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STEP-BY-STEP GUIDE FOR AMBIS PROCESS 9 – ‘PAYMENTS’ 

There are 4 scenarios possible: 

▪ Scenario 1: the EFU (Budgetary Responsible) launches and approves the project initial payment 

(this is done automatically after the project’s approval!); 

▪ Scenario 2: the EFU (Budgetary Responsible) launches and approves an intermediary payment 

(this is done automatically in case the beneficiary has submitted a financial report in AMBIS 

and in case the Project Manager has added the ‘reported amounts’ in process 5 (‘control’)!); 

▪ Scenario 3: the EFU (Budgetary Responsible) launches a manual payment request; 

▪ Scenario 4: the beneficiary asks to launch a manual payment request. 

Attention: launching a manual payment request will only be possible after a project has been officially 

approved in process 4 (i.e. proposal analyzation & selection by the EFU)! 

Scenario 1 – Project Initial Payment 

1. After the official approval of the project in process 4, a new task named ‘Project Initial Payment 

– Define Amount to Pay and Generate PO’ will have appeared in the ‘Work’ overview of the 

Budgetary Responsible. 

 

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 will see the tab ‘Amount To Pay’, the tab ‘Payments History’, the tab ‘Approvals’ and 

the tab ‘Payment Attachments’. 

In the tab ‘Amount To Pay’, you will see that some fields are pre-filled and cannot be modified (i.e. this 

is information coming from the project approval process). In this step, the Budgetary Responsible is 

expected to manually fill out the field ‘Amount to Pay’. It is also possible to add a comment in the 

‘Explanation’ field (in case the amount is smaller than the calculated amount, it is even mandatory to 

add a comment).  

 

Depending on the project type (‘internal’ vs ‘external’), the Budgetary Responsible will also be 

expected to add a ‘PO Number’ as well as the ‘name of the titular account’. This information will only 

be asked for ‘external’ projects. 
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In the tab ‘Payments History’, you will see an overview of the different payments made in the context 

of the project in question, and their related information (payment order reference, date of creation, 

type of payment order, amount, etc.). 

 

In the tab ‘Approvals’, you will every time see the history of approvals in the different steps of the 

process. This is mainly for information purposes. 

In the tab ‘Payments Attachments’, you should normally have the option to select the right ‘payment 

template’ (for respectively ‘internal’ and ‘external’ payments).  

 

When clicking on the template in question, a pop-up window will open.  

After clicking on ‘Generate’, AMBIS then automatically generates a ‘note for payment’ template, based 

on the information available in the system. It will then be possible to download this note and make 

adjustments to it, if necessary. For the moment, this document generation feature has not yet been 

implemented yet. 
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In this step, you are also expected to add a mandatory annex, as pre-defined in the AMBIS backbone: 

o Draft pdf-version of the ‘OUT’, consisting of (1) Note for payment; (2) Payment checklist; (3) 

Proof of the legal basis (for example Ministerial subsidy decree of the project in question). 

You also have to option to add other relevant documents, if necessary. 

You can then choose to either ‘Submit’ or ‘Postpone’ the task.  

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. 
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When clicking 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 EFU Team Manager. 

2. In the EFU Team Manager account, a new task named ‘Project Initial Payment – Validate Orders 

and Amount to Pay’ 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 same tabs as the EFU Budgetary Responsible (tab ‘Amount 

To Pay’, tab ‘Payments History’, tab ‘Attachments’ and tab ‘Approvals’). You should also be able to 

consult all the uploaded documents. 

At this stage of the process, the EFU Team Manager only has the option to either ‘Request Changes’, 

‘Postpone’ or ‘Approve’. 

 

A/ In case of clicking on ‘Request Changes’, you will see the following pop-up message: 
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You then have the option to add a comment. After clicking on ‘Submit’, your current screen will close 

and you will be redirected to the main AMBIS screen. A new task named ‘Project Initial Payment – 

Define Amount to Pay and Generate PO’ will have appeared in the AMBIS-account of the Budgetary 

Responsible. You will then have to go through step 1 again. 

B/ In case of clicking immediately 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 Budgetary 

Responsible. 

3. In the Budgetary Responsible account, a new task named ‘Project Initial Payment – Enter 

Payment Information’ 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 will notice a new tab titled ‘Payment Info’, in addition to the already existing tabs 

‘Amount To Pay’, ‘Payments History’, ‘Approvals’ and ‘Attachments’. 

In the tab ‘Payment Info’, the Budgetary Responsible is expected to indicate whether the payment has 

been executed (YES / NO).  

 

In case ‘No’ is selected, the Budgetary Responsible can add a reason for non-execution. 

In case ‘Yes’ is selected, the Budgetary Responsible can add a date in the field ‘Date of payment / Date 

of redistribution’, as well as the amount paid in the field ‘Paid amount of the payment’. For accounting 

purposes, you are expected to select a year for both the fields ‘BE accounting year’ and ‘EC accounting 

year’. Lastly, the Budgetary Responsible also has the option to add a comment in the field ‘Explanation’.  
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In the tab ‘Approvals’, the Budgetary Responsible can – if needed – check the process approval history. 

It is also mandatory to add certain additional documents in the tab ‘Attachments’: 

o A signed pdf-version of the previously uploaded ‘OUT’; 

o In case of a payment executed, you will also need to add the proof of payment as an extra 

attachment. 

You can then choose to either ‘Submit’ or ‘Postpone’ the task.  

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

screen. Then there are 2 options: 

a) In case the ‘Total paid amount of the payment’ = ‘Calculated amount of Payment Order’: the 

process ends! 

b) In case the ‘Total paid amount of the payment’ < ‘Calculated amount of Payment Order’: the 

process continues and a new task titled ‘Project Initial Payment – Define Amount to Pay and 

Generate PO’ will appear in the AMBIS-account of the Budgetary Responsible! You will then 

have to go through the entire process once more, and this until the entire amount of the 

calculated payment order has been effectively paid. 

------------------------------------------------------------------------------------------------------------------------------------- 

After clicking on ‘Submit’, there are several options: 

▪ in case the payment has been executed and in case it is an external correction, the payment 

receives a reference and becomes available in the payment section of the beneficiary; 

o an e-mail is also being sent to the beneficiary (contact persons) in order to inform him! 

▪ in case the payment has not been executed, the payment does not become available in the 

payment section; 

▪ in case it is an internal correction, the information is saved in the database, but does not 

become available in the payment section. 

-------------------------------------------------------------------------------------------------------------------------------------- 

!! END OF THE PROCESS !!   
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Scenario 2 – Intermediary payment: 

1. After the beneficiary has submitted his / her financial report in AMBIS and after the EFU Project 

Manager has introduced the reported amounts in process 5 (‘control’), a new task named 

‘Intermediary Payment – Enter Payment Info’ will have appeared in the ‘Work’ overview of the 

Budgetary Responsible. 

 

 

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: 

 

 



Federale Overheidsdienst Binnenlandse Zaken 

Cel EU Fondsen 

 

 

 

In this step, you will see the tab ‘Reported Amounts’, the tab ‘Payment Information For Cut Off Date’ 

and the tab ‘Payment Attachments’. 

In the tab ‘Reported Amounts’, you will be able to see the amounts reported by the beneficiary for 

the most recent reporting period. In line with article 11 of the Ministerial Decree, you will then be able 

to calculate (outside AMBIS) whether or not the beneficiary has consumed at least 60 % of the already 

paid out advances (i.e. requirement for paying out another linear advance). 

In the tab ‘Payment Information For Cut Off Date ’, you will first have to indicate whether the payment 

was executed or not by activating the ‘Yes’ / ‘No’ button. 

 

In case of non-execution, you will have to indicate a reason in the corresponding text box. For example, 

no payment has been executed because the 60 % threshold requirement has not been met. 

In case of an executed payment, you will have to fill-in the following information: 

- Date of payment; 

- Paid amount of the payment; 

- BE accounting year; 

- EC accounting year; 

- Comment; 
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When clicking on ‘Submit’, you will see the following pop-up: 

ADD PRINTSCREEN OF 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 Team Manager. 

2. In the EFU Team Manager account, a new task named ‘Intermediary Payment – Validate 

Payment’ 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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As an EFU Team Manager, you will see the same tabs as the EFU Budgetary Responsible (tab ‘Reported 

Amounts, ‘tab ‘Payment Information For Cut Off Date’, tab ‘Attachments’, tab ‘Payments History’, and 

tab ‘Approvals’). You should also be able to consult all the uploaded documents. 

At this stage of the process, the EFU Team Manager only has the option to either ‘Request Changes’, 

‘Postpone’ or ‘Approve’. 

 

A/ In case of clicking on ‘Request Changes’, you will see the following pop-up message: 

 

You then have the option to add a comment. After clicking on ‘Submit’, your current screen will close 

and you will be redirected to the main AMBIS screen. A new task named ‘Intermediary Payment – Enter 

Payment Info’ will have appeared in the AMBIS-account of the Budgetary Responsible. You will then 

have to go through step 1 again. 

B/ In case of clicking immediately on ‘Approve’, you will see the following pop-up: 

ADD PRINTSCREEN OF POP-UP 
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After clicking on ‘OK’, your current screen will close and you will be redirected to the main AMBIS 

screen. The process has ended. 

In addition, an e-mail will be send to the beneficiary (contact persons) in order to inform them. 

 

!! END OF THE PROCESS !!   
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Scenario 3 – Manual payment request from EFU side: 

In the Dashboards section, go to ‘Projects Overview’. Then look for the project in question for which 

you want to launch a manual payment request. 

 

When you have found the project in question, click on the 2nd blue button from the left, titled 

‘View Payment Orders’. 

 

After clicking on ‘View Payment Orders’, you will see the following screen: 

 

In order to launch a ‘manual payment request’, click on the green button ‘Launch Manual Payment’. 

You will get the following pop-up message, saying “A new process was initiated: Instance number: 

[NUMBER]”. 
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After clicking on ‘OK’, go back to your Workflow’ and look for the task in question. 

1. In the account of the responsible EFU staff member / Budgetary Responsible, a new task named 

‘Manual Payment Request (Budgetary Responsible) – Enter Manual Payment Information’ 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 will see the tab ‘Enter Manual Payment Information’ and the tab ‘Attachments’. 

As a Budgetary Responsible, you are expected to add the following information in the tab ‘Enter 

Manual Payment Information’: 

▪ enter the payment amount (both positive and negative amounts are possible); 

▪ select whether the correction is ‘Internal’ or ‘External’; 

▪ select the ‘type of correction’ from the drop-down menu: ‘Audit correction’, ‘Commission 

correction’ or ‘Other correction’; 

▪ add a comment in the field 'Explanation for correction'. 

It is also possible to add relevant documents in the tab ‘Attachments’. In this step, you are expected 

to add a mandatory annex, as pre-defined in the AMBIS backbone: 

o Draft pdf-version of the ‘OUT’, consisting of (1) Note for payment; (2) Payment checklist; (3) 

Proof of the legal basis (for example Ministerial subsidy decree of the project in question). 

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. 

 

You can then choose to either ‘Submit’ or ‘Postpone’ the task.  
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When 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.  

2. A new task named ‘Manual Payment Request (Budgetary Responsible) – Pending Payment’ 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 addition to the previous tabs ‘Enter Manual Payment Information’ and ‘Attachments’, you will have 

noticed that 2 extra tabs have been added to your screen: 

▪ tab ‘Pending Payment; 

▪ tab ‘Approvals’, where you will be able to consult the approval history. 

Go to the tab ‘Pending Payment’, where you will see the following screen: 

 

In this step, the Budgetary Responsible is expected to indicate whether the payment was executed 

(YES / NO). In case ‘Yes’ is selected, the Budgetary Responsible can add a payment date in the field 

‘Date of payment’.  

The Budgetary Responsible also has the option to add a comment. It is also mandatory to add certain 

additional documents in the tab ‘Attachments’: 

o A signed pdf-version of the previously uploaded ‘OUT’; 

o In case of a payment executed, you will also need to add the proof of payment as an extra 

attachment. 
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You can then choose to either ‘Submit’ or ‘Postpone’ the task.  

When 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.  

-------------------------------------------------------------------------------------------------------------------------------------- 

After clicking on ‘Submit’, there are several options: 

▪ in case the payment has been executed and in case it is an external correction, the payment 

receives a reference and becomes available in the payment section of the beneficiary; 

o an e-mail is also being sent to the beneficiary (contact persons) in order to inform him! 

▪ in case the payment has not been executed, the payment does not become available in the 

payment section; 

▪ in case it is an internal correction, the information is saved in the database, but does not 

become available in the payment section. 

-------------------------------------------------------------------------------------------------------------------------------------- 

!! END OF THE PROCESS !! 
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Scenario 4 – Manual payment request from beneficiary side: 

In the Dashboards section, go to ‘Projects Overview For Beneficiaries’. Then look for the project in 

question for which you want to launch a manual payment request. 

 

When you have found the project in question, click on the 2nd blue button from the left, titled 

‘View Payment Orders’. 

 

After clicking on ‘View Payment Orders’, you will see the following screen: 

 

In order to launch a ‘manual payment request’, click on the green button ‘Launch Manual Payment’. 

You will then see the following pop-up message:  
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After clicking on ‘OK’, go back to your Workflow’ and look for the task in question. It might be useful 

to note down the instance number. 

1. In the account of the beneficiary, a new task named ‘Manual Payment Request (Beneficiary) – 

Download template + Upload file’ 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 download the manual payment template via the green button ‘Template’ (see 

example below).  

 

After filling out the document, you will then be required to upload the filled-in template. 



Federale Overheidsdienst Binnenlandse Zaken 

Cel EU Fondsen 

 

 

 

You can then choose to either ‘Submit’ or ‘Cancel’ the task.  

 

When clicking on ‘Submit’, you will see the following message: 

 

After clicking on ‘Yes, submit the payment request’, 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.  

2. In the account of the responsible EFU staff member / Budgetary Responsible, a new task named 

‘Manual Payment Request (Beneficiary) – Accept/decline motivation’ 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, the Project Manager / Budgetary Responsible is able to consult the uploaded files by the 

beneficiary. He / she can also upload additional attachments, if necessary, in the tab ‘Attachments’. 

For example, it is possible to already upload the draft pdf-version of the ‘OUT’, consisting of (1) Note 

for payment; (2) Payment checklist; (3) Proof of the legal basis (for example Ministerial subsidy decree 

of the project in question). 

The Project Manager / Budgetary Responsible is then expected to approve or reject the manual 
payment request. He / she also has the option to add a comment in the ‘Comment’ field. 

 

a) In case the Project Manager / Budgetary Responsible rejects the request, the following pop-up 
message will appear: 

 

The Project Manager / Budgetary Responsible is then expected to provide a reason for rejecting the 
request. After clicking on ‘Submit’, you will see the following message: 
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In addition, an e-mail will be send to the beneficiary (contact persons) in order to inform them. 

b) In case the Project Manager / Budgetary Responsible approves the request, 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.  

3. In the account of the Budgetary Responsible, a new task named ‘Manual Payment Request 

(Beneficiary) – Enter payment info’ 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, the Budgetary Responsible is expected to indicate whether the payment was executed 

(YES / NO).  

In case ‘No’ is selected, the Budgetary Responsible can add a reason for non-execution. 

In case ‘Yes’ is selected, the Budgetary Responsible can add a payment date in the field ‘Date of 

payment’, as well as the amount paid in the field ‘Enter the amounts paid’. The Budgetary Responsible 

also has the option to add a comment.  

It is also mandatory to add certain additional documents in the tab ‘Attachments’: 

o A signed pdf-version of the previously uploaded ‘OUT’; 

o In case of a payment executed, you will also need to add the proof of payment as an extra 

attachment. 

When 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.  

!! END OF THE PROCESS !! 


