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How the administrative body logs into the system with 
Microsoft 
  
Step 1: Logging In  

• Go to the login page.  
• Enter your email address in the field where it says 
"someone@example.com".   
• Click on "Next".  

 

 
 
  

Step 2: Confirm Your Email  
• You will be asked to confirm by entering a code sent to your email 
address.   
• Check your email for the message and enter the code in the "Enter code" 
field.   
• Click on "Sign in".  

  
  

mailto:someone@example.com
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Step 3: Grant Access Permissions  
You will be presented with a page explaining the permissions required by the system:  

• Receiving your profile data: The organization can access information such as 
your name, email address, and any other data associated with your Microsoft 
account.  

• Collecting and logging your activity: The organization may record the actions 
you perform in the system or application you are trying to access.  

• Using your profile and activity data: The organization can use the collected 
data for administration, analysis, or other purposes deemed necessary by the 
organization.  

•  
Consequences of Accepting  

• Security: If you trust that the Nordic Council of Ministers will handle your data 
correctly and only use it for the necessary purpose, you can safely accept.   

• Privacy: The organization may be able to see and use some data they might not 
otherwise have access to. It is important to ensure that the organization has a 
data security policy in place.   

• Access to the system: If the user does not click "Accept," they will likely not be 
able to access the system or service they are trying to use.  
  

Click "Accept" if you trust the system.  
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Step 4: Additional Requirements  
• The system may require more information to protect your account:   

o Click on "Next" to complete this step.  
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Step 5: Set Up Microsoft Authenticator  

• Download the app:   
o If you don't already have the app, you can download it by 

clicking on the "Get now" link.  
• Configure the account:   

o Open the Microsoft Authenticator app.  
o Scan the QR code displayed on the screen.   
o Follow the instructions to link your account to the app.  
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Step 6: Confirm the Setup  

• Once the account is configured in the Authenticator app, test the setup:  
o Approve the message sent to the app.   
o Confirm by entering the code displayed.  
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Step 7: Complete  
• Once all security settings are in place, you will see the message "Done!".   
• Click on "Done" to proceed to the system.  

  

  
  

  
  
  
 

 
  
Tips and Troubleshooting  

• Missing email?   
o Check your spam or junk mail folder.  

• Problems with the QR code?   
o Select "Can't scan the image?" for alternative methods.   

• Using a different account?   
o Click on "Use a different account" to start over.  
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Navigation for External Users  

1. Overview of Projects  
When an external user logs in, they will see an overview of their projects under the "My 
Projects & Programs" tab. Here, they will find the project's ID, title, type, status, and 
sector.  
  
2. Edit description  
To fill in, make changes to the project description, and submit it for review by the 
Nordic Council of Ministers (NMR), click on "Edit description" next to the relevant 
project.  
  
3. Managing the Project  
Click on the project's title to open the project's administration page.  
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How FO Manages the Project   

 
 
When you click on the project's title, the project's administration page will open. From 
this page, the person with the role of "Project Manager" has the ability to:  
  

1. Update the project title  
2. Invite external users who can edit and read the project description  

• Update roles:   
• You can add external users as project managers or 

participants by entering their email address and 
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selecting the appropriate role from the dropdown 
menu.   

• Click on "Send invite" to invite the user. The invitation 
will be sent to the provided email address.  

3. Existing users' roles can also be edited in the "External users" list.  
 
 
 

 
 
Rights and Troubleshooting 
 

• Only individuals with the role of "Project Manager" can access and manage the 
project. 

• Only individuals with the role of "Project Manager" can submit the project 
description. 

• Individuals with the role of "Project Participant" can access, edit, and save the 
project description, but they cannot submit it. 

• Missing email? 
o Check your spam or junk mail folder. 
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