
 
HOW TO MONITOR THE REQUESTS OF YOUR COORDINATED AUTHORITIES? 

 

 
 

1. Click on the “Search all request” menu option. 
 

 
 
 

2. According to the criteria you define you can search for the following list of requests: 
 

a. To search for all requests that your coordinated authorities send or receive, choose “Requests of 
authorities for which I am a linked coordinators” and click on the “Search button”. 

 

 
 



b. To search for those requests that the authorities in your Member State haven’t yet accepted: 
(Please note that in this case the search will return those requests that the authorities in your 
country haven’t accepted, not only of those authorities you coordinate.) 

 
 

c. To search for those requests that the authorities in your Member State haven’t replied to yet: 
(Please note that in this case the search will return those requests that the authorities in your 
country haven’t replied to, not only of those authorities you coordinate.) 

 



 
d. To search for those requests that the authorities in your Member State haven’t closed to yet: 

(Please note that in this case the search will return those requests that the authorities in your 
country haven’t closed, not only of those authorities you coordinate.) 

 
 

e. You can also select a Status (e.g. To accept/To answer/To close) and choose “Requests of authorities 
for which I am a linked coordinator". Please note that in this case the search will return all requests 
which haven’t been accepted/answered/closed by your coordinated authorities AND those which 
haven’t been accepted/answered/closed by those foreign authorities to which they sent the 
requests. However, after having exported the list of request into an Excel sheet (see point 3), you 
will be able to select those requests you are interested in by managing the excel file. 

 



 
3. To export a list of request, click on the “Export” button.  

 

 
 
 

4. You can find the exported excel sheet under the Menu option "My reports", from where you can download 
or print it. 
 

 
 
 


