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Wishing you a good read!

Welcome to Oscar,

your CSO Initiatives system

This guide explains Oscar’s main functions and makes

recommendations for its use.
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Overall CONTENTS

I. Presentation of Oscar and response to the AMI

II. Creating a NIONG / Preparation and selection phase

III. Project execution phase



4Oscar Complete User Guidev.1.2.1

CONTENTS

1. Oscar objectives

2. Managing your CSO in Oscar

3. Setting up an account

4. Home page

5. Invite a user or respond to a request to register

6. Enter information about your organization

7. Documents in Oscar

8. Access to the AMI and creating a project intention

9. Entering project intention data

10. Submitting a project intention

11. Exporting your Organization and Project Intention data

12. Notifications and emails

13. Closure



5Oscar Complete User Guidev.1.2.1

1- The objectives of Oscar

The main objectives:

o Centralize and improve the reliability of all the information and actions relating to 
CSOs benefiting from CSO initiatives

o Dematerialize and eliminate paper versions of your projects (NIONG, minutes, 
administrative documents apart from the convention)

o Improve and make smoother the management and running of the AFD / CSO 
relationship as well as that of projects being supported and those being prepared

The main features available:

o Responses to project Calls for Expression of Project Intention (AMI) in the context of 
CSO initiatives (reception of project intentions and administrative documents)

o Simplified management and updating of CSOs’ own data directly by the 
organizations themselves (data hitherto covered by the term “administrative file”)

o Project monitoring (submission of NIONG, payment requests, requests for ANO, 
submission of project monitoring and communication documents, etc.)

o Alerts and notifications for information exchange and data updating. 



6Oscar Complete User Guidev.1.2.1

2- Managing your CSO in Oscar

A person designated “Oscar Administrator” will manage your CSO’s user 
accounts in Oscar.

An authorization to use (template downloadable here) is necessary to open an 
account.

The administrator may “invite” other individuals to become Oscar users

The administrator must respond to requests to open accounts for their 
organization

Each user in a CSO can access all the data relating to their CSO and to all its 
project intention proposals. The administrator is the only person with access to 
management of the CSO’s user accounts.

All the data included in Oscar are confidential and are only accessible via the 
user accounts accredited by your administrator and to authorized AFD 
personnel.

To change the administrator of your CSO in Oscar you must contact AFD (see 
Notifications and emails sent)

https://www.afd.fr/fr/appel-manifestation-intention-projet-iniatives-osc-2022
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Request to set up an 

account

3- Setting up an account
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Enter the SIRET number:

If the number does not exist in Oscar, this 

will be your CSO’s 1st account. You will 

thus have to add the authorization to 

use.

If the SIRET n° already exists then the 

authorization to use is unnecessary. 

NB: verification is carried out on the first 

nine figures (SIREN)

The request will go to the administrator, either of your CSO if it is an additional account, or of AFD for a first 

account.

It is your responsibility to check that the person is authorized to manage data for your CSO.

The person making the request is informed by email that their request has been accepted.

The SIRET n° is 

the key in our 

database.

Please check 

that you have 

entered it 

correctly.

3.1 If you are a French CSO: 

To the question “Où se situe 

votre siège social?” choose “En 

France”
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3.2 If you are a foreign CSO (covered by local law): 

To the question “Où se situe votre siège 

social?” choose “A l’étranger”

Enter your legal identification n°: this is a 

unique registration number for your CSO on 

a national database, issued by a 

competent authority. 

If you have already received finance from a 

member of the AFD Group (AFD, Proparco, 

Expertise France) or from a French CSO 

financed by the AFD Group, choose “Oui”.

If not, choose “Non”.

Load the authorization document: this is a document signed by 

the CSO manager explicitly authorizing the use of the OSCAR 

Internet platform and the entry of all relevant information. The 

template can be downloaded by clicking on the icon.
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Identification zone

Profile access

4- Home page

Main menu
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Invite a user

5- Invite a user or respond to a request to register

Access is via the 

“informations OSC” menu

The administrator manages your CSO’s accounts. They can either invite users or 
respond to requests (in the latter case, they will have received an email alerting 
them to the request) 

1

3a

3b Respond to a request

Then the 

“Utilisateurs” tab2
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5.1- Invite a user

Click on the “Inviter un utilisateur” button 1

2 Fill in the window 

that appears.

After validation

an email is sent to 

the person
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5.2- Respond to a request to register

To accept
Click on the "Valider la demande d’inscription” button

To refuse
Click on the “X” button

In both cases, confirmation is requested 

and an email is sent to the person who 

made the request when you have 

confirmed your choice.

Once a user has been registered they can be deleted.  

It is your responsibility to manage the turnover and the 

rights of each of your CSO’s users in Oscar.
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Choice of tab

6. 1 Enter information about your organization

Access via the 

“informations OSC” menu

To respond to an AMI, you must first fill in practically all the fields (some are not 

obligatory) relating to your organization. You do not have to fill in everything at once: 
you can save what you have already entered and continue later.

1 2

Validation of 

modifications

3
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6. 2 Enter information about your organization (continued)

Use the “retour” button in your browser

As mentioned on the previous page “You do not have to fill in everything at once: 

you can save what you have already entered and continue later”. However, you must 

be careful in the following cases where you could lose your data.

1

2 Click on another tab or menu 

4 Time out: you have remained inactive in 

Oscar for more than 60 minutes

In these cases there is no warning message and 

you will lose your data if you have not previously 

saved them.

The same is true in the case of a network or 

electrical breakdown.

3 Close your page or your browser

In both cases confirmation is requested

E.g. Firefox

E.g. Internet Explorer



16Oscar Complete User Guidev.1.2.1

6. 3 Enter information about your organization (continued)

The information about your organization will be locked when you have submitted a 
project intention. AFD can give you access to it again for a specific purpose, otherwise 
you will only have access to it again after the pre-selection phase.

Two exceptions: it is possible to load documents and enter information about the current 
year or year N-1.

Outside the above-mentioned period (pre-selection) you can modify all the data 
about your organization. Be careful not to forget to send these modifications by 
clicking on the “Envoyer en validation” button, otherwise the new data will not be 
sent to AFD.
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7- Documents in Oscar

When you submit a document, a receipt is created (which remains permanently on the site), but 
the document is no longer accessible and you cannot consult it.

The maximum authorized document size is 10 Mb

Oscar is not a document management system. For security reasons, submitted files do not 
remain on the site. They are encrypted and sent to AFD.

1Add a document

Document upload window Validation

2

Results window

After validation

Access to 

receipt

3
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7- Documents in Oscar / Example of receipt



19Oscar Complete User Guidev.1.2.1

8- Access to the AMI and creating a project intention

Access via the “AMI” 

menu
Creating a project 

intention

If you have a current project intention, it is accessible and a progress bar 
indicates its level of completion
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9- Entering project intention data

Just as when you enter data about your organization, you can enter project intention data in 
several batches, saving it as you go. 

You must use the                                    button at the bottom of the page.

Data must be entered in chronological order: Project Information, Consortium Information, 
Documents and Send

But you can return to any stage that you wish using the following buttons:         

When you reach the “Envoi” 
stage Oscar will indicate all 
the obligatory fields and 
those that have rules about 
filling them in.

The indicated lines are 
directly accessible by 
hypertext links... 

click on them!

The warnings given on 

p.13 about loss of entered 

data also apply here.
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10.1- Submitting a project intention

Documents attached to your project intentions (including the annex) follow the same 
principle as set out above: encrypting and transfer to AFD. Only a receipt is accessible. 
Uploaded documents do not remain on the website.

Submitting a project intention locks data entry for all the data (or almost, see below) about 
your organization and the submitted project intention. You can consult them but not 
modify them. If you make a mistake, you must ask AFD (using the contact form) to unlock 
your data: this procedure must only be used in exceptional circumstances because it will 
cancel the submission and AFD will have to re-examine your data.

If you have another current project intention, data relating to your organization will be 
locked (or almost, see below), only data relating to the unsubmitted project intention will still 
be accessible. 

Exception to the locking of data: for the CSO organization, it is possible to load documents and enter 
information about the current year or year N-1.

Note also that unlocking will be effective when the AFD pre-selection committee meetings have 
finished (October-November)
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10.1- Submitting a project intention

Once you have submitted a project intention, you no longer have access to it, but you 
can see data relating to it.
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11. 1 Exporting your Organization and Project Intention data

Once you have submitted your project intention, you can export your data in PDF format. 
Here’s how to do it. (In theory it should take 30 seconds, one minute for the less tech-minded.)

1

“Documents” 

tab

In the “Exporter les données” window 

Click on “Télécharger”

2

Result3

For CSO 

Organiza

tion data
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11. 2 Exporting your Organization and Project Intention data (continued)

1

Stage

“Documents”

In the “Exporter les 

données” 

window 

Click on “Télécharger”

2

Result3

For Project 

Intention 

data
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12- Notifications and emails  

Oscar sends you information: either via notifications which appear on the home page (Dashboard) 

or by email from the following address: oscarback-noreply@afd.fr to which, as its name suggests, 

you cannot reply. You are requested to add the address to your contacts list so that messages from 

it are not considered as spam. 

However, you have two ways of contacting us if you have technical problems:

- The contact form (bottom of the page: “Nous contacter”)

or

- At the following email address: oscar_admin@afd.fr

And of course the DPA/OSC team is available for

any functional questions.

mailto:oscarback-noreply@afd.fr
mailto:oscar_admin@afd.fr?subject=Oscar%20%2F%20...
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CONTENTS – Creating a NIONG / Preparation and selection phase

1- General

2- “Projets” menu

3- NIONG home page

4- Filling in the NIONG form

5- Submitting NIONG documents and annexes

6- Adding a document

7- Submission

8- Unlocking and locking of NIONG form and preparation documents

9- Project-related messaging

10- Selection committee



28Oscar Complete User Guidev.1.2.1

1- General (1)

“AMI” menu

At the end of the AMI, you will find the submitted project intentions on the “AMI (Archives)” menu. 

If one of your project intentions has been accepted you can access it through the “Projets” menu

Information about your organization is once again accessible (“Informations OSC” menu)

“Projets” menu
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1- General (2)

Frequency of data and document transfers

Transfers are made from the Oscar site to AFD twice a day, at 8:00 am and in the early 

afternoon at 1:30 pm.

This means that if you send a NIONG document or the form after 1:30 pm, AFD personnel 

will not be able to access it until 8:00 am the following day.

On the other hand, most transfers from AFD to Oscar are immediate. Thus, if AFD sends 

back one of the NIONG documents, it will arrive a few minutes after being sent.

A message in Oscar will inform you of any change in this frequency.
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2- “Projets” menu

1 2 3

At first (after pre-selection), the project will have “brouillon” status and “identifié” state 

“Projets” menu “Identifié” state Access to the project
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3- NIONG home page

Access the NIONG

After having clicked on      to access the project 
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4- Filling in the NIONG form

The form corresponds to all the data entered in “Informations projet” pages 1 and 2. 

Some fields are pre-filled with data from your project intention.

You can save and interrupt your data entry at any time by clicking on the button 
“Enregistrer le brouillon”.
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5- Depositing NIONG documents and annexes

Templates of documents obligatory for the preparation and for this stage are available 
on the “documents” page. 

When you submit a document, a 
receipt is created (which 
remains permanently on the 
site), but the document is no 
longer accessible and you 
cannot consult it.

Oscar is not a document management system. For security reasons, submitted files do 
not remain on the site. They are encrypted and sent to AFD.

Be careful to create 
only one “Annexes 
NIONG” document 
which should contain 
all the necessary 
annexes.
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6- Adding a document

The “Commentaire (facultatif)” field is sent to AFD

If you wish to “modifer” a document (once uploaded to Oscar, the document is no longer 
accessible (see previous page)) you must upload the new version and explain the reason for this 
new upload in the “Commentaire” field with a sentence like: “Replaces the previously uploaded 
version [filename]”

When you have submitted the NIONG form and associated documents, those documents can 
be modified: see 8-3 and 8-4 below
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7- Submission (1)

When you arrive at the “Envoi” page, the application automatically informs you of empty 
or incorrectly completed fields as well as missing obligatory documents. You can click on 
any of the lines which will send you back to the relevant page to correct the information.
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7- Submission (2)

If everything is OK, you will arrive on the last page before submission where you must 
answer the question “Avez-vous renseigné vos derniers exercices avant d'envoyer la 
NIONG?”. The most recent information is essential for the examination of your project. 

After submission, the 
NIONG’s status 

changes to 
“ Examen en-cours”
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7 - Submission (3) Uploading the Project Form

You can export all the data entered and submitted by going to the “Documents” page 
and clicking on “Télécharger” in the “Exporter les données” section.



38Oscar Complete User Guidev.1.2.1

8- Unlocking and locking the NIONG form and preparation documents

Once submitted, the project form and associated documents are locked. However, at 
AFD’s request they could be made available again and modified before resubmission to 
AFD.

NB: The form is equivalent to all the data entered in the application windows. Do not confuse it with the 

NIONG document which is the file added in the “Documents” part of the project. 
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8-1 Request sent by AFD to update the NIONG form

An email is sent to 
the CSO’s Oscar 

users

A notification is 
sent to the 

dashboard (at 
the bottom)

And also to the 
relevant project 

page

One click is enough to access the relevant item
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8-2 Return of the NIONG form by the CSO

All the form data are once again accessible, except the “documents” section.
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8-3 Request sent by AFD to update a document belonging to the NIONG

An email is sent to 
the CSO’s Oscar 

users

A notification is 
sent to the 

dashboard (at 
the bottom)

And also to the 
relevant project 

page

One click is enough to access the relevant item
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8-4 Return of a NIONG document by the CSO (1)

The form data are still locked but the relevant document is accessible. You can 
download the document sent by AFD, update it and send it back. (The document has not 

necessarily been modified by AFD: in the majority of cases it will be up to you to update it)

Downloading of 
returned document

Updating of document 
and resubmission to AFD 

is possible
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8-4 Return of a NIONG document by the CSO (2)

You can modify the document and use the “Commentaire (facultatif)” field to dialog 
with AFD. 

Comments from AFD will also be displayed in this field.
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9-1 Project-related messaging (1)

There is a zone in which you can dialog as in a conversation for each project.

A window at the bottom of the project home page gives access to this zone.

There will be a 

notification if a 

message has 

arrived.
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9-2 Project-related messaging (2)

The messaging system is not instantaneous. It is undergoing development and is currently 
updated twice a day, at 8:00 am and 1:30 pm. We will inform you when this frequency is 
modified.

The identity of the person writing the message is sent to AFD but is not displayed on your 
terminal.
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10- Selection committee

After the selection committee meeting (there are at least 23 such meetings per year), 
DPA/OSC informs each CSO whether its project has been selected. Projects that are not 
selected at this stage are not examined by DPA/OSC. If a project is not selected, the CSO 
may, if it so wishes, present it during the next CEI.

The selection committee’s decision is displayed via the project status.
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CONTENTS – Project execution phase

1- Modified “Projet” page

2- “Demande de versement” menu

3- Entering the payment request

4- Submitting documents relating to your payment request

5- Adding a document

6- Submitting the payment request

7- Return of the payment request by AFD

8- “Documents associés” menu

9- “Demande ANO” menu

10- Change of ANO type by AFD

11- Return of the ANO by AFD

12 - ANO “En cours de traitement” and “Traité”

13- Closure
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Once AFD sends the convention, new menus are available for the project.

The “Documents associés” menu allows communication and monitoring documents to be submitted.

1- Modified “Projet” page
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2- “Demande de versement” menu

Access to the payment request

All payment requests are visible in this menu.
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3- Entering the payment request

You can save and interrupt your data entry at any time by clicking on the button 
“Enregistrer le brouillon”.

Entering information

Go to the 
document 

submission stage
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4- Submitting documents related to your payment request

Reminder: when you submit a document, it is no longer accessible and you cannot 

consult it. On the other hand, a receipt is created (which remains permanently on the site).

Reminder: Oscar is not a document management system. For security reasons, 
submitted files do not remain on the site. They are encrypted and sent to AFD.

After having clicked on the “Ajouter un document” command 

To obtain the list of 
proposed documents

Some documents are obligatory. Please 

see the convention.
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5- Adding a document

If you wish to “modifier” a document (once uploaded to Oscar, the document is no longer 

accessible (see previous page)) you must upload the new version and explain the reason for this 

new upload in the “Commentaire” field with a sentence like: “Replaces the previously uploaded 

version [filename]”

The “Commentaire (facultatif)” 

field is sent to AFD.
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6- Submitting the payment request

If everything is OK, send your payment request for validation.

After submission, the 
status of your request 

is “A traiter”

After having sent your 
payment request, you 
can still add a document.
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7- Return of the payment request by AFD

Email sent to the 
CSO’s Oscar users

You must change your request. It is once again 
accessible by clicking here

You must click on “envoyer la demande” to generate your submission

Following your submission, AFD can “renvoyer” the request for updating. In this case you will 
receive the following email:
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8- “Documents associés” menu

Submit a monitoring document

Communication and monitoring documents should be submitted via this menu

Submit a communication 
document

Idem 4- Submitting documents related to your payment request and 5- Adding a 

document

To obtain the list of 
available documents
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9- “Demande ANO” menu

You must use this menu to make an ANO request
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10- Change of ANO type by AFD

Following your submission, AFD can change the type of ANO. You will be alerted of this in the 
project messaging system.

Click on the 
messaging icon
(a red dot indicates a 

new message)
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11- Return of the ANO by AFD

Email is sent to the 
CSO’s Oscar users

Following your submission, AFD can “renvoyer” the ANO for updating. In this case you will 
receive the following email:

Idem 7- Return of the payment request byAFD

The process is identical: you must send back your ANO, possibly with a document 
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12 - ANO “En cours de traitement” and “Traité”

Once your ANO has been submitted, its state changes to “En cours de traitement”

When AFD validates the ANO, its state changes to “Traité”.

An email is sent to you to inform you of the result.
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13- Closure

AFD closes a project when the following have been submitted:
- the audit report in the case of an obligatory audit 

- the final technical and financial execution report 

- the final budget 

These three documents should be submitted via the “Documents associés/ Documents de 
suivi” page

You can request “Clôture anticipée” using the button in the top right-hand corner of the 
“Projets” window AFD will examine your request.

Once AFD has validated the documents/reports, you will be sent an email with 
an attached file containing the closing letter once this has become effective. 
The project status will then change to “Clôturé”



THANK YOU
and see you in Oscar

https://oscar.afd.fr

afd.fr

https://oscar.afd.fr/

