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First Level Controller Registration (Sign Up)

Select the option Controller

National Body, Country, MIS, Beneficiary  
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First Level Controller Registration (Sign Up)
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Controller fills in the application form

National Body informs MA about certified 
Controllers 

MA approves Controller's application 

Email sent by the system to the Controller 
with username & password

Controller fills in the application form

National Body informs MA about certified 
Controllers 



Log in to the system (Sign In)
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Suggested browser: Google Chrome (v4.0  and subsequent)
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1 – Change Password 
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Choose “Change Passphrase” in order to apply a new, 
easy for you to remember, password. To create your 
password you should follow the rules described on the 
screen



2 – User Profile
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Choose “User Profile” in order to change your personal 
information. For example, the address mail used by 
the system for interaction



4 – Projects - Programs

Search Screen
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Table of Expenditures – Process Description
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When beneficiary submits the bulletin an email is sent 
to partner, controller and MA / National Body 



User edits the Bulletin for processing 

Non applicable

Action taken by the Controller in order to 
verify the bulletin and proceed it to the MA

Table of Expenditures – Valid Actions

ONLY the beneficiary can delete a bulletin before 
it's submission 

The MA finalizes the bulletin in order to inform 
the Certification Authority that it is ready to be 
included in a payment request 

Monitoring Information System Office - General Secretariat for Investments and Development - Ministry of Economy & Development

The Controller returns the bulletin to the 
Beneficiary to make corrections 

The Controller contacts the Beneficiary to ask 
for clarifications or documentary evidence

Non applicable

*User has access to specific Actions, restricted by his role to the system

User can ONLY view the Bulletin. No changes 
available



Table of Expenditures – Process Description
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**The bulletin's 
period is 
determined by 
the beneficiary, 
according to dates 
of payment 
documents
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Table of Expenditures – Printable Reports



Save
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Table of Expenditures – The first step -> Save the bulletin

**When the Controller saves the bulletin, it's status change to “Being Processed” and sub-unit D, concerning the FLC, becomes 
visible



Table of Expenditures – a.Insert Document b.Correlation
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The beneficiary fills in one by one the invoices & payment documents 

The beneficiary correlates each invoice with a payment document 
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Attachments

IMPORTANT !!! Don't 
forget to attach your 
CheckList
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Table of Expenditures – Insert Invoices

Depending on the 
document's category 
chosen by the user, 

different fields open for 
completion
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Table of Expenditures – Correlation

User chooses documents 
from the drop down list 

“Number”.
System automatically fills 

in the rest of the fields

Beneficiary selects 
Expenditure Category, 

Deliverable and types the 
Amount relevant to action

Controller fills in the 
“Non-Eligible 

Expenditure” field, if he 
finds 'error' on the 

“Amount relevant to the 
action” submitted by 

beneficiary.
Eligible expenditure is 

calculated automatically 
by the system



Correlate the same Payment Document with different ExpenditureDocuments
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Table of Expenditures – Administrative Verification

When the Controller has 
mentioned Non Eligible 
expenditures in a 
Correlation of section B, he 
must associate the amount 
with one or more findings, 
in section D.
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Table of Expenditures - Contact

Use the Contact form when you 
want to ask extra information or 
attachments by the beneficiary
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Controller checks the TE & completes the unit 
D of the bulletin

MA finalizes the TVE

Beneficiary creates & fills in the TE

Submission of TE (by beneficiary)
*Controller is notified by email

Submission of Expenditures & FLC procedure

Verification of TE (by Controller)
*Beneficiary & MA are notified by email
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