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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.

BMVI-056-088 - Project Initial Payment - Define Amount to Pay and Generate PO
:’FC]c"l:'. Initia :’9';."I1“El“ti’|'51

Budgetary Responsible

© m Due:Oct 13,2022, 4:34:14 PM

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

Claim Task

BMVI-056-088 - Project Initial Payment - Define Amou...
% Project Initial Payment 1164

Budgetary Responsible
© m Oct13,2022 4:34:14 PM

This task is still unclaimed. When you open this task, it will be assigned to you

) Don't show me this message again.

Cancel Claim Task

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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BMVI-056-088 - Project Initial Payment - Define Amount to Pay and Generate PO

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).

Define amount to pay -

* Amount to pay

50,00 €

Explanation ®

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.

Payment Order Info ~

* PO Number * Name Titular Account

Fospene m
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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.).

ibty (AMIF - ISF - BMVI )

BMVI-056-088 - Project Initial Payment - Define Amount to Pay and Generate PO

amountToPay  Payments History  Appiovals  Payment Atlachments

Payments History

Paymentorder reference  Date of creation Type of paymentorder  Calculated amount of the payment arder Define Amount To Pay Total paid amount of the 1t of the

BMVI-056-085/1 7i Initial payment

S m

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).

BMVI-056-088 - Project Initial Payment - Define Amount to Pay and Generate PO

Amount To Pay PaymenisHisiory  Approvals  Payment Attachments

Attachments

Template

Name Document Type

7

8

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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BMVI-056-088 - Project Initial Payment - Define Amount to Pay and Generate PO

Payment Attachments

| Template

Layout ‘ @ (£3)

Payment document NL V1_External.docx

=) (SIS I RS
AT Federale Overheidsdienst Binnenlandse Zaken
1 Cel Europese Fondsen
AMIF-1SF
1al.docx . .
» nota | ${DateNoteSC}
Aan: Stafdienst Begroting en Beheerscontrole, FOD IBZ
Opdracht tot storting subsidies in het kader van het AMIF-ISF
Onze (project)referentie: ${ProjectCode} Bijlage: ${NumberOfAttachments} =
/S{Project Type}
Uw contactpersoon: S{EUFProjectManager}
1 E-mail: amif-isf@ibz.eu
Geachre,

bD- =~ m B @ Q 1 /2 v

Cancel Generate

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.

BMVI-097-118 - Project Initial Payment - Define Amount to Pay and Generate PO

Missing required documents
Cocument Type
Nota ‘Opdracht tot vrgmaking subsidies' / nate ‘Mise & disposition de subsides'
Checkiist betaling / paiement

Bewijs wetislijke basis / preuve oe base légale
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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. Inthe EFU Team Manager account, a new task named ‘Project Initial Payment — Validate Orders
and Amount to Pay’ will have appeared in the ‘Work’ overview.

BMVI-097-118 - Project Initial Payment - Validate Orders and Amount to Pay
Project Initial Payment:1793

EFU Management Authority Manager

m Due:Nov 7, 2022, 10:23:18 PM

v

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

ibYy (AMIF - ISF - BMVI )

BMVI-097-118 - Project Initial Payment - Validate Orders and Amount to Pay

Project Type (Internal/Extemal)

Internal
Total outstanding negative saldo of previous projects Negative saldo of previous projects to be taken into account in current payment
0,00 € 0,00 €
Commission Contribution % Prefinancing Before Corrections

ve saldo taken into account in current payment % Prefinancing Afier Corrections

100,00%

Define amount to pay

Amount

Explanation @

y sitting forming. Especia
ong in in. Sportsm
fuehs he <rffor famihy actate |

ravourable compliment but thoroughly unreserved saw she themselves. Sufficient impossible him may ten

n raady Timad hiind had now thase nunht eat aften which Or i dull ha chow mars tria |4

©  Fewesichnos S

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’.

@ RewslClenoes restene

A/ In case of clicking on ‘Request Changes’, you will see the following pop-up message:
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BMVI-097-118 - Project Initial Payment - Validate Orders and Amount to Pay|

Add Comment

. S

t payment % Prefinancing AN

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.

BMVI-097-118 - Project Initial Payment - Enter Payment Information
Project Initial Payment: 1793

Budgetary Responsible

_— Due: Nov 14, 2022, 2:15:54 PM

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

Claim Task

BMVI-097-118 - Project Initial Payment - Enter Payme...
E Project Initial Payment:1793

Budgetary Responsible
p = Novi4,2022, 2:15:54 PM

This task is still unclaimed. When you open this task, it will be assigned to you

[J Don't show me this message again.

Cancel Claim Task

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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BMVI-097-118 - Project Initial Payment - Enter Payment Information

@

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).

AMIF-308-506 - Project Initial Paymen\ - Enter Payment Information

AmountToPay  Paymenis Histoy ~ Paymentinfo  Approvals  Altachments

Payment Info

15 the payment executed?

fo 18

Explanation

foe

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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AMIF-309-506 - Project Initial Payment - Enter Payment Information

AmountToPay  PaymentsHistory  Paymentinfo  Approvals  Aftachments s

Payment Info
Is the paymant executed?
©-
* Date of payment / Date of redistribuion * Paid amount of the payment

1676,00 €

Fwes m

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 Asigned 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:

= jn 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 ane-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;
= jn case it is an internal correction, the information is saved in the database, but does not
become available in the payment section.

{1 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.

m=] BMVI-097-118 - Intermediary Payment - Enter Payment Info
=| Intermediary Payment:3103

Budgetary Responsible
© m DueFeb19, 2023 1:15:34 PM

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

Claim Task

BMVI-097-118 - Intermediary Payment - Enter Payme...
E Intermediary Payment:3103

Budgetary Responsible
@ m [eb19.2023 1:15:34FPM

This task is still unclaimed. When you open this task, it will be assigned to you.

[0 Don't show me this message again.

Cancel Claim Task

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

s v AMIF - ISF - BMVI )
|b1‘-;¢:«ﬂallanunm AMIES 8= ML)

BMVI-097-118 - Intermediary Payment - Enter Payment Info

“Type « Raported Amourt To be controlled amount (reported + previously

ety * Postponed amount Controlied amount
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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.

[,
b2 [l st v (AMIF - ISF -BMVI)

n Yannick Ghelen = BMVI-097-118 - Intermediary_anment - Enter Payment Info

Edi Profle  Log Out

[BEELETLEY Reportad Amounts. Payment Information For Cut Off Date Aftachments

Payment Info

Is the payment executed?

(@ LU

* Reason for non-execution

‘eriormance
MA Team Performance
Show more..(4)

Launch

&a Croato Call for Proposal

Postpone o Submit

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;

- ECaccounting year;

- Comment;

Funded by (AMIF - ISF - BMVI )

the Europoan Union

i

n Yannick Ghelen = BMVI-097-118 - Intermediary Payment - Enter Payment Info

Eaf Frole  Log Out

Dashboards Reporied Amounts Payment Information For Cut Off Date Attachments

Work

Payment Info
[Z] Processes

Is the payment executed?
M Process Performance

«© -

M\ Team Performance
* Date of payment * Paid amount of the payment
Show more._(4)
0,00 €
Launch

* External payment request comment

&5 Create Call for Froposal

f m
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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.

AMIF-002-046 - Intermediary Payment - Validate Payment
Intermediary Payment:4003

EFU Management Authority Manager

® w Due:Aug 19, 2024, 5:54:48 PM

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

Claim Task

AMIF-001-024 - Intermediary Payment - Validate Pay...
E Intermediary Payment:3965

EFU Management Authority Manager
©® [ Aug 19,2024, 5:18:02 PM

This task is still unclaimed. When you open this task, it will be assigned to you

O Don't show me this message again.

Cancel Claim Task

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

i Funded by - -
ey [l et nen  (AMIF - ISF - BMVI)

AMIF-001-024 - Intermediary Payment - Validate Payment

Reported Amounts Payment Information For Cut Off Date: Attachments Payments History Approvals

Staff and other direct costs

To be controlled amount Final Accepted Final rejected
Amounts amount

Type Reported Amount Postponed amount Controlled amount Accepted amount Rejected amount

(reported + previously postponed)
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ity [l s s (AMIF - 1SF -BMVI)

AMIF-001-024 - Intermediary Payment - Validate Payment

Total staff costs

Postponed staff
costs

Total other direc
t costs.

Postponed othe
r direct costs

Total indirect co
sts

General Total controlled amount (reported + pr ¥ Postponedamount  Confrolled amount  Accepted amount ejected amou Final Accepted Final rejected

Fose

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’.

O Tensceme e

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

(AMIF - ISF - BMVI )

AMIF-001-024 - Intermediary__F‘ayment - Validate Payment

28221315 Add Comment

0,00 0,00

P
621.308,88 Cancel 621.308,88
0,00 0,00 0,00 0,00
63.246,54 0,00 0,00

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.

® 0w 8 O & m D

[BMVI-097-118] Betaling uitgevoerd / Paiement effectug inbox x

noreplay@bpm.ibmeloud.com via sendgrid.net
tome =
Beste ambis tester,
De betaling is uitgevoerd. Meer informatie hierover is terug te vinden in de rubriek “betalingen”

Met vriendelijke groeten,
Het AMBIS team

Chére, cher ambis tester,
Le paiement a éte effectué. Vous pouvez consulter plus d'informations dans la partie « paiements »

Bien cordialement.
L'équipe AMBIS

- ~ ™~
[ & Reply ][ ~ Forward )
. AN Y,

! 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.

ibzy (AMIF - ISF - BMVI )

Yannick Ghelen = Projects Overview

Edit Profile  Log Out
Export Data
Dashboards
Manage Pledges
Work
Processes
Perpage: 10
m Process Performance
Al Team Performance Call for Proposal Number Project Number Project Name Project Status Beneficiary Budget EU Funding
Show less...
external project - 9 months - Approved Handball- E E

T r— AMIF-001 AMIF-001-002 e (Confimed) e 2,302207.66  8,888.00 [
[@] Change Projects Categorisations N ;

BMVI-002 BMVI-002-003 CPO2_ProjectOne[3]_Extemal gp’:"s ’ UAT Party One 508524000  1,000.00 n
[@] Payments Overview i,

Projects Overview
= AMIF-004 AMIF-004-004 project 1 - extemal 12 months f‘c":n’:::‘i Y Mostafa_UAT_Party  2,203,430.66  112.00 n
Launch

s Create Call for Proposal i Approved =

AMIF-004 AMIF-004-005 project 2- external 5 months (Confirmed) Mostafa_UAT_Party 2,293,568.66 250.00 E n

AMIF-005 AMIF-005-006 Digitale platformen Waiting Approval Ifibeneﬂolaw 1,627,333.34  1,220,500.00 E—E—E—

When you have found the project in question, click on the 2" blue button E from the left, titled
‘View Payment Orders’.

Yannick test Approved Test beneficiary

133,333.34 100,000.00 r4 3 2
project 1 (Confirmed) Nele 2 ’ ’ E

AMIF-054 AMIF-054-084

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

ibYy (AMIF - ISF - BMVI)

Yannick Ghelen = Projects Overview

Edit Profile  Log Out

[No payment orders found for this project
Dashboards
Project Information

Wk Project Name Project Reference Beneficlary
[Z] Processes Yannick test project 1 AMIF-054-084 Test beneficiary Nele 2

W Process Performance
Payments Section Attachmenis

Launch Manual Payment

448 Team Performance
Show less...
[@] call For Proposals

[@] Change Projects Categorisations

[@] Payments Overview
[®] Projects Overview

Launch

2 Create Call for Proposal

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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=] C © @ ibzefubpmibmcloud.com/dba/test?/ProcessPortal/dashboards/AMBIS1/Projects ew =« ®» 0 6 i
Managed bookmarks VAT NWS: nieuws  §. sporza [0 De Standaard Scope ec.. B0 Verantwoordelije VR NU Google Maps T helpdesk »
< a B e ' ibzefu.bpm.ibmcloud.com says ! = ? N @
new was initi . >
ib‘l‘ (AMIF - ISF - BMVI ) A new process was initiated. Instance number: 112

Yannick Ghelen

Edit Profile  Lag Out

[No payment orders found for this project
Dashboards
Project Information

Work Project Name Project Reference Beneficiary
Processes Bl vannick test project 1 AMIF-054-084 Test beneficiary Nele 2

¥4 Process Performance
Payments Section Attachments

M\ Team Performance

Show less...

[@) call For Proposals

[ Change Projects Categorisations

[®] Payments Overview

1 _Proiects Overview

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

1. Inthe 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.

AMIF-054-084 - Manual Payment Request (Budgetary Responsible) - Enter Manual Payment Information
E Manual Payment Request (Budgetary Responsible): 1122

Budgetary Responsible
4w Due:Oct4, 2022, 3:47:51 PM

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

Claim Task

AMIF-054-084 - Manual Payment Request (Budgetary...
E Manual Payment Request (Budgetary Responsible): 1122

Budgetary Responsible
A ' Oct4, 2022, 3:47:51 PM

This task is still unclaimed. When you open this task, it will be assigned to you

O Don't show me this message again.

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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Enter Manual Payment Information Attachments

Payment Information
* Payment Amount
000 €

* Correction Type
) Internal
() External

Type of correction

* Explanation for correction

Postpone ] Submit

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.

Missing required documents
Document Type

Manual Payment Test

Cancel

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:

The information has been saved. The next task will also be carried out by the budgetary

responsible as well.

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.

m=| AMIF-054-084 - Manual Payment Request (Budgetary Responsible) - Pending Payment
=| Manual Payment Request (Budgetary Responsible):1122
Budgetary Responsible
A m Due: Oct4, 2022, 4:02:06 PM

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

Manual Payment Request (Budgetary Responsible). 1122

AMIF-054-084 - Manual Payment Request (Budgetary

Budgetary Responsible
» = Octd, 2022, 4:02:06 PM

This task is still unclaimed. When you open this task, it will be assigned to you

O Don't show me this message again.

Cancel clalm fask

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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AMIF-054-084 - Manual Payment Request (Budgetary Responsible) - Pending Payment

Enter Manual Payment Information Pending Payment Attachments Approvals

Payment Information
Payment Amount
2.000,00 €

Correction Type
#) Internal
External

Festrene

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:

ibzy (AMIF - ISF - BMVI )

AMIF-054-084 - Manual Payment Request (E!udgeiary Responsible) - Pending Payment

Enler Manual Payment Information ~ Pending Payment  Attachments  Approvals

Payment Info

Is the payment executed?

o I8

Comment

Fesene m

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 Asigned 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:

Annrovals

The information has been saved. The process has been completed

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:

= jn 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 ane-mail is also being sent to the beneficiary (contact persons) in order to inform him!
= jn case the payment has not been executed, the payment does not become available in the
payment section;
= jn 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
guestion for which you want to launch a manual payment request.

ibzy (AMIF - ISF - BMVI )

B Tester Gmail 3 — Projects Overview For Beneficiaries

Edit Profile  Log Qut

AMIF-D50 AMIF-050-069 magda 1 pepessdiicontins) Te:( beneficary Ne  230,000.00  200,000.00 n E
Dashboards 9) o

Approved (Confirme  Test beneficiary Ne

Work AMIF-050 AMIF-050-070 magda 2 P o2 360,064.00  200,000.00 n E
[ Processes

W Process Performance

AMIF-050 AMIF-050-071 magda 3 :]""mm LI ‘T::‘ beneficary Ne 51 91200 200,000.00 n E

Team Pert
48\ Team Performance Approved (Confirme  Test beneficiary Ne

. = 50380510  377,821.32 n E
Call for Prﬂpﬂsal Overview for

Beneficiaries AMIF-054 AMIF-054-080 Integratie magda 1 :]""”“E" iCentne E:I beneficiary Ne 515 540,00 100,000.00 n n

Call For Proposals Overview Per
Partner

AMIF-050 AMIF-050-072 Test project Yannick 2
Show less

" " A d (Confi Test benefi N
Projects Overview For AMIF-054 AMIF-054-081 Integratie magda 2 pproved (Confirme: - Test beneficiary Ne 105 760,00 100,000.00 n E
Beneficiaries d) le 2

Launch
Approved (Confirme  Test beneficiary Ne

& Domain of Interest AMIF-054 AMIF-054-083 integratie magda 3 a9 oz 139,320.00  100,000.00 n E

& Editand View User Information
fi
AMIF-054 AMIF-054-084 Yanrick testproject 1 ~PProved (Confime. - Testbeneficiary Ne 453 53534 100,000.00 n E
& Maintain Party Information d) le2

When you have found the project in question, click on the 2" blue button E from the left, titled
‘View Payment Orders’.

AMIF-054 AMIF-054-084 Yannick test project 1 s)ppmved (E=milin= EZ‘ beneficiary Ne 15333334 100,000.00 EE

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

ibzv (AMIF - ISF - BMVI )

n Tester Gmail 3 = Projects Overview For Beneficiaries

Edil Profile  Log Out

N payment orders found for this project

Dashboards
Project Information

o Bl Project Name Project Reference Beneficiary

e Bl Yannick test project 1 AMIF-054-084 Test beneficiary Nele 2

¥ Process Performance

Launch Manual Payment
4% Team Performance

Show less...

[z Calfor Proposal Overview for
Beneficiaries

Call For Proposals Overview Per
Partner

= Projects Overview For
Beneficiaries

Launch
& Domain of Interest
& Edit and View User Information

& Maintain Party Information

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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Tester Gmail 3 = Projects Overview For Beneficiaries

Edit Profile  Log Out

[No payment orders found for this project
Dashboards M x
Project Information essage
Work B Project Name
Processes [ Yannick test project 1 Ok e2

A new process was started. Please check instance number: 1123 in work dashboard.

¥ Process Performance
Launch Manual Payment
M\ Team Performance

Show less...

‘Call for Proposal Overview for
Beneficiaries

‘Call For Proposals Overview Per
Partner

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.

AMIF-054-084 - Manual Payment Request (Beneficiary) - Download template + Upload file
% Manual Payment Request (Beneficiary):1123

Beneficiaries
A @ Due: Oct5, 2022, 12:03:40 PM

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

Claim Task

AMIF-054-084 - Manual Payment Request (Beneficiar...
E Manual Payment Request (Beneficiary):1123

Beneficiaries
A m Oct5, 2022, 12:03:40 PM

This task is still unclaimed. When you open this task, it will be assigned to you

O Don't show me this message again

Cancel Claim Task

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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AMIF-054-084 - Manual Payment Request (Beneficiary) - Download template + Upload file

Hownlod + upload dutch

X  Template

Following document types are allowed on this activity

= Manual Payment Test (Mandatory)

Refresh Add Document

Name Added By Updated By Modified On L Major Version Document Type

The folder is empty

In this step, you can download the manual payment template via the green button ‘Template’ (see
example below).

Cel EU Fondsen
Service Public Fédéral Intérieur
Cellule Fonds européens

. E Federale Overheidsdienst Binnenlandse Zaken

Aanvraag voor een bijkomend voorschot volgens artikel 1151 van het MB houdende toekenning van een toelage in
het kader van het Fonds voor asiel, migratie en integratie / Fonds voor interne veiligheid / Instrument voor
financiéle steun voor grensbeheer en visumbeleid

Demande d'une avance supplémentaire conformément a I'article 1151 de I'AM portant octroi d'une subvention
dans le cadre du Fonds asile, migration et intégration / du Fonds pour la sécurité intérieure / de I'Instrument de
soutien financier & la gestion des frontiéres et & la politique des visas

Projectreferentie / Référence du projet :

Titel van het project / Titre du projet :

Aanvraag tot bijkomend voorschot van Demande d’une avance supplémentaire de

£ €

volgens de modaliteiten beschrevenin art. 11 van het | conformément aux modalités décrites & I'art. 11 de
MB met betrekking tot bovenstaande | 'AM concernant le projet ci-dessus.
projectreferentie.

De aanvrager bevestigt hierbij dat in de afgelopen
rapportageperiode(s) minstens 60% wan de reeds ter
beschikking gestelde woorschotten wvoor het
bovenvermelde project werden opgebruikt, en dat de
nodige bewijsstukken werden bijgevoegd aan deze
aanvraag.

Le demandeur confirme gue, au cours de la (des)
période(s) de rapportage précédente(s), au moins 60
% des avances déja accordées au projet
susmentionné, ont &té utilisées, et que les piéces
justificatives relatif 4 cette demande ont été jointes
en annexe.

Motivering van de aanvraag®

Justification de la demande®

After filling out the document, you will then be required to upload the filled-in template.
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You can then choose to either ‘Submit’ or ‘Cancel’ the task.

@  Cancel »  Submit

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

T a_s_an. [ ENTYTS _ N. I mA_r__vr_o__r_ no_.
[ml

he ual

Are you sure you want to submit the manual payment request? This cannot be undone.

%] No, take me back Yes, submit the payment request

After clicking on ‘Yes, submit the payment request’, you will see the following pop-up message:

s an WA e A 1 [V n___m

e uai

You have submitted the payment request

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.

m=] AMIF-054-084-Manual Payment Request (Beneficiary)-Accept/decline motivation
=—| Manual Payment Request (Beneficiary):1123

EFU Management Authority
A w Due: Oct5,2022, 12:23:25 PM

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

Claim Task

AMIF-054-084-Manual Payment Request (Beneficiary...
% Manual Payment Request (Beneficiary):1123

EFU Management Authority
» w Oct5, 2022, 12:23:25 PM

This task is still unclaimed. When you open this task, it will be assigned fo you

O Don't show me this message again.

N i s |
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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:

ib‘l‘ (AMIF - ISF - BMVI )

AMIF-054-084-Manual Payment Reque_s_t_ (Beneficiary)-Accept/decline motivation

Attachments Approvals

Following document types are allowed on this activity:

« Manual Payment Test (Mandatory)

Name Added By Updated By Modified On 4 Major Version Document Type

iary3@g  10/5/2022,11:23 AM 1 Manual Payment Test

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.

omment

|

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

message will appear:

* Reason Tor rejection

4

’ S

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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The manual payment request has been rejected. The beneficiary has been informed via e-

mail

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:

The payment request has been approved. The next task will be carried out by the budgetar

y responsible

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.

m=| AMIF-054-084 - Manual Payment Request (Beneficiary) - Enter payment info
=—| Manual Payment Request (Beneficiary):1123
Budgetary Responsible

A m Due:Oct 3 2022, 2:58:114 PM

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

Claim Task

AMIF-054-084 - Manual Payment Request (Beneficiar...

Manual Payment Request (Beneficiary): 1123
Budgetary Respensible
p » OcCt3, 2022 2:58:14 PM

This task is still unclaimed. When you open this task. it will be assigned to you

[ Don't show me this message again

UM Ciaim Tosk_|

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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AMIF-054-084 - Manual Payment Request (Beneficiary) - Enter payment info

Payment Information ~ Approvals  Aftachments

Payment Info
Is the payment executed?
@ -
* Date of payment * Enter the amounts paid

0,00 €

* External payment request comment

P Submit

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 Asigned 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:

The information has been saved. The process has been completed

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

{I' END OF THE PROCESS !!
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