
OFIS – Guidance for entering the Annual Report of Control Bodies/Control Authorities 

into OFIS 

 

1. Connect to OFIS-INTC 

 
Please use the following web link to connect to OFIS-INTC: 

https://webgate.ec.europa.eu/agriportal 

 

You will be prompted to the following screen 

 

  

 
 

 

Please click on the "Login" button which will direct you to the identification page. 

 

 

 

 

 

 

 

 

 

 

https://webgate.ec.europa.eu/agriportal
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This screen will allow you to introduce your username and your password:  

 

 
 

After having entered your identification, you will be directed to the next screen where you 

have to click on the " OFIS-INTC " application as shown hereafter. 

 

Ofis Irregularity Notifications Third Countries and CB annual reports 
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2. Select OFIS module for CB/CA annual reports  

 

There are two modules in OFIS-INTC for control bodies and control authorities: 

 Notifications which concerns irregularities notified by Member States 

 Annual report. Please select "Annual Report" in the menu.  

 

 
 

The annual report module will open on the following page: 

 

  

The red bar in the report icon indicates that the 2013 report's five sections are empty.  

 

Please click on "EDIT" to access the five sections to be completed. You navigate between 

sections by clicking on the “Section” tab of your choice. 
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3. Section 1: Information about your CB/CA and the accreditation body 

Section 1 shows the basic information available in OFIS on your CB/CA.  

Please click on "Add" to enter information on your accreditation body. A screen allowing you 

to enter the name and contact information of your accreditation body will open. 

 

Please enter the information relating to your accreditation body 

 

Once you have completed the form regarding the accreditation body, click on "Save/Update" 

N.B. The "Control Body Basic Information" cannot be modified by you directly.  

If you need to update this information, please send an email to  

AGRI-ORGANIC-IMPORTS@ec.europa.eu  

 

mailto:AGRI-ORGANIC-IMPORTS@ec.europa.eu
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4. Section 2: Overview of Activities 

This section lists all third countries for which the CB has been recognised, indicating for each 

third country the product categories the CB has been listed for. The colour red indicates that 

no information has been inserted for that third country/product category.  

 
 

Click on a product category under a third country to enter the CB's overview of activities for 

that third country. The information must be completed for all third countries and all product 

categories in which the CB is active. NOTE: The entered information is only saved once you 

click update and the end of each product category screen for a third country.  
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Start by completing the number of operators under the CB's control in the third country in that 

product category.  

If no operators were under the CB's control in the year covered by the reporting period, please 

enter "0" and leave the rest of the fields empty.  

 

If you had operator(s) under your control, please complete all the information fields, starting 

with the product names and quantity by clicking on "ADD" (blue arrow) 

A new box opens to allow you to select the type of product certified + amounts. Start typing 

in the field entitled "filter" – the list will propose a classification of products. Select the most 

appropriate field.   

Please enter an estimate of the total quantity of this product type intended for export to the EU 

from the selected third country during the reporting period.  
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Click on "Add" – the product and quantity is added to the overview of activity. Do not close 

this window if you wish to add further products, simply erase the previous product and enter 

the next type of product.  Once all products and quantities for a product category in the third 

country concerned have been entered, please click close.  

Please proceed to fill in the other information pertaining to that product category in the third 

country concerned: 

 

Under "Derogation List", please click "Add" to access the list of derogations to select those 

that were granted in this product category and the third country concerned during the 

reference period. You can enter a brief explanation if you so wish under "additional 

information. 

 

Please tick the derogation granted and fill in the number of times that specific derogation was 

granted, then click "ADD". The derogation is added to the overview of activities. Do not close 

this window if you have granted other derogations in that product category. 
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Simply select the other type of derogation, enter the number of times it was granted during the 

reference period and click "Add". Once all derogations have been entered, please click close. 

The list of all derogations granted in that product category and countries appears in the 

overview of activity. 

 

 

Once the information is complete for the product category, click update. PLEASE NOTE: The 

entered information is only saved once you click update and the end of this screen.  

Once the overview of activity for a product category in a third country is completed, the text 

is green. If a text line is orange, the overview of activities for that product category in the third 

country is incomplete (for instance, number of operators could be missing or products 

certified not entered). 
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5. Section 3: Structure of the control body/ control authority 

In this section, please provide the addresses of your headquarters, critical locations, branch 

offices and subcontractors.  

Click (+) Add New… to start entering the information 

 

 

 

Please indicate for each office you add what the status of the office and insert the third 

countries covered by that office.  
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For headquarters and critical locations, please indicate the date of the last office audit and 

upload the last surveillance report from the accreditation body Please note: All uploaded 

documents have to be in PDF format. Please ensure that extraction of pages is allowed in 

the security settings of all the PDFs uploaded in OFIS. 

 

6. Section 4: Production Standard and Control measures 

Please enter the name of your production standard and of your control measures and upload 

the standard in a PDF format 

 
 

If changes were made to the production standard or the control measures, please indicate this 

in section 4. Once the accreditation body has confirmed the equivalence of the updated 
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production standard during its annual surveillance assessment at the CB/CA's headquarters, 

please upload the relevant assessment report as PDF file in section 4 

 

7. Section 5: Witness audit reports 

The product categories for which the control body / control authority has been recognised are 

listed automatically in section 5. 

Please click on the product categories to insert the requested information: 

 

 
 

For each product category, please fill in the requested information and upload the latest 

witness audit in that product category. If the witness audit report was supplemented by an 

additional report, you can upload it under additional information. Please remember only to 

upload unprotected PDF files. 
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Once you have completed all the sections or if you want to check which sections have been 

completed, click on "To confirm report once finalised". This function is accessible in all 

sections. 

 
 

8. Status of CB Annual Report 

 

This page, to which you can return at any time by clicking on "To confirm report once 

finalised" allows you to see which sections need to be finalised. The colour bar in the report 

icon is red for reports that have not been started, orange for reports yet to be finalised. The 

section missing information is indicated. 
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Once all sections are completed, the colour bar in the icon is green and the "confirm" button 

appears on the screen. Please remember that once the report has been confirmed, it is 

submitted to the Commission and can no longer be modified.  

 

 
 

 

9. Printing and saving a report of the annual report submitted 

Once the report has been submitted, the report icon is marked with a lock indicating that it can 

no longer be modified. By clicking the button "Open Report" you can open the report you 

submitted in PDF format as it has been submitted. All the PDF files you uploaded are 

included in this report. 

*** 

 


