX Rich Gill
XXX XXX Rich Gill
XXX XXX Rirh Gill |
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When a list of Claims Schedule is displayed-s e | e c t
appropriate claim.

Fle Edit View Favorites Tools Help

6Start

ELELY NI TS @ new Service - your [eedback Will help Us to Improve It

Home

Manage Project > Claim Schedule

Project xxx

Options Menu

Manage Project

Manage Claims
Self-declared Adjustments
Procurement Register
Asset Register

Project Financial Profile

Claims Schedule

Show 10 [~] entries

Period * ClaimNumber Type Last Updated  Status

Q03,2015 Interim Not Started ~ Start Claim
Q04,2015 Interim Not Started
Q01,2016 Interim Not Started
Q02,2016 Interim Not Started
Q03,2016 Interim Not Started
Q04,2016 Interim Not Started
Q01,2017 Interim Not Started
Q02,2017 Interim Not Started
Q03,2017 Interim Not Started
Q04,2017 Interim Not Started

Showing 1to 10 of 29 entries

1 2 3 Next

Last
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Cl ai

You are then presented with the Project Overview and Claim Details screen - note
you t he opt il omyclckintssbbxniiyou are n g
not intending to submit a financial claim for this quarter. If you are submitting a NIL

t his

claim for a period after a first claim has been paid, please note you must still
complete a Progress Report. Cl i ck on

Fle Edt View Favorites

Too

is

gi ves

Help

0Go atne aldpli maads 6

There will be a slight deIeYa\ﬁWIB&ghélMS loads the next screen which should look

like this:

Claim Reference Number

Claim Type

Interim

Claim Schedule
quarterly

* Claim Quarter

*Claim Year

2015

Nil Claim

Go To Upload transactions (this will save the fog/Airst)

Go To Upload deliverables data (this will save the form first)
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This is the point where you upload a copy of your pre-prepared (import ready)
Transaction Listi 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.

Claim...

E-CLAIMS

FAQ ContactUs Logout (rgill-external@DCLGSEC.LOCAL)

Selection and validation

Select a file to import:
[ Browse.. |

File can be an Excel 2007 (.xlsx) or a plain zip archive of XML documents
1;

Now click on the Browse button shown above and find your exported version of the
Transaction List you wish to upload, clicking6 Op e n 6

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:

imp O ~ & & X || & DCLG intranet |ES!F Form | IMPORT Claim...

E-CLAIMS
FAQ ContactUs Logout (rgill-external@DCLGSEC.LOCAL)
Applications

XTI Thisis a new service - your feedpack will help us to improve it.

Home Manage Project Claim Schedfile Claim Claim Transaction Upload

Selection and validation

Size:

File name:
e 12,078

Fg

2 documents have been validated and will be imported.

Valida

Row no Field Message

Import

Import

Upload complete

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

I Upload complete

Selection and validation

File name: Size:
Transaction flat.xlsx 9,895

NOTE: 2 out of 2 documents are invalid.
Validation report
Row no Field Message

This Cost Category is not associated

3 cost-category with this project
3 Hority-axis This Priority Axis is not associated
priortty with this project
+ This Investment Priority is not
. o associated with this project
3 investment-priority + This Investment Priority is not
associated with this Priority Axis
3 defrayal-date Date ?f Defr.ayaLmust be before end
of claim period
total-less-developed-category-of- You have allocated expenditure to a
3 P aory Category of Region that is not

region
9 defined in your project.

You have allocated expenditure to a
3 total-transition-category-of-region Category of Region that is not
defined in your project.

T The fARow n o0 excelbpaetdsheet rovonumberenot the Line Iltem
ID

M The AFieldo relates to the column head

T TheAiMessageod provides a description

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 gree

you to the claim overview screen.

Upload complete

Selection and validation

File name:
Transaction flat 2.xlsx

1 document has been vali

Validation report

Row no Field

Import

Import

fll be imported.

C | dusttenéwhich will return

Size:
10,061

Message

You should see the transaction xIsx file and list of transactions when scrolling down

the overview screen:

[ T ————

m} http://staging-dclg-erdf.de; Klogi esif-web/claim/063806k

File Edit View Favorites Tools Help

Original Transaction Files

21/04/2016 04:26 transaction-spf

Transactions

Show 10 [7] entries
Line  Delivgrf Expenditure Apportionment oW E‘.Z;?Lle
Number Papfler Description Details iy Eoaio
1 2 Nia £75,000.00 £75,000.00
2 Adminand 0 £3,00000 £3,000.00

staff costs

Showing 1to 2 of 2 entries

The sum total invoice values of these transactions is: £78,000.00
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If your Project is not required to report details of participants please move on to the
section titled AClaim Progress Reporto. Al
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 | ink

25 - North Eastern

Claim Details
tni?pg@ Claim Reference Number

25516P00011/CL/16Q02/15

Claim Type

Interim

Claim Schedule

quarterly

Irregularities
Procurement Register
Asset Register

Claim Quarter
[a2

* Claim Year
2016

|:| Nil Claim

Go To Upload transactions (this will save the form first)

Go To Upload participant data (this will save the form first

Claim progress report (this will save the form first)

Submit Claim Save

You will then be presented with the following screen. Click browse and find your
exported version of the PDS file you wish to upload jy see Annex 2 for further
information on how to prepare a PDS.

5 GOV.UK E-CLAIMS

FAQ Contac’Us Logout(danm-external@DATAMARTPERF.LOCAL)
Applicatiors

210N Thisis a new service - your feedback will help/s to improve it.

Home - Manage Project » Claim Schedule aim - Claim Participant Data Upload

Selection and validation

Select a file to import:

File can be an Excel 2007 (.xlsy) or a plain zip archive of XML documents

; Browse...
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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.

T The ARow n o0 exkcelbpaeadsheet rovonumnberenot the Line

number
1T The AFieldo relates to the column header
T The fiMessageo provides a description of

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.
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