
 

 

URBACT IV - Synergie Guidance Note No. 2 

APPROVAL OF FIRST LEVEL CONTROLLER BY 

NATIONAL AUTHORITIES 

This Guidance Note provides useful information for NATIONAL APPROBATION BODIES 

about how to check the request for approval of a First Level Controller and provide a 

decision.  It is both a technical guide to SYNERGIE CTE and a practical guide on the 

procedure to follow. 
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1.  INTRODUCTION 

 

The first step to approve a First Level Controller (FLC) in SYNERGIE-CTE consists in going into the 
following website: 

https://cte-2127.synergie-europe.fr/ 

 

You will be asked to enter your login and password. Please use the login and password that you have 
created.  

After having entered your login and password, the screen that you should see at this stage will be the 
following one: 

 

 

 

 

 

 

 

 

 

 

On the main page, search for the project by filling in the acronym or the Synergie ID.  

 

 

 

Click on the network’s name. 

 

 

 

https://cte-2127.synergie-europe.fr/
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On the network main page, a red message should be blinking next to the section “Add/Edit a First 

Level Controller profile”. Click on “Add/Edit a First Level Controller profile”.  

 
 

 

 
In the table, choose the relevant partner and click on the magnifying glass next to the checklist.  

 

 

 

 

 

 

 
You can either see the HTML version or a pdf version. You can get the PDF version of the document 

for your archive by clicking on the PDF icon . If you choose the PDF version, the following message 
will appear on the screen: 

 

 

http://synergie-cte-qualif.asp-public.fr/index.php?sess_mode=1&sess_is_stc_ag=0&sess_cte_project_id=174&sess_cte_priority_id=6&sess_cte_objective_id=6&sess_cte_axis_id=6&sess_cte_partner_id=312&sess_cte_partner_ref=312&sess_profile_id=1&sess_process_ctrl=ProjectDocumentModel&sess_process_action=showPDF&sess_menu=9&sess_cte_afm_id=4&sess_chapter_id=28&sess_chapter_type_id=33&sess_cte_prj_partner_id=313&sess_form_model_id=23&sess_form_model_type=20&sess_fk_gen_instance=15&session_key=30804611&ctrl=ProcessQueue&action=save&form_model_id=23&project_id=174
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Once the button “Restitution” is flashing, you can go click on it in the grey bar at the top of the screen 

and go to the link “PDF Edition”. 

 

 

 

 

 

 

You can collect the PDF and open it by clicking on  - allowing you to download and/or print the 
document. 

 

 

 

 

 

 

 

 

 

 

 

 

http://synergie-cte-qualif.asp-public.fr/index.php?sess_mode=1&sess_menu=9&sess_is_stc_ag=0&sess_cte_project_id=162&sess_cte_axis_id=6&sess_cte_priority_id=6&sess_cte_objective_id=6&sess_cte_partner_id=271&sess_cte_partner_ref=271&sess_profile_id=4&sess_payment_claim_id=1&sess_process_ctrl=ProjectDocumentModel&sess_process_action=showPDF&sess_chapter_id=538&sess_chapter_type_id=19&sess_type=PDF&sess_form_model_id=29&sess_form_model_type=4&sess_fk_gen_instance=1&session_key=40804000&ctrl=ProcessQueue&action=save&form_model_id=29&project_id=162
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2. NATIONAL AUTHORITY – DECISION AND 

APPROBATION LETTER 

 
Once the checklist is verified, go back to the list of FLC by clicking on “Project” on the top grey bar. 

 

 

 

 

 

 

 

Click on the button “ ” in the column “Decision”: you can either approve or reject the FLC. In case 
of a rejection, please justify your decision in the box “Motivation”.  

You can then submit your decision by clicking on the Save button at the bottom of the screen.  

 

 

 

 

 

 
 
 

 

 

 

 

 

 

Back to the list of FLC, you can see that your decision is submitted.  

 

 

 

https://synergie-cte.asp-public.fr/index.php?sess_mode=0&sess_menu=9&sess_is_stc_ag=0&sess_profile_id=128&sess_cte_project_id=5225&sess_cte_axis_id=6&sess_cte_priority_id=6&sess_cte_objective_id=7&session_key=40000000&ctrl=ProgressReport&action=create_doc_pr
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Once your decision is submitted, you need to edit the approbation letter to formally approve the 
proposed FLC. At the bottom of the screen, choose the document “FLC Approbation Letter” in the 

drop-down menu. Choose the corresponding partner as well as the correct contact and click on Save . 

 

 

 

 
 

A green tick appears at the right of the table in the column “Edited”.  

In order to get the PDF of the letter and be able to check it, please follow the steps described on pages 
4 and 5 of this document. 

O  

            Once you checked that the letter is correct, please send it to the URBACT Secretariat by email to 

                                                                             info@urbact.eu. 

              The Secretariat will take care of uploading the approval letter in the Synergie CTE system. 

 

 

 

mailto:info@urbact.eu
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3. FIRST LEVEL CONTROLLER – ACCOUNT 

ACTIVATION 
 

Once the National Approbation Body approved an FLC, an email is automatically sent to the FLC them 
to create a password to validate their Synergie account.   

The FLC should click on the link received and create a password. THE LINK IS VALID FOR 7 DAYS 
ONLY! 

After that, the FLC should be able to access the Synergie system and start the certification of 
expenditure.




