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CONNECTION

> Online access to the IMT : https//www.cdc-imt.com

To access your individual account, 
please enter your login and
password communicated by CDC, 
and click on ‘Enter’ button
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HOME PAGE

� When logging in as a Team Leader , you access 
the following menu:

‘My Profile’ gives you access to your details and 
allows you to change your password (see p 5-6)

‘My Activities’ gives you access to the input 
screens (see p 8-16)

‘My Community’ gives you access to the names of 
all project researchers in alphabetical or 
institutional order (see p 17)

‘My Project’ offers a summary of the general 
characteristics of the project, including useful 
documents: User Guide, Financial Guidelines, etc. 
(see p 7)

‘Approval’ allows you to validate researchers’
timesheets (see p 18)

‘Recap’ gives you aggregate figures for the period: 
time, costs, etc. (see p 23)

‘Calculation Grid’ gives you the possibility:

1/ To enter researchers’ daily costs (see p 19-20)

2/ To enter the appropriate overheads ratio - only 
for FC partners (see p 21)

3/ To adjust manpower costs at the end of the 
period (p 22)
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MY PROFILE: My details

‘My details’ tab displays your 
personal details.

You can complete or update your 
details.
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MY PROFILE: My password

‘My password’ tab allows you to 
customize your password
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MY PROJECT 

On the main tool bar, ‘My Project’
tab gives you a summary of the 
general characteristics of the project, 
including useful documents like, for 
example:

-IMT User Guide

-Financial Guidelines
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MY ACTIVITIES: Active tasks 

On the main tool bar, ‘My Activities’ tab allows you to display the list of the active tasks in which people from your unit are 
involved in. In IMT, each member of the project may only be assigned to specific tasks not to the totality of the tasks of the 
project.
To update your list, please contact us.

‘Timesheet’ allows the recording of time spent by a 
researcher on a specific task (see 9-10)

‘Summary’ gives you a summary of time inputs for the 
period (see p 11 )

‘Monthly Unit Form’ allows the recording of time spent by 
all  unit’s members, on a monthly basis. (see p 12-13 )

‘Expenditures’ tab or "Euro” icon  record expenses on
corresponding tasks (see p 14-15)

‘Comments per WP’ tab or "Euro” icon  record expenses on
corresponding tasks (see p 16)
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On the ‘Timesheet’ tab, to record  time 
for team
members, please select :

- Researcher’s name

- Task

- Then click on ‘Select’

When the appropriate page is 
displayed, click on the ‘Edit’ icon for 
the appropriate  month.

MY ACTIVITIES: Timesheet (1/2)

‘Print button has been included to edit 
your timesheet
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MY ACTIVITIES: Timesheet (2/2)

When ‘Timesheet’ page is displayed, 
please record in columns: 

- ‘Person Days’ : Total time spent in 
project research area  

- ‘Of which integration’ : Integration 
time spent on specific activities 
described in JPA

- ‘Comment’ (optional)

- ‘Doc’ :  Attachment (optional) 

- ‘Save’ your input 
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MY ACTIVITIES: Summary

Click on ‘Summary’ tab to consult  
researchers’ global inputs

- Select the beginning and the end of the 
period to be checked

- Choose in ‘Task’ box or  ‘WP’ box 
appropriate Task or  Workpackage. You can 
as well focus on a researcher.  

- Click on ‘Select’ button to validate

Aggregate figures for the selected period  
are displayed on drop dawn list

Click on the ‘clock’ icon to access to 
corresponding detailed timesheet

‘Print’ button available, as well as ‘Export 
on Excel File’ option
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MY ACTIVITIES: Monthly unit form
(1/2)

Select ‘Monthly unit form’ tab to record time for 
unit’s members on a monthly basis.

Then select:

- Month 

- Researcher’s name

- And click on ‘Select’ to validate your choice

When page is displayed, select appropriate task in 
the list.

- Click on ‘Edit’ button to complete time on the 
selected task
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MY ACTIVITIES: Monthly unit form
(2/2)

When Timesheet is displayed, record  in 
columns:

- ‘Person Days’ : Total time spent in project 
research area

- ‘Of which integration’ : Integration time 
spent on specific activities described in JPA

- ‘Comment’ (optional)

- ‘Doc’ : Attachment (optional) 

- Then ‘Save’ your input 

‘Print button has been included to edit your 
timesheet
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MY ACTIVITIES: Expenditure (1/2)

Select ‘Expenditures’ tab to record your unit’s 
expenditures.

Then select appropriate task from list

When page is displayed, click on ‘Add a new 
expenditure’ to record a new input  on the selected 
task.

Click on ‘Edit’ button to have access to the 
corresponding expenditure sheet

And click on ‘Select’ to have access to the 
expenses already recorded on the selected task in 
the bottom list
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MY ACTIVITIES: Expenditure (2/2)

When the expenditure sheet is displayed, 
add a new expense by selecting:

- ‘Month’

- ‘Type of expenditure’ : Equipment, 
Travel,  Subcontracting, Consumables, 
Other.

- ‘Amount’

- ‘Depreciation on the period’ amount:
for equipment expense only

- ‘Comment’ and document’s attachment 
(optional)

- ‘Doc’: attachment (optional)

- ‘Save’ your input 



Information Management Tool16

MY ACTIVITIES: Comments per WP

At the end of each period, make a brief 
comment on the activity of your unit for 
each workpackage in which it was involved 
(EC request).

To do so, please select ‘Comments per 
WP’ tab.

NEW!

New field to record comments per WP!

On the combo list, select ‘Time per WP’ to 
enter your comment at the workpackage 
level

- Click on ‘Edit’

- Write your comment on selected 
workpackage 

- ‘Save’ your input
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MY COMMUNITY

On the main tool bar, ‘My Community’
tab gives you access to: 

-Alphabetical list of project researchers

-E-mail addresses of project researchers

You can display this information sorted 
out by contractor by clicking on ‘Unit’

You can ‘Export on Excel File’ this list 
by clicking on the corresponding button
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APPROVAL

On the main tool bar, select ‘Approval’ tab to 
validate all inputs of your unit  members

To validate the researchers' inputs, please 
begin by selecting the month . When page is 
displayed click on either :

- ‘Approve all’ inputs
Or

- ‘Edit’ to approve individual researchers’ inputs

Note: Inputs cannot be changed once validated  
by Team Leader and Work Package Leader. To 
cancel validation please contact coordinator

When approving an input one by one, click on
‘Save’ to validate your input
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On the main tool bar, ‘Calculation Grid’ page 
‘Daily costs’ tab allows you to record:

- Daily costs

- Permanent & non permanent Staff
(AC Partners only – see next page ) 

CALCULATION GRID: Daily costs
FC/FCF Partners

Thus, for  FC and FCF partners, on ‘Daily Cost’
tab :

Either

- Select the appropriate researcher category
and record the average daily cost 
- Click on ‘Apply’ to validate your input 

Or 

- Click on ‘Edit’ to record the daily cost for each
individual researcher.

NEW!

Now you can record these data per period!
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CALCULATION GRID: Daily costs
AC partners

For AC partners only, on ‘Daily Costs’ tab:

Follow the same instructions as described in the 
previous slide to record daily costs. 

The main difference is that you have to inform on 
who is permanent staff or non-permanent staff, 
eligible manpower amount depending on this 
status:

- select ‘Staff’ for permanent staff 
or

- select ‘Non Staff’ for  non permanent staff 

- ‘Save’ your input

NEW!

Now you can record these data per period!
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Once ‘Calculation Grid’ tab selected on the main tool 
bar, ‘Overheads’ sub-tab allows you to record - for FC 
partners only - a ratio applicable for calculation of your 
unit  overheads.

Then, following your usual accounting principles, enter 
the ratio either in: 

- ‘All direct costs except subcontracting’, or

- ‘Unit manpower cost only’, or 

- A fixed lump sum.

‘Save’ your input

CALCULATION GRID: Overheads

For AC and FCF partners, overheads are calculated 
on a basis of 20% of the amount of direct costs. IMT 
will estimate it automatically for you, displaying this 
message on ‘Overheads’ sub-tab
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CALCULATION GRID: Manpower 
adjustment

At the end of a period, you can now adjust 
your manpower cost estimated during the 
year, in order to make it fitting perfectly the 
real manpower cost declared in your cost 
statement (Form C).

To do so, please click on ‘Manpower 
adjustment’ tab.
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RECAP TABLES

On the main tool bar, ‘Recap’ tables display a 
summary of all recorded inputs for a selected 
period – current one by default:

Time Table : Possibility to select the list per tasks 
or Workpackages

Manpower costs : Possibility to select the list 
per task or workpackage

Costs Table : Possibility to select the list per 
Tasks, WP, Types of Activity, Types of Costs or 
Types of Activity +Type of Costs

Instalments : Summary of funds received by the  
unit

You can ‘Export on Excel File’ all these tables 


