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1. Purpose 

The purpose of this guide is to provide guidance to the certification bodies (CBs) that are members of CONFICERT on the 

use of the web platform www.conficert.org, providing detailed instructions on accessing and managing the private area, 

account configuration processes, the purchase of memberships and fees, the management of employees and operator 

clients, and the available payment procedures. 

Through this guide, the CB will be able to independently carry out all the necessary tasks within the platform, from the 

initial configuration of its credentials to the assignment of fees to its operators for opening and following up on certification 

files in CERTIAPP. 

2. Private Area Tools 

The private area is the section that only you, as a CONFICERT certification body, can access after registering and logging in. 

It is your personal space within the website, where you will find information such as your profile, order history, and 

CONFICERT account settings, among others. Only from here can you make payments, assign courses to your auditors, assign 

fees to your operators, and purchase your membership or the brands you wish to be authorized to certify. 

2.1. User Info 

This section contains the basic information of your account: your username (Username), which cannot be modified as it is 

assigned directly from CERTIAPP; the First Name and Last Name fields, which correspond to the name of your certification 

body; and the email address associated with your account. 

 

2.2. Other Info 

Here you will find optional fields that you may complete or modify voluntarily, such as: full name, short name, address, city, 

state/province, ZIP/postal code, country, VAT code (tax ID number), website, ID code (you can request it from the 

CONFICERT administration team), phone number, job title, and the option to upload the identity document (ID 

card/passport) of the organization's representative to CONFICERT. 

http://www.conficert.org/
http://www.conficert.org/
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2.3. My courses 

This section shows the courses in which your profile is enrolled. However, since courses are assigned directly to auditors, 

this section will most likely remain empty. The assignment process is explained later in section 4.5. Assigning Courses to 

Employees. 

 

2.4. My Brands 

This section shows all the Annual Authorization Fees to Certify a Brand (Annual Authorization Fee to Certify a Brand) you 

have purchased, along with their purchase date and expiration date. 

http://www.conficert.org/
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2.5. My Membership 

This section lists the memberships you purchase. Remember that you must purchase two: the first is the Initial Membership 

Fee, which is a one-time, permanent payment; the second is the Annual Membership Fee, which is renewed every year and 

is valid until December 31 of the current year. 

 

2.6. Authorization request 

Through this option, you can send us your request for authorization to certify the CONFICERT brands of your choice. 

However, we recommend that you also contact us directly at the following email addresses: 

• General information: info@conficert.org 

• CONFICERT team contact: conficert5@conficert.org 

• CEO contact: d.gonzalez@conficert.org 

 

http://www.conficert.org/
mailto:info@conficert.org
mailto:conficert5@conficert.org
mailto:d.gonzalez@conficert.org
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2.7. Sign up employee 

From this section you can register and sign up all your employees, such as auditors, to whom you can later assign the 

courses you purchase for their training. We recommend keeping an internal record of your auditors along with their access 

credentials (email addresses), since the username assigned to them will be identical to their email address. 

 

2.8. My Orders 

This section shows all the orders you have placed along with their status: pending, processing or completed. Once an order 

is marked as completed, you can view and print the corresponding invoice. 

 

 

 

2.9. Change Password 

From here you can change your account password.  

http://www.conficert.org/
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You can also do so from the login screen, where you will find the option "Lost your password?" right below the username 

and password fields. 

 

2.10. My Employees 

This section shows all the employees you have registered. They are identified by their username, so, as indicated in section 

2.7, it is important to keep an up-to-date record of the credentials associated with each auditor. 

 

2.11. My customers 

This section shows your operator clients. They are registered from your CERTIAPP profile: when you register them as clients 

on that platform, they will automatically appear in this section of your CONFICERT private area. 

From here you can: 

• Assign them the brand registration and certification fee (Brand Registration and Certification Fee) to start an application 

with the operator in CERTIAPP, using the button "Assigned Certification". 

• Assign them the royalty fee from "Assigned Royalties", which is required to unlock the "Issue Certificate" button in 

CERTIAPP. 

• For a group of operators, also assign the "Group of Operators" fee at the same time as the royalty fee. 

http://www.conficert.org/
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3. Payment Methods 

3.1. Payment by Bank Card 

To pay by card, go to the checkout, complete all the billing details, and select the payment method "Card". Check both 

terms and conditions boxes and click "Place Order". 

 

 

Once the payment has been processed, the order summary will appear along with the billing details. Since this is a card 

payment, the system will automatically record it as completed, so you can download your invoice immediately by clicking 

"Invoice".  

http://www.conficert.org/
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You will also receive a confirmation email indicating that your order has been completed. 

 

 

 

 

 

 

 

3.2. Payment by Bank Transfer 

To pay by bank transfer, go to the checkout, complete all the billing details, and select the payment method "Direct Bank 

Transfer". Check both terms and conditions boxes and click "Place Order". 

http://www.conficert.org/
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The order summary will then appear along with our bank details (bank name, IBAN, and BIC). When making the transfer, 

please include the order number as the reference in the message field of your banking app. 

Please note that, since this is a bank transfer, the order will remain on hold (On hold) in the system until we confirm receipt 

of the payment, so the invoice will not be available until then. 

 

You will receive an email confirming receipt of your order, which will also include our bank details for making the transfer 

and the instruction to use the order number as the payment reference. 

http://www.conficert.org/
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For us to issue your invoice, once the transfer has been made, send us an email at conficert5@conficert.org with the 

following subject line: INVOICE FOR PAYMENT OF ORDER NO. (order number) 

Attach the proof of payment and your billing details. As soon as we receive this information, we will change the status of 

your order from on hold to completed. Once updated, you will receive an order completed confirmation email with your 

invoice attached. 

 

3.3. Order Management 

In the "My Orders" section of your private area, you can check the status of all your orders. Orders with status pending 

payment (Pending payment) or on hold (On hold) will not have an invoice assigned. Only orders recorded as paid, and 

therefore marked as completed in the system, will have an associated invoice available for download. 

http://www.conficert.org/
mailto:conficert5@conficert.org
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3.4. Changes, Refunds, and Cancellations 

If you wish to change the payment method of an order, request a refund, or cancel a purchase, write to us at 

conficert5@conficert.org so that we can handle your case individually. Refunds and cancellations will be credited to the 

same bank account from which the original payment was made. 

4. Processes and Configuration 

4.1. Setting the Password 

1) When the CONFICERT administration team registers you in the CERTIAPP system, you will receive a confirmation email 

indicating that your account has been created. To set your password, click the link in that email. 

 

2) The link will redirect you to a page on the CONFICERT website, similar to the one shown on screen, where you can set 

the password of your choice. Once entered, click "Save Password" and you will automatically access our CONFICERT 

web platform (www.conficert.org). 

 

4.2. Completing Profile Data 

Once inside the private area of the CONFICERT website, go to the "Other Info" section and complete or update the fields 

with the details of the certification body (CB) or its legal representative to CONFICERT.  

http://www.conficert.org/
mailto:conficert5@conficert.org
http://www.conficert.org/
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The fields to complete are: full name, short name, address, city, state/province, ZIP/postal code, country, VAT code (tax ID 

number), website, ID code (you can request it from the CONFICERT administration team), phone number, job title, and the 

identity document (ID card/passport) of the organization's representative to CONFICERT. 

 

4.3. Purchasing a Membership (Initial and Annual) 

1) When you access the "My Memberships" section, you will see that you do not yet have any membership. To view the 

available membership types, click the link "here" or the button "Membership Levels: Initial & Annual Fees". 

 

2) Once inside, you will see the available membership types. Since this is a new member joining the organization, in this 

example we will first purchase the membership "Gold Organization Membership – Initial Membership Fee" (€3,000), 

as it is a one-time payment. 

http://www.conficert.org/
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3) Once the membership has been selected, you will access the payment process (checkout), where you can see the 

details of the selected membership and the user making the purchase. 

 

4) On the same page, you must complete the company information and payment details. Payment can only be made by 

card. Accept the terms and conditions and click the button "Submit & Checkout". 

 

 

 

 

 

5) Once the payment has been completed, a confirmation window will appear with the full order summary ("Membership 

Confirmation").  

http://www.conficert.org/
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For us to issue the corresponding invoice, send us an email at conficert5@conficert.org with all your tax details, using 

the following subject line: INVOICE FOR INITIAL MEMBERSHIP (PLATINUM / GOLD / SILVER) – CERTIFICATION BODY 

NAME 

6) You will also receive a confirmation email of the purchase of the initial membership. 

 

7) You can view your purchased membership in the "My Memberships" section of your private area. 

 

http://www.conficert.org/
mailto:conficert5@conficert.org
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8) Next, you must purchase the annual membership. Return to the "Membership Levels" page and select the annual 

membership corresponding to your category; in this example, "Gold Organization Membership – Annual Membership 

Fee". 

 

9) As with the initial membership, selecting this option will take you to the checkout with the membership details, the 

information of the account making the purchase, the company details, and the payment details. Payment can only be 

made by card. Accept the terms and conditions and click "Submit & Checkout". 

 

 

 

 

 

 

 

http://www.conficert.org/
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10) Once the purchase has been completed, a confirmation message will appear along with the order summary. It is 

important to read this message carefully, as it includes two relevant documents: an onboarding guide and 

documentation for new CONFICERT members, and a document with the authorization requirements that a certification 

body must meet to certify a brand. 

 

 

For us to issue your invoice, send us an email at conficert5@conficert.org with all your tax details, using the following 

subject line: INVOICE FOR ANNUAL MEMBERSHIP (PLATINUM / GOLD / SILVER) – CERTIFICATION BODY NAME 

11) You will also receive a confirmation email of the purchase of the annual membership. 

 

 

 

12) You can view your annual membership in the "My Memberships" section of your private area.  

http://www.conficert.org/
mailto:conficert5@conficert.org
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Important: Please note that this membership expires on December 31 of each year, and you have until January 31 

to renew it. If it is not renewed within that period, access to the CONFICERT website will be suspended until the 

membership is brought up to date. Before paying for the renewal, please contact the CONFICERT team at 

conficert5@conficert.org or d.gonzalez@conficert.org. 

3.3.1. Annual Membership Renewal 

Remember that the only type of membership subject to renewal is the Annual Membership Fee. To renew it, go to the 

"Membership Levels" page and follow the same procedure described in steps 8 to 12 above. 

 

 

 

 

 

 

 

 

4.4. Employee Registration and Sign-Up 

1) Go to the "Sign Up Employee" section and complete all the form fields with the auditor's details: first name, last name, 

email address, identification number, job title, phone number, address, city, state/province, ZIP/postal code, and 

country. Once all the fields have been completed, click the button "Register Employee". 

http://www.conficert.org/
mailto:conficert5@conficert.org
mailto:d.gonzalez@conficert.org
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2) You will know that the employee has been registered successfully when a confirmation message appears stating: 

"Employee registered successfully! Password: XXXXXXXXX". This automatically generated password will allow the 

employee to access their account on the CONFICERT website.  

 

The employee can change it at any time from their profile or by using the option "Lost your password?" on the login 

screen. This process is also detailed in the CONFICERT Website Guide for Employees, which is attached to this 

document. 

 

 

 

 

3) To verify that the registration was successful, go to the "My Employees" section, where you can confirm that the 

employee appears in the list. 

http://www.conficert.org/
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4.5. Assigning Courses to Employees 

1) Go to the "My Employees" section and, in the row of the employee to whom you wish to assign a course, click the 

button "Access". 

 

2) The "Add Course" page will then appear. In the "Select Courses" drop-down, click to expand the list and find the desired 

course by scrolling through the options or typing keywords in the search box. Once located, click on it to select it. 

 

 

 

 

 

If the employee is a Scheme Manager and an auditor, or is going to act as an auditor in more than one scheme, you 

can select several courses at the same time. Once your selection is ready, click "Create Order". 

http://www.conficert.org/
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3) You will access the checkout page. Complete the tax details and, if you wish, add a note to the order. If you have a 

discount coupon, enter it in the corresponding field. Payment can be made by card or by bank transfer. Accept the 

terms and conditions and click "Place Order". 

 

4) Once the payment has been completed, the order summary will appear along with the billing details. If payment was 

made by card, the invoice will be available for download immediately. 

http://www.conficert.org/
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5) You will receive a confirmation email indicating that your order has been completed. 

 

6) To verify that the assignment was successful, return to the "My Employees" section in your private area and check that 

the purchased courses appear in the "Assigned Courses" column of the corresponding employee. 

 

http://www.conficert.org/
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4.6. Purchasing the Annual Authorization Fee to Certify a Brand 

1) Once you have met the requirements set by each brand for a certification body (CB) to obtain authorization, including 

having an assigned Scheme Manager and a minimum of two auditors for the brand in question, all of whom have 

completed the CONFICERT training courses, you can start the authorization process. To do so, you can use the 

"Authorization Request" section or contact us directly at conficert5@conficert.org. We recommend the latter option. 

 

2) Once the Board of Directors and the CONFICERT team have verified that the CB meets the brand requirements, go to 

the "My Brands" section in your private area, where you will see that you do not yet have any brands. 

 

3) To purchase a brand, click the button "Authorization & Fee Payments". 

 

http://www.conficert.org/
mailto:conficert5@conficert.org
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4) You will be redirected to the "Authorization & Fee Payments" page, where you must choose the corresponding Brand 

to be certified. 

 

5) You must select the Annual Authorization Fee to Certify a Brand. 

 

If the Brand has more than one scope, as is the case with Food Waste Saver, the Annual Authorization Fees to Certify 

the Brand must be purchased for all of its scopes. If your CB is a Platinum member, it can do so at no cost; if it is a 

member of another category (Gold, Silver, or Collaborator), please contact the CONFICERT Team 

(conficert5@conficert.org) if you have not yet received the corresponding coupons. 

http://www.conficert.org/
mailto:conficert5@conficert.org
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For easier access to these fees, you can use the category filter tool located on the left side. Clicking "Annual 

Authorization Fee to Certify a Brand" will display the fees for all scopes. Then simply follow the standard fee purchase 

procedure. 

 

6) Once you have located the desired annual authorization fee to certify the brand (Annual Authorization Fee to Certify a 

Brand), in this case VeG Wine, select your membership type (in this example, Gold member) and click "Add to Cart". 

http://www.conficert.org/
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7) If you have been confirmed for authorization in additional brands, you can add them to the cart now. Otherwise, click 

the cart icon in the upper-right corner of the screen to go to the checkout. 

 

8) In the checkout, complete the billing details, check both terms and conditions boxes, select your preferred payment 

method, and click "Place Order". 

 

9) If payment was made by card, the order will automatically be recorded as completed and you can download the invoice 

immediately. Otherwise, follow the procedure described in section 3.2. Payment by Bank Transfer. 

http://www.conficert.org/
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10) You will also receive a confirmation email indicating that your order has been completed, with the invoice attached. 

    

11) To verify that the fee payment has been correctly recorded in the CONFICERT system, go to the "My Brands" section in 

your private area, where you can confirm that the brand has been purchased successfully and check the start date, the 

expiration date and the amount paid.  

 

➢ Important: if this fee expires, your access to that brand in the CERTIAPP system will be blocked. To renew the 

authorization, contact the CONFICERT team at conficert5@conficert.org before making the payment, in order to 

confirm that the CB can maintain the authorization. 

 

➢ Reminder: for brands with more than one scope, please remember that the Annual Fees to certify the brand must 

be purchased for all of its scopes. For example, for Food Waste Saver, the 6 annual fees corresponding to its 6 

scopes must be purchased. Please purchase these 6 fees in a single order. 

http://www.conficert.org/
mailto:conficert5@conficert.org
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Once these fees have been purchased, they will appear in your private area as follows: 

 

4.7. Assigning the Brand Registration and Certification Fee to an Operator 

The brand registration and certification fee (Brand Registration and Certification Fee) is the payment required to open the 

certification application and file for a brand on the CERTIAPP platform. Once it has been assigned to the corresponding 

operator, the operator can formally start its certification process. 

1) Go to the "My Customers" section in your private area and locate the row of the client to which you wish to assign the 

brand registration and certification fee (Brand Registration and Certification Fee). If the "Assigned Certifications" 

column shows the message "No certifications assigned", the operator does not yet have any fee assigned. To assign 

one, click the button "Access" in the corresponding row. 

 

2) The "Add Brands" window will appear, with the operator's name and a drop-down to select the fee to be assigned and 

the type of operator. 

 

This drop-down will only show the brands for which your CB is authorized by CONFICERT. For example, if so far you 

have only purchased the authorization fee to certify the brand VeG Wine, that will be the only option available to assign 

in this step.  

http://www.conficert.org/
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3) Select the fee for the corresponding brand along with the operator size and, for multi-scope brands, the specific scope 

to be certified. Once the selection is complete, click "Create Order". 

 

4) You will access the checkout, where you must complete all the billing details, optionally add a note to the order, accept 

the terms and conditions, and select the payment method. Once everything has been completed, click "Place Order". 

 

5) A purchase summary will appear with the order details and billing address. If payment was made by card, the order 

will automatically be recorded as completed in the system and the invoice will be available for immediate download. 

http://www.conficert.org/
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6) You will also receive a confirmation email with the summary of the completed order and the invoice attached. 

 

7) To verify that the assignment was successful, return to the "My Customers" section in your private area. In your client's 

row, click "Show" in the "Assigned Certifications" column, and the details of the assigned brand will be displayed. 

 

http://www.conficert.org/
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➢ Note: if the operator is going to be certified in more than one brand, or in more than one scope within a multi-

scope brand, the same process described above must be repeated for each case. All assigned fees will be listed in 

this section, within the operator's row. 

4.8. Assigning a Brand Royalty Fee to an Operator 

The royalty fee (“Royalty Fee”) is paid once the certification decision-maker has issued a favorable decision on the CERTIAPP 

platform after reviewing the file. At that point, the process moves on to issuing the certificate; however, the "Issue 

Certificate" button in CERTIAPP will appear locked. To unlock it, the corresponding royalty fee must be paid from this 

website (CONFICERT), selecting the operator size and, for multi-scope brands, the specific scope. Once the payment has 

been completed, the button will be unlocked automatically and you can proceed to issue the certificate. 

*Important: once the certificate has been issued, you have a maximum of 72 hours to notify the operator. The certificate 

is valid for one year minus one day from the date of issue. 

1) Go to the "My Customers" section in your private area and locate the row of the client to which you wish to assign the 

royalty fee. If the "Assigned Royalties" column shows the message "No royalties assigned", the operator does not yet 

have any royalty fee assigned. To assign one, click the button "Access" in the corresponding row. 

 

2) The "Add Brands", with the operator's name and a drop-down to select the fee to be assigned. This drop-down will 

only show the brands for which your CB is authorized by CONFICERT. For example, if so far you have only purchased 

the authorization fee to certify the brand VeG Wine, that will be the only option available in this step. 

 

http://www.conficert.org/
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3) Select the fee for the corresponding brand along with the operator size and, for multi-scope brands, the specific scope 

in which the operator is to be certified. Once the selection is complete, click "Create Order". 

 

4) You will access the checkout, where you must complete all the billing details, optionally add a note to the order, accept 

the terms and conditions, and select the payment method. Once everything has been completed, click "Place Order". 

 

5) A purchase summary will appear with the order details and billing address. If payment was made by card, the order 

will automatically be recorded as completed in the system and the invoice will be available for immediate download. 

http://www.conficert.org/
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6) You will also receive a confirmation email with the summary of the completed order and the invoice attached. 

 

7) To verify that the assignment was successful, return to the "My Customers" section in your private area. In your client's 

row, click "Show" in the "Assigned Royalties" column, and the details of the assigned fee will be displayed.  

 

➢ Note: if the operator is going to be certified in more than one brand, or in more than one scope within a multi-

scope brand, the same process must be repeated for each case. All assigned royalty fees will be listed in this 

section, within the operator's row. 

http://www.conficert.org/
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5. Special Cases: Multi-site Operators and Groups of Operators 

5.1. Multi-site Operator 

For multi-site operators, there is no difference in the payments made from the CONFICERT website. The specific 

configuration process for this type of operator is managed exclusively on the CERTIAPP platform. 

5.2. Group of Operators 

For a group of operators, the operator that will appear in the list of the "My Customers" section of the private area will be 

the group holder operator, who will also be responsible for registering the file and receiving the certificate on behalf of all 

the member operators of the group. 

Payments of the brand registration and certification fee (Brand Registration and Certification Fee) and the royalty fee 

(Royalty Fee) are made following the same procedure described in sections 4.7. and 4.8. respectively. The only difference 

is that, in this case, the group of operators fee must also be assigned, which is paid at the same time as the royalty fee. The 

amount of this fee is multiplied by the number of operators in the group; that is, if the group consists of 6 operators, the 

unit price of the fee will be multiplied by 6. 

5.2.1. Assigning the Group of Operators Fee 

1) Go to the "My Customers" section in your private area and locate the row of the client to which you wish to assign the 

group of operators fee. If the "Assigned Group of Operators" column shows the message "No group of operators 

assigned", no fee has been assigned yet. To assign one, click the button "Access" in the corresponding row. 

 

2) The "Add Brands", with the operator's name, a drop-down to select the brand to be assigned, and a field to enter the 

number of operators in the group. The drop-down will only show the brands for which your CB is authorized by 

CONFICERT. For example, if so far you have only purchased the authorization fee to certify the brand VeG Wine, that 

will be the only option available in this step. 

 

3) Select the fee for the corresponding brand and enter the number of operators in the group. Once the selection is 

complete, click "Create Order".  

http://www.conficert.org/
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➢ Note: Some brands or sub-scopes do not allow certification as a group of operators, so it is recommended to 

carefully check which brands this option applies to before proceeding. 

4) You will access the checkout, where you must complete all the billing details, optionally add a note to the order, accept 

the terms and conditions, and select the payment method. Once everything has been completed, click "Place Order". 

 

5) A purchase summary will appear with the order details and billing address. If payment was made by card, the order 

will automatically be recorded as completed in the system and the invoice will be available for immediate download. 

 

6) You will also receive a confirmation email with the summary of the completed order and the invoice attached. 

http://www.conficert.org/
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7) To verify that the assignment was successful, return to the "My Customers" section in your private area. In your client's 

row, click "Show" in the "Assigned Group of Operators" column, and the details of the assigned fee will be displayed. 

 

http://www.conficert.org/
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