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Please note you are required to fill 
in the first box ‘Amount 

Requested’ which is the total sum 
requested. 

As shown in the picture, the 
maximum amount is €5,000. 

Fill in each box from A to F in 
sequence, the total of which 

needs to match the total request 
in Question 1. 
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As shown in picture A, kindly click 
the ‘Add Item’. 

 

 
 

This will open a new ‘Describe’ 
and ‘Amount’ box. This will show 

under each section, as seen in 
picture B.  

 

 

Please input the required 
information as shown in picture C. 

This is required for every type of 
cost, even if the amount is €0. 

A 

B 

C 
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As per picture, if you do not have 
any costs such as ‘Hospitality’, 

‘Marketing’, ‘Staff’ and 
‘Infrastructure’, you are still 

required to indicate as shown in 
the picture. 

For ‘Indirect Costs’ input the 
amount of €0 if there are none. 

After you have filled these in, you 
may click the ‘Validate and Save 

Changes’. 
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Once you have clicked the 
‘Validate and Save Changes’ it 
will give an error as shown in the 
example picture. To fix this you 

will be required to remove the N/A 
services, shown in the next step. 
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Click the ‘Remove’ button and you 
will see the €0 move in the above 

box. 

Kindly input in the ‘Indirect Costs’ 
€0 and click the ‘Validate and 

Save Changes’ box. 
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This will give you the Success 
dialogue box as shown. And the 

Budget will look as shown. 


