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LEAD PARTNER MANUAL
New Website Features for Project Pages: Events, Project updates and Results

This document provides a short overview of the three newly introduced functions available to all Lead
Partners on the Programme website. Each feature is designed to support structured communication,
visibility, and the transparent presentation of project results.

1. Registering Project Events

Lead Partners can now register events related to their project directly through their admin interface:
https://next.huskroua-cbc.eu/bpadmin/sen_menu_project/

Registering Project Events - Recommended practice
To ensure up-to-date visibility of project activities, Lead Partners shall register all project-related events -
including events organised by project partners - before the event takes place.
This helps maintain a complete and accurate overview of Programme-Llevel activities.

Where to find it
In your admin panel, a new menu item is available: Project Events
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How to add an event
Select Add New Event and fill in:
e Eventtitle
e Date (one or multiple days)
e Location or“Online event” tick-box
e Short description (200-400 characters)
e Attachments (PDF/JPG/PNG, max. 1-2 files, 10 MB each)
Your project acronym and title appear automatically based on your login.

Approval process
e Submitted events receive status Pending approval.
e The Joint Secretariat reviews and approves them.

e Onceapproved, the event appears automatically: in the Programme Calendar and on your project
subpage.
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Event detail page
All approved events have a dedicated page displaying:
e eventinformation,
e attached documents,
e and a “Related Project” block linking to your project page.

2. Uploading Project Content: Gallery, Updates & Publications

Project pages now support additional content types to improve visibility and reporting.
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Uploading Project Content - Recommended practice

Lead Partners shall keep their project subpage continuously updated throughout project
implementation (gallery, news/progress updates, publications).
Towards project closure, please ensure that your project page reflects the full implementation, key

activities, main outputs and relevant communication materials.

2.1 Gallery (multiple images)

You can upload several images to visually document your project’s progress:
e JPG/PNG
e drag &drop ordering
e delete orreplace images anytime

2.2 Progress Updates/News
A simple way to post short news or updates.
Each update contains:
o title
e short description (approx. 500-1500 characters)
e optionalimage orvideo
Updates appear in chronological order on your project page (newest first).

2.3 Publications, studies (PDF documents)
You may upload:
e pressreleases
e newsletters
e other project-related publications, studies
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3. Capitalisation Sidebar

Each project page now includes a Capitalisation Sidebar highlighting your key results.

Lead Partners can edit Project results information in the menu point titled My projects. In the list view,
there is an icon Set status/results, where you need to add:

e capitalisation filter (selecting one or more filter(s) out of the six pre-defined categories

e shortdescriptions of results (max. 500 characters)

Purpose

The sidebar ensures that:
e project results are visible and easy to reuse,
e capitalisation contentis presented in a structured, long-term way,
e the Programme can showcase high-value results to stakeholders.

Capitalisation Sidebar - Recommended practice
The capitalisation section is best completed towards the end of the project, once results are
consolidated. Lead Partners may also update this section after project closure if additional results
become measurable or are taken up by other organisations.
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Support
If you have questions or need assistance, please contact the JS by e-mail (info@huskroua-cbc.net).
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