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STEP-BY-STEP GUIDE FOR AMBIS PROCESS 10 – ‘CONTENT AND 

INDICATORS CONTROL’ 

1. Beneficiary 

As a beneficiary, log in to your AMBIS account with your username and password. 

2. Beneficiary ‘Content and Indicators Control – Fill in indicators’ 

A new task named ‘Content and Indicators Control – Fill in indicators’ will have appeared in your 

‘Work’ overview. 

 

After clicking on this task, you will be redirected to a new screen, which looks as follows: 

 

In this step, you will see the following tabs: 

▪ Tab ‘Result and Output Indicators’; 

▪ Tab ‘Activities’; 

▪ Tab ‘Attachments’. 

In the tab ‘Result and Output Indicators’ as well as in the tab ‘Activities’, you are expected to add for 

each indicator the actual numbers in the column ‘Reported Number’. 

It is also possible to download the ‘reporting template’ by clicking on the green button ‘Template’. 

After filling out all relevant information, you are then expected to upload this ‘reporting document’ in 

the tab ‘Attachments’. 
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After clicking on ‘Submit’, you will see the following pop-up: 

 

After clicking on ‘OK’, your current screen will close and you will be redirected to the main AMBIS 

screen. The next task will appear in the AMBIS-account of the EFU staff member. 

The rest of the process depends on whether it concerns an intermediary report (scenario 1) or a final 

report (scenario 2). 
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Scenario 1: in case of an intermediary report 

3. EFU staff member 

As an EFU staff member, log in to your AMBIS account with your username and password. 

4. EFU staff member‘ Content and Indicators Control – Upload Control And 

Questions’ 

A new task named ‘Content and Indicators Control – Upload Control And Questions’ will have 

appeared in your ‘Work’ overview. 

 

Select this task by clicking on it. The following message will appear: 

 

Click on ‘Claim task’. This task will now be assigned to you. You will be redirected to a new screen, 

which looks as follows: 
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In this step, the reported numbers and the narrative report have to be checked.  

• If required, you have the option to ask the beneficiary for more information or clarifications: 

1/ In the template ‘Questions - Content Report’  you have to fill out your questions. 

2/ In the tab ‘Attachments’ you have to upload the questions for the beneficiary.  

3/ You are also expected to add a deadline for the beneficiary.  

Once you have completed and uploaded the document with your questions for the beneficiary, you 

may click on the green button ‘Submit’. 

• In case there are no questions, you have the option to click on the red button ‘No Questions’.  

The following pop-up message will appear:  

 

After clicking on ‘Yes, continue without sending questions’, your current screen will close and you will 

be redirected to the main AMBIS screen. A new task will have opened. See Step 6 of this manual. 

In case you realize you do want to ask questions after all, there is another opportunity to do as such 

by clicking on the red button ‘No, I would like to add questions’. 

In case of ‘missing documents’, you will receive a pop-up message informing you of which mandatory 

documents are still to be uploaded in order to be able to proceed. 

 

After clicking on ‘Submit’, you will see the following pop-up in case of an intermediary report: 
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After clicking on ‘OK’, your current screen will close and you will be redirected to the main AMBIS 

screen.  

In addition, an extra e-mail will be sent to the beneficiary in order to inform him about the fact that 

there are questions regarding the content report: 

 

5. Beneficiary Content and Indicators Control – Answer questions’ 

In the beneficiary account, a new task named ‘Content and Indicators Control – Answer questions’ 

will have appeared in the ‘Work’ overview. 

 

After clicking on this task, you will be redirected to a new screen, which looks as follows: 
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In this step, the beneficiary is expected to go to the tab ‘Attachments’.  

The beneficiary is then expected to upload the necessary answers to the questions raised. For this he 

/ she needs to first download the Excel-file with the questions, add the answers / information and then 

save the Excel-file under a different name (e.g. ‘Answers – content report’).  

In a final step, the beneficiary needs to upload the answer document in the tab ‘Attachments’ in AMBIS.  

After uploading, you can click on ‘Submit’. You will then see the following pop-up: 

 

After clicking on ‘OK’, your current screen will close and you will be redirected to the main AMBIS 

screen. The next task will appear in the AMBIS-account of the EFU staff member. 

6. EFU staff member ‘Content and Indicators Control – Upload Updated Control + Add 

Accepted Indicators’ 

In the account of the responsible EFU staff member, a new task named ‘Content and Indicators 

Control – Upload Updated Control + Add Accepted Indicators’ will have appeared in the ‘Work’ 

overview. 

 

Select this task by clicking on it. The following message will appear: 
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Click on ‘Claim task’. This task will now be assigned to you. You will be redirected to a new screen, 

which looks as follows: 

 

In this step, you are expected in both the tab ‘Result and Output Indicators’ and the tab ‘Activities’ to 

add for each indicator the accepted numbers in the column ‘Accepted Number’. 

Also, you are expected to upload the ‘Control - Content Report.xlsx’ in the tab ‘Attachments’. 

After clicking on ‘Submit’, you will see the following pop-up message: 

 

After clicking on ‘OK’, your current screen will close and you will be redirected to the main AMBIS 

screen. 

!! END OF THE PROCESS !! 
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Scenario 2: in case of a final report 

3. EFU staff member 

As an EFU staff member, log in to your AMBIS account with your username and password. 

4. EFU staff member ‘Content and Indicators Control – Upload Control And 

Questions’ 

A new task named ‘Content and Indicators Control – Upload Control And Questions’ will have 

appeared in your ‘Work’ overview. 

 

Select this task by clicking on it. The following message will appear: 

 

Click on ‘Claim task’. This task will now be assigned to you. You will be redirected to a new screen, 

which looks as follows: 
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In this step, you have the option to upload in the tab ‘Attachments’ questions for the beneficiary with 

regard to the reported numbers. You are also expected to add a deadline for the beneficiary.  

In case there are no questions, you have the option to click on the red button ‘No Questions’. You will 

then see the following pop-up message: 

 

After clicking on ‘Yes, continue without sending questions’, your current screen will close and you will 

be redirected to the main AMBIS screen. A new task will have opened. 

In case of ‘missing documents’, you will receive a pop-up message informing you of which mandatory 

documents are still to be uploaded in order to be able to proceed. 

 

In case you do have questions, you will see the following pop-up in case of a final report after clicking 

on ‘Submit’: 
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After clicking on ‘OK’, your current screen will close and you will be redirected to the main AMBIS 

screen.  

In addition, an extra e-mail will be sent to the beneficiary in order to inform him about the fact that 

there are questions regarding the content report: 

 

5. EFU staff member ‘Content and Indicators Control – Indicate Whether Target 

Group’ 

A new task named ‘Content and Indicators Control – Indicate Whether Target Group’ will have 

appeared in your ‘Work’ overview. 

 

Select this task by clicking on it. The following message will appear: 
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Click on ‘Claim task’. This task will now be assigned to you. You will be redirected to a new screen, 

which looks as follows: 

 

In this step, you are expected to indicate in both the tab ‘Result and Output Indicators’ and the tab 

‘Activities’ for each indicator whether or not the ‘target group’ needs to be controlled. You do this 

simply by clicking on the box: 

Attention: This refers to the primary target group, not the secondary one. 

In case you decide to activate the ‘target group control’, process 7 – and thus a new task in your work 

flow – will be automatically started. For more details on this, please consult the manual on process 7. 

After clicking on ‘Submit’, your current screen will close and you will be redirected to the main AMBIS 

screen.  

In case you uploaded a series of questions, the next task will appear in the AMBIS-account of the 

beneficiary (see step 6). 

In case you opted for ‘No Questions’, the process will immediately jump to step 7 (i.e. in the account of 

the responsible EFU staff member). 
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6. Beneficiary account ‘Content and Indicators Control – Answer questions’ 

In the beneficiary account, a new task named ‘Content and Indicators Control – Answer questions’ 

will have appeared in the ‘Work’ overview. 

 

After clicking on this task, you will be redirected to a new screen, which looks as follows: 

 

In this step, the beneficiary is expected to go to the tab ‘Attachments’, where it will be possible to 

upload a document with answers to the questions raised by the EFU. 

After uploading, you can click on ‘Submit’. You will then see the following pop-up: 

 

After clicking on ‘OK’, your current screen will close and you will be redirected to the main AMBIS 

screen. The next task will appear in the AMBIS-account of the EFU staff member. 

7. EFU staff member‘ Content and Indicators Control – Upload Updated Control + Add 

Accepted Indicators’ 

In the account of the responsible EFU staff member, a new task named ‘Content and Indicators 

Control – Upload Updated Control + Add Accepted Indicators’ will have appeared in the ‘Work’ 

overview. 
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Select this task by clicking on it. The following message will appear: 

 

Click on ‘Claim task’. This task will now be assigned to you. You will be redirected to a new screen, 

which looks as follows: 

 

In this step, you are expected in both the tab ‘Result and Output Indicators’ and the tab ‘Activities’ to 

add for each indicator the accepted numbers in the column ‘Accepted Number’. 

In addition, in case of a final report, you will have the option to apply a ‘publicity correction’ (standard 

% = 0,00 %). In the ‘Comment’ field, you can then provide an explanation / justification for this applied 

correction. 

 

Also, you are expected to upload the ‘Content Control Excel’ / ‘Overzicht resultaten controle / aperçu 

des résultats du contrôle’ in the tab ‘Attachments’. 
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After clicking on ‘Submit’, you will see the following pop-up message: 

 

After clicking on ‘OK’, your current screen will close and you will be redirected to the main AMBIS 

screen. The next task will appear in the AMBIS-account of the EFU Team Manager. 

8. EFU Team Manager account Content and Indicators Control – Validate  Report’ 

In the EFU Team Manager account, a new task named ‘Content and Indicators Control – Validate  

Report’ will have appeared in the ‘Work’ overview. 

 

Select this task by clicking on it. You will be redirected to a new screen, which looks as follows: 

 

As an EFU Team Manager, you will see the following tabs: 

▪ Tab ‘Result and Output Indicators’; 

▪ Tab ‘Activities’; 

▪ Tab ‘Attachments’. 

▪ Tab ‘Approvals’; 

▪ Tab ‘Publicity Correction History’. 
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In the tabs ‘Result and Output Indicators’ and ‘Activities’, the EFU Team Manager can see the 

‘reported’ and ‘accepted’ numbers for each indicator. In the tab ‘Attachments’, all uploaded 

attachments can be consulted. 

In the tab ‘Approvals’, the EFU Team Manager will see the history of approvals in the different steps 

of the process. This is mainly for information purposes. 

In the tab ‘Publicity Correction History’, the EFU Team Manager can consult the proposed publicity 

correction as applied by the EFU Staff Member. 

At this stage of the process, the EFU Team Manager only has the option to either select ‘Rework 

needed’ or ‘Approve’. 

 

In case of selecting ‘Rework needed’, you will see the following pop-up message: 

 

The EFU Team manager then has the option to add a comment here. After clicking on ‘Submit’, your 

current screen will close and you will be redirected to the main AMBIS screen. The process will then 

return to step 7 (see above), with a new task named ‘Content and Indicators Control – Upload Updated 

Control + Add Accepted Indicators’ appearing in the ‘Work’ overview of the responsible EFU staff 

member. It will be possible to consult the comments formulated by the EFU Team Manager in the tab 

‘Approvals’. You are then expected to go through the same steps again. 

In case of immediately clicking on ‘Approve’, your current screen will close and you will be redirected 

to the main AMBIS screen. The next task will appear again in the AMBIS-account of the EFU staff 

member responsible for the content and indicators control process of the project in question. 
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9. EFU staff member ‘Content and Indicators Control – Set Beneficiary Review 

Deadline’ 

‘In the account of the responsible EFU staff member, a new task named ‘Content and Indicators 

Control – Set Beneficiary Review Deadline’ will have appeared in the ‘Work’ overview. 

 

Select this task by clicking on it. The following message will appear: 

 

Click on ‘Claim task’. This task will now be assigned to you. You will be redirected to a new screen, 

which looks as follows: 

 

In this step, you are expected to set a deadline for the beneficiary in order to allow him / her to verify 

the results of the control process. You can also consult all previously filled-in tabs. 
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After having added a deadline, click on ‘Submit’. Your current screen will close and you will be 

redirected to the main AMBIS screen. The next task will appear in the AMBIS-account of the 

beneficiary. 

In addition, an extra e-mail will be sent to the beneficiary in order to ask him to verify the content and 

indicator control: 

 

10. Beneficiary account‘Content and Indicators Control – Check Control’ 

In the beneficiary account, a new task named ‘Content and Indicators Control – Check Control’ will 

have appeared in the ‘Work’ overview. 

 

After clicking on this task, you will be redirected to a new screen, which looks as follows: 
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In this step, the beneficiary has the option to either ‘Agree’ or ‘Disagree’ with the report. The 

beneficiary can also consult all previously filled-in tabs. 

a) In case the beneficiary decides to ‘Agree with Report’, the following pop-up message will appear: 

 

After clicking on ‘Yes, I agree with the report’, the following pop-up message will appear: 

 

After clicking on ‘OK’, your current screen will close and you will be redirected to the main AMBIS 

screen. The next task will appear in the AMBIS-account of the beneficiary and the process will then 

continue with step 13 (see below). 

b) In case the beneficiary decides to ‘Disagree with Report’, the following pop-up message will 

appear: 



Federale Overheidsdienst Binnenlandse Zaken 

Cel EU Fondsen 

 

21 
 

 

As a beneficiary, you are expected to add an ‘explanation’ for your disagreement with the report. You 

can then choose to either ‘Submit’ or ‘Cancel’.  

It is also possible to add extra attachments in the ‘Attachments’ tab. 

If you click on ‘Submit’, your current screen will close and you will be redirected to the main AMBIS 

screen. The next task will appear again in the AMBIS-account of the EFU staff member responsible for 

the content and indicators control process of the project in question.  

The process will then continue as follows: 

11. EFU staff member ‘Content and Indicators Control – Review New Info + Upload 

Questions’ 

In the account of the responsible EFU staff member, a new task named ‘Content and Indicators 

Control – Review New Info + Upload Questions’ will have appeared in the ‘Work’ overview. 

 

Select this task by clicking on it. The following message will appear: 

 

Click on ‘Claim task’. This task will now be assigned to you. You will be redirected to a new screen, which 

looks as follows: 
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In this step, you can consult and review the additional information / documents as uploaded by the 

beneficiary. In addition, you can also consult the reason for disagreeing in the tab ‘Approvals’. 

You are then expected to either formulate any questions you might have by uploading an extra 

attachment in the ‘Attachments’ section, and clicking on ‘Submit’. Alternatively, in case you have no 

questions at all, you have the option to click on the red button ‘No Questions’. 

 

i. In case of ‘No Questions’, you will see the following pop-up message: 

 

After clicking on ‘Yes, I want to proceed without sending questions.’, your current screen will close and 

you will be redirected to the main AMBIS screen. The next task will appear again in the AMBIS-account 

of the EFU staff member responsible for the content and indicators control process of the project in 

question. 
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ATTENTION: in case you have previously indicated that there is a target group in the project, the next 

control task will only become visible after concluding the target group control process (i.e. process 7). 

 

ii. In case of question, you will see the following pop-up message after clicking on ‘Submit’,: 

 

After clicking on ‘OK’, your current screen will close and you will be redirected to the main AMBIS screen. 

The next task will appear in the AMBIS-account of the beneficiary. 

12. Beneficiary account ‘Content and Indicators Control – Answer Questions’ 

In the beneficiary account, a new task named ‘Content and Indicators Control – Answer Questions’ 

will have appeared in the ‘Work’ overview. 

 

After clicking on this task, you will be redirected to a new screen, which looks as follows: 

 

As you have noticed, the beneficiary will immediately be redirected to the ‘Attachments’ tab, where he 

/ she can consult the questions raised by the EFU. 
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In this step, the beneficiary is expected to formulate answers to the questions raised, and this by 

uploading an extra attachment in the ‘Attachments’ section. 

After clicking on ‘Submit’, you will see the following pop-up message: 

 

After clicking on ‘OK’, your current screen will close and you will be redirected to the main AMBIS screen. 

The next task will appear in the AMBIS-account of the EFU staff member responsible for the content 

and indicators control process of the project in question. 

13. EFU staff member‘ Content and Indicators Control – Updated Control + Accepted 

Indicators + Determine Correction Rates’ 

In the account of the responsible EFU staff member, a new task named ‘Content and Indicators 

Control – Updated Control + Accepted Indicators + Determine Correction Rates’ will have appeared in 

the ‘Work’ overview. 

 

Select this task by clicking on it. The following message will appear: 

 

Click on ‘Claim task’. This task will now be assigned to you. You will be redirected to a new screen, 

which looks as follows (in case of an intermediary report): 
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In case of a final report, you will see the following screen: 

 

You will notice that both in the tab ‘Result and Output Indicators’ and in the tab ‘Activities’, an extra 

column named ‘correction percentage’ became visible (for each indicator). 

In addition, in case of a final report, an extra column named ‘Final accepted amounts’ became visible: 

In this step, you are then expected to: 

▪ Verify and if necessary modify / change the originally proposed publicity correction (%); 

▪ In the optional ‘Comment’ field, you can then again provide an explanation / justification for 

this applied correction. 

▪ In case of a ‘target group’ in the project, you can add the ‘overall target group correction’ here 

(in the form of a percentage (%)). 

▪ In case of a final report, you will also have to determine the ‘final accepted amounts’. 



Federale Overheidsdienst Binnenlandse Zaken 

Cel EU Fondsen 

 

26 
 

After clicking on ‘Submit’, you will see the following pop-up message: 

 

After clicking on ‘OK’, your current screen will close and you will be redirected to the main AMBIS 

screen. The next task will appear in the AMBIS-account of the EFU Team Manager. 

14. EFU Team Manager account ‘Content and Indicators Control – Validate Report’ 

In the EFU Team Manager account, a new task named ‘Content and Indicators Control – Validate 

Report’ will have appeared in the ‘Work’ overview. 

 

Select this task by clicking on it. You will be redirected to a new screen, which looks as follows: 

 

As an EFU Team Manager, you will be able to consult all the previous tabs (‘Result and Output 

Indicators’; ‘Activities’; ‘Attachments’; ‘Approvals’; ‘Publicity Correction History’). You will also be able 

to see the applied ‘overall target group correction’, as indicated on the screen. 

At this stage of the process, the EFU Team Manager only has the option to either select ‘Rework 

needed’ or ‘Approve’. 
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In case of selecting ‘Rework needed’, you will see the following pop-up message: 

 

The EFU Team manager then has the option to add a comment here. After clicking on ‘Submit’, your 

current screen will close and you will be redirected to the main AMBIS screen. The process will then 

return to step 13 (see above), with a new task named ‘Content and Indicators Control – Updated Control 

+ Accepted Indicators + Determine Correction Rates’ appearing in the ‘Work’ overview of the 

responsible EFU staff member. It will be possible to consult the comments formulated by the EFU Team 

Manager in the tab ‘Approvals’. You are then expected to go through the same steps again. 

In case of immediately clicking on ‘Approve’, your current screen will close and you will be redirected 

to the main AMBIS screen.  

After concluding the control process, an e-mail will be sent to both the beneficiary as well as the 

responsible EFU Project Manager: 
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!! END OF THE PROCESS !! 


