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Introduction

This factsheet provides a technical guidance for First Level Control (FLC) activities on partners
progress reports within the eMS platform. More information on eMS operative procedures can be
found on YouTube, following tutorials developed by INTERACT:

https://www.youtube.com/watch?v=rkQp05VDLpQ&t=586s5&index=12&Ilist=PLvYGV{fGv4leEn2QC

4ztZAFAWICQztWGYY

According to the Factsheet 4.4 of the Programme Manual, there are two types of national control
systems in the Member States participating in the Interreg IPA CBC Italy-Albania-Montenegro
Programme:

Centralised Systems (ALBANIA and MONTENEGRO), in which the Member State appoints
one body to perform the verification of expenditure of all beneficiaries located in its
territory. In these Member States, beneficiaries must submit their expenditure for
verification to this body.

Decentralised Systems (ITALY), in which each beneficiary is free to appoint its own
controller, according to instructions/procedures set in place at national level. Controllers
chosen by the beneficiaries are subject to approbation by a body designated at national
level for this purpose.

IMPORTANT

The First Level Controller Assignment for the Centralised systems (ALBANIA and MONTENEGRO),
will be directly managed by JS/MA in accordance with the National Authority.

The First Level Controller associated to ITALIAN Partners are subject to approbation by a body
designated at national level. After that, the Controller has to follow the registration and
assignment procedure described in the next paragraph.

1.1 General Access and registration to eMS

The person appointed as FLC, before starting before starting any activity, must be registered into
the eMS platform.

The eMS system can be accessed on the following link: https://www.italy-albania-montenegro.eu
clicking on “Ems Platform login section”
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Interreg - IPACBC H
Italy-Albania-Montenegro

&) Login

/' Registration

Login Section

EN ”
Username*

Password®

v Login + . Register ? | Forgot Password

Figure 1 - eMS login Section

Clicking the button “Register” on the login section (Figure 1), you will then be asked to provide a
set of credentials. Then to save data click again the button “Register”.

interreg-IPACBC H
Italy-Albania-Montenegro

# . Login . )
Registration
#* Registration
Description
Username
EN -
Email *
Password *
Password Again *
Firstname *
electronjc Lastname -
monltorlng Title
system

Language EN -

Solve: 10 +13= 0

B Register

Figure 2 - Registration form

ATTENTION!!

- The person registering in the eMS must be the Controller appointed by the PP/LP.

- Before registering in eMs, the controller must have received the formal appointment of
First Level Controller “The Nulla Osta" from the competent office. (see factsheet 4.9)

After registration, the FLC need to be confirmed and assigned to the specific Partner by JS/MA.
FLC have to send an email to js@italy-albania-montenegro.eu indicating:
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- the name of the project and Partner to which he/she is associated;
- name and surname;

- address (country, city, street, number, postal code;

- eMS user account;

- email address used for eMS registration;

- phone number.

After that, JS/MA will assign the Controller to the specific Partner.

\1.2 FLC access to User Account and Partner Report

By accessing the User Account, you can change your personal information (first name; last name;
title) as well as introduce the name of Department you are working in.

You can also choose the view of your Dashboard by ticking or unticking checkboxes that are
introduced for defining the items to be visible on your dashboard (“Show Projects”, “Show
Mailbox”, “Show calendar”).

interreg

Usemame Email
~ Personal
FLClLatvia ficlatvia@mailinator.com
1) Dashboard Password Old
8 Generated Files
#) User Account Password New Password New
0 Document Library
Firstname: Lastname
» Applications
Inara Stopina
» FLC
Title Language
+ Reporiing Financial contraller EN v
Show Projects Show Mailbox Show Calendar Automatic e-mail after Department
©) Logout v L v messages
- . Receiving information
Mail Signature
A B I U &bk x, x*|#% T2 s==== #
electronic
monitoring
system

developad 2y

Characters (including HTML): O (Limit: 2000), Words: 0

B save

After login, you see the FLC dashboard with a list of all projects, which have at least one project
partner assigned to you. The dashboard also shows the mailbox and a calendar if configured like
this in the User Account.
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HILESTICTY n Welcome FLC 1!
~ Personal
) Dashboard My Projects.
8) General ted Files 1-150126 e e 1] 2 e
&) User Account Specific Submission Date Applicant Or
) Docurnent Libary Ena s LeadPaner ¢ LP Nationally ¢ call ¢ Timesiot ¢ Same c Pogasiate o ML vewproget
» Applications
; TP Specific .
~ FLC 15.00.2019 Partner No.1. LATVIJA CACall objective 1.1 16.00.2016 Contracted Riga ) Reporting
i | My Project Partners " ITP Specific - View
03.10.2020 My lead partner 1 LATVIJA LumpSumpsTest objective 1.1 03.10.2016 Contracted chrweme @, Reporting
» Reporting TP TA Specif
; pecitc View
30.11.2018 Dzelzava LATVINA New_version_not_per_unit Objective. 02.11.2016 Contracted Maddy ) Reporting
©) Logout , TP Specific View
30.11.2018 LVPartner LATVIJA New_version_CALL Objective 2.1 02.11.2016 Contracted Riga @, Reporting

Alternatively, you can also access projects via the ‘My project partners’ table under ‘FLC’ in the
left-hand menu.

A list of all open partner reports (i.e. all reports ready to be verified) can be accessed via the ‘Open
FLC partner progress reports’ menu item under ‘Reporting’.

* Perzonal

L Dashboard
B Generated Files

& User Account
* FLC

il | My Project Partners
* Reporting

Open FLC Partner
Progress Reports

If you access the project from the ‘My project partners’ list, you will be directed to the partner
report section and - where available- reports can be selected. In the example below - as you can
see from the ‘State’ of the reports - two reports are already FLC certified and one has been
submitted to FLC but not yet FLC certified.
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Iatavea s
Hiteirey EA KaGaTESTjune ITPE62 | show More | Reports elcome FLC AT)
emMSdemo
(8] Praject
(2 Supplementsry Information Partner Reports
o 1 - AT cooperation agency - ATCoop
Report | Report Report State Date Of Partner Included In Project Total Partner Expenditure Declared  View Certificate
Start End Submiszion Report ERDF Report
12 Help Period 1 09,06.2016 - 09.06,2018
(&) Contacts 1RE1PM 09.06.2015 09.06.2018 ?’Pm FLC 09.06.2015 Period 1 Projact Report 1 £315000 O (8)
ertified
Period 2 09.06.2018 - 09.06.2018
(O] Logout = =
- Report 09.06.2018 09.06.2018 Report FLC 09.06.2016 Wit Included £415000 (A (©)
21 Certified - -
& = Period 3 09.06.2018 - 09.06.2018
M Report 09.06.2018 09.06.2018 R
b 16, epartSubmitd  09.06.2016 Mat Certified 200000 (A @
wg Feriod 4 09.06.3018 - 09.06.2018
Period 5 09.06.2018 - 09062018
electronjc (@) Partner Living Tables
manitarina o

If you access the report from ‘Open FLC partner progress reports’, by pressing the magnifying glass
in the column ‘view’ for the report in question, you will immediately be directed to the selected
report.

1.3 Verification of a partner report — List of Expenditure

Selection of a partner report leads to the partner report view. Near the top, Tabs to access the
Partner Report (i.e. content section), the List of Expenditures, Contribution and Forecast and
Attachments to the report made by the project partner are available.

inerrey [ < | NEW STEP ITP24 Application form version 0 ( snewnmore | Partner Report 1 LVPartner Period 2
H b
eMSdemo
| Partner Report List Of Expenditures Contribution And Forecast Attachments
(8) Partner Finance Report

| Attachment Upload Closed

(%) Expenditure attachment upload

* closed Partner Report
Period 2 - 01.05.2017 - 31.10.2017

FLC Documents
FLC Checklist

Application Form
Print Report 01.052017 31.10.2017

3w E R e

| Revert From Fic To P P

Summary of partner’s work in this reporting period

Please describe your progress in this reporting period and how this contributed to other partners’ activities # outputs and deliverables delivered in this reporting period.

()

1?7 ) Help

| Generated Files

W)

) Contacts

-lél) Logout

EN -
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List of Expenditures - Overview

ELRDPEAN UNICH

You can directly access the list of expenditures and verify expenditure items

‘Verified by FLC” are highlighted in orange.

List Of Expenditures

Item Id &

) Export

Budget Line &

11 5taff costs

Declared Amount Euro <

£138

11 Staffcosts €328
21  Office and administration £0.28
21  Office and administration £0.49
31 Travel and accomodation £16.43
51 Equipment €992

B) Save Columns | Columns| =

Uploads

0 Attachments.

Difference FLC

Verified By FLC ¥

MS-Logo pdf (FLCHR1, 10.06.2016)

1 Attachments.

0 Atachments

0 Atachments

0 Attachments

0 Attachments

In the ‘List of Expenditures’, you can view all expenditure items
window opens in which expenditure can be corrected.

Edit Expenditure
Partner Report 1 LVPartner Period 2 List of Expenditures

£2E7

Amount Certified FLC &

€000

€381

€0.00

€057

£13.10

€000

. Items ticked as

Comment FLC &

. By clicking on an item, a pop- up

Budget Line

Work Package # Preparation
Intemnal Reference Number 125

Invoice Number 33

Invoice Date 25.11.2016
Date Of Payment 27.11.2016
Currency EUR -EURO

Conversion rate
Total Value Of Item In Original Currency

Infrastructure and works

Description1

Description2

Partner Comment

2000 Characters Remining

+) Upload

15.26
VAT 000
Declared Amount In Original Currency 15.26
Declared amount in Eur 1526
Expenditures Outside (The Union Part Of) The
Programme Area?
In Kind
Purchase Of Land
Verified By FLC Comment Fic (pp,fic js ma,ca,aa)
Difference FLC €200
Ameunt Certified FLC €000 285 Characters Remaining
Fic Correction Type Incorrect public procurement ~

Uploaded

No records found

Expenditure items can also be edited directly in the List of Expenditures (LoE). Items that are

edited directly in the LoE are saved only by pressing the button ‘Save’.

Programme Manual - Factsheet 4.8 eMS User Manual — FLC procedures



nnerreyg -irFA vuob.

Italy - Albania - Montenegro
fnerrey n ITP24 Application form version 0 [ show More Welcome FL
demo
Partner Report Contribution And Forecast ~ Attachments

i) SAVE

List Of Expenditures
Pariner Finance Report

anversion Rate Date & Declared Amount Euro & » Flc correction type & Diff
Aftachment Upload Closed Exp Outside ¢ | InKind &  Declared & Uploads  Date Of Certificate &  Verified By FLC &

Expenditure attachment upload
closed €457 ¥ 0Aftachments Other

FLC Documents

FLC Checkiist
€091 v DAftachments Other
Application Form

Print Report
Revert From Fic ToP P €1525 v DAftachments v Incorrect public procurement >

<
Exit O) Export  (B) Save Columns | Columns v

Help o« Tickall as verified by FLC (@) Save ) Retum

Generated Files

Contacts Download all attachments

Both positive and negative corrections are possible in the ‘Difference by FLC’ field. Since negative
corrections are more frequent, the eMS assumes that, by introducing positive number in the
‘Difference by FLC’ field, a correction is negative. If you want to make a positive correction,
please enter the negative amount.

The corrected amount is shown as ‘Amount certified by FLC' if the checkbox ‘Verified by FLC' is
ticked.

IMPORTANT

If you enter an amount in the ‘Difference FLC’ field, but do NOT tick the checkbox ‘Verified by
FLC’, the eMS considers this amount as not verified and the ‘Amount Certified FLC’ field stays
empty.

The concerned expenditure item will NOT be included in the FLC certificate.

Only by ticking checkbox ‘Verified by FLC’, the item will be included into the FLC certificate.

To make FLC work easier, a ‘Tick all as verified by FLC’ button is available, which allows you to tick
all expenditure items as ‘Verified by FLC’ with one tick.
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List Of Expenditures

Budget Line ¢ WP 2 Inv Mo < Inv Date: 2 Paym Date ¢
Staff cosis M Management FR AFR N AFR
Staft costs T1 bUH FR NAFR NAFR
Office and administration M Management FR NAFR WAFR
Office and administration  T1 bUH FR NAFR NAFR
Equipment M Management 21 01.08.2017 020823017
Equipmeant T4 bUH 635 03.08.2017 11.08 2017

<
) Export B Zave Columns | Columns -

\fl/:- alaswerfied by FLC (@) Save = | Retum

ownicad &l atachments

Warning!

If you want an expenditure item to be included into the FLC certificate, the item needs to be
marked as ‘Verified by FLC’ (the corresponding checkbox needs to be ticked).

For expenditure calculated using Flat rates (Staff costs, Office and Administration), the difference
and certified amount are calculated automatically. They also do not need to be marked as
‘Verified by FLC', as they are marked when expenditure that is the base for calculated Flat rate is
checked as verified. Direct corrections in flat rate budget lines are not possible.

Please note that in case a flat rate is based on multiple expenditure items and only some of them
are ticked as ‘verified by FLC’ the flat rate will split into multiple items to make sure that only the
part of the flat rate referring to the verified items is included in the FLC certificate.

Any supporting documents uploaded by the project partner to the LoE (i.e. documents attached by
the project partner to specific expenditure items) can be accessed via the ‘Uploads’ section.

As an FLC, you can also upload documents to the LoE. Documents uploaded by FLC to the LoE
cannot be viewed by the project partner.

Cuts in original currency

If any of the expenditure to be adjusted was declared in a currency different than EUR, you may
decide to cut it in EUR or cut it in original currency. In order to cut in the original currency, you
need to check the box ‘edit amount in original currency’. Then you can enter the difference in the
original currency and the system will calculate the difference and the new eligible amount in EUR
using the exchange rate at the time when the item was submitted to the FLC.

Programme Manual - Factsheet 4.8 eMS User Manual — FLC procedures 10



nnerrey ~irFA vo.
Italy - Albania - Montenegro  caccauo

InvNo & | InvDate ¢ Paym Date % _Description1 < Partner Comment % Currency # | Total Val ltem <

Total Value Of
Item In Original
Currency 2000 Characters Remalning

VAT

FR oo 328
Declared

Amount In

QOriginal

Currency

Expenditures

ER Qutside (The

Union Part Of) —
The

Programme
1 B [
In Kind

Verified By FLC v Comment FLC

1232.00

123.00

023

049

Edit amount in L e

aoriginal
currency
.|

m

Cutin original F HRK 0.0D- 255 Characters Remalning
currency

Difference FLC 000

Amount

Certified FLC £1843

+ Upload

Uploaded

Mo records found

Warning!
Cuts in original currency are only possible in the single expenditure pop-up. All edits done
directly in the List of Expenditure are by default in EUR.

FLC ‘Comment section’ in List of Expenditure

Information introduced in the first comment field is visible to all users — project partner, Lead
partner, FLC, Joint Secretariat, Managing Authority, Certifying Authority, Audit Authority.

Programme Manual - Factsheet 4.8 eMS User Manual — FLC procedures 11
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o @ Budget Line B T— Desaiption |
Tat

Comversion rate
Total Value OF hiem In Original Curency

e VAT

Farl Of) The Programme Area?

30000 || Comment Flc (pp fic js.ma,ca.aa

30000

Uploadsd

‘Column Select’ Feature of the List of Expenditures

The List of Expenditures is very wide as it contains many columns and you might find one or the
other column not necessary. Programme can hide columns globally (i.e. at the programme level —
this option is available in the programme properties). You can hide columns locally (i.e. each user
can hide columns as needed). For more information, please see the Section ‘Column Selector’).

Please note that some columns are especially useful for FLC to deal with left-over — not yet
verified - items from previous reports (‘Sitting ducks’ — see below) namely: ‘Report Number’ and
‘Date of Certificate’.

The LoE table can be exported to Excel. Only columns that are not hidden will be exported.

List Of Expenditures

Di
InKind &+ Declared & Uploads Date OFf Certificate = Werified By FLC &

L O Attachments D& QLI E L
L O Attachments L ) L
o O Attachments L ) o
" O Attachments DEOE N5 "
Kl
O Expert (B Zawe Columns
[}
W  Amount Ledmed Ma d

Cgrment MA
Difference WA
Date of request far payment to

Reimbursed

o 18 (S S

dateOfCertificate

itemld =
1 | B
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Scrolling the List of expenditure

It is possible to scroll the List of Expenditures to the left or right by using the middle- mouse-
button (press it and move around in the table). This feature can be used as an alternative to the
existing scroll bar.

Downloading documents (LoE Attachments)

Attachments by the project partner to items in the LoE are shown in the LoE and in the ‘Edit
Expenditure’ pop-up window.

There are two types of attachments available: the ones that are visible only to you as controller
and attachments that will become visible to the project partner after the FLC certificate is issued.

To upload documents that should not be seen by project partner, use the “Upload button”.

To upload documents that can/should be seen by project partner, use the “Upload files also for
project partners” button.

All uploaded documents are positioned in the order of uploading time and you can easily
determine which documents are seen to project partners by mark on the right side of the list.
A ‘download all attachments’ button is available to download all attachments associated with one
expenditure item.

Verified By FLC [ Comment Flc (pp,fic,js,ma,ca,aa)
Difference FLC €000
Amount Certified FLC £7458.00 2585 Characters Remsining

Flc Correction Type

+ Upload

+ Upload files also for project partners

Visible to

Uploaded
e PP
Testpdf (FLCLalvia. 02.11.2017) *x

Test.docx (FLCLatvia, 02.11.2017) s
Download all attachments

e e

B save

You can add attachments to individual expenditure items. It is clearly visible that it was added by

FLC (see below: user FLCAT added the last attachment). Attachments uploaded by an FLC user can
be seen by all other FLC users that are assigned to the same project partner as well as JS, MA and

CA. They currently cannot be seen by the project partner.
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Declared Amount Org Currency ¢ | Declared Amount Euro <

Uploads Date Of

150.00 €150.00 0 Attachments

1 00000 £1000.00 0 Amachments

1.4 FLC Documents

The eMS handles the following FLC documents:

e FLC expenditures

e Partner information

e CHECK LISTS (FLC Checklist; Inherent Risk Assessments; Control Risk Assessments;)
e FLCReport

e Attachments

I Partner Finance Report
.0} FLC Documents

) FLC Chiechdist

| Application Form

| Print Report

7 @) ®) B

) Revert From AcTo PP

1.4.1 FLC Expenditures

This overview table shows — per budget line — how much was declared in the current report and
how much of this was already ticked as ‘verified by FLC' in the LoE. It can be used, e.g. to keep
track of the FLC work. It can also be used to verify along cost categories (budget lines) as
expenditure items can be opened per cost category via this view.

Programme Manual - Factsheet 4.8 eMS User Manual — FLC procedures 14
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Flc Expenditures Partner Information FLC Checklist FLC Report Attachments Inherent Risk Assessment

Control Risk Assessment

Open Report Expenditures

% | Show all waiting to be verified # including open expenditures from other reports

Declared by partner Certified by Fic Difference Difference in %
Budgetline
Current report Total Current report Total Current report Total Current report Total
Staff costs (8, €21344 €213.44 €180.00 €180.00 €3344 €3344 84.33% 8433%
Office and
administration £3201 £3201 €27.00 £27.00 €501 €501 3434% 8434%
o)
Travel and
accomodation €1067.23 €1067.23 €900.00 €900.00 €167.23 €167.23 8433% 8433%
o)
External expertise .
. £0.00 £0.00 €0.00 €0.00 €0.00 €0.00 Mot applicable Not applicable
and services (0,
Equipment (B £€0.00 £€0.00 €0.00 €0.00 €0.00 €0.00 Mot applicable Not applicable
Infrastructure and
€0.00 €0.00 €0.00 €0.00 €0.00 €0.00 Mot applicable Mot applicable
works (B
Total Expenditure €131268 €131268 €1107.00 €1107.00 €205.68 €20568 8433% 8433%
et Repepue €000 €000 €000 €000 €000 €000 Not applicable Not applicable

Al

This view is also used to access any open expenditure items from other partner reports (see
Section ‘Open Expenditure Items from Other Reports’ below).

Note: the column: ‘Total’ has no use for the default view, it only makes sense for the ‘sitting ducks
view’ (see below). Without ‘sitting ducks’, it just repeats what is listed under ‘current report’.

1.4.2 Partner Information
This interface can be used to enter important information about a project partner such as VAT and
bank account.

It is assumed that information entered here does not usually change over time. For this reason,
information entered once in this section is shown as well as in all subsequent reports.

If it does change, however, it can be updated. If updated, the new information will be shown in all
subsequent reports, but not in already submitted reports.

Some or all of this information entered here can be used in the printed versions of the FLC report
or certificate as needed.
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Flc Expenditures Partner Information FLC Checklist FLC Report

Partner Information

Accouting System

[according to Art. 125 4(b) of Reg. (EU) No 1303/2013] The project partner uses for sccounting purpases

Wat

The partner organisation has the right to recover YAT.

Bank Account

The carrect IBAN and BIC is communiicated to the Lead Partner and the account belongs to the project
partners organization

Please provide comment

1.4.3 Checklists
There are three types of checklists:

e FLC Checklist
e Inherent Risk Assessment

e Control Risk Assessment

FLC Checklist

ELRDPEAN UNICH

Attachments Inherent Risk Assessment

ASeparate Accounting System | T

parcaty | Mo

-

Control Risk Assessment

The FLC checklist is provided by the programme and lists all verifications expected from national

controllers.

Partner Information FLC Checklist FLC Report Attachments

Checklist For Expenditure Declared And Certified By Budget Line

©/5taeT custs -SIMPLIFIED COSTS ace.

Duplicate checklist — (option valid only for n.4 Check list)

nherent Risk Assessment

Vinighied

Value

Control Risk Assessment

Contirmes

Programme Manual - Factsheet 4.8 eMS User Manual — FLC procedures
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“FLC Checklist” can be duplicated in specific situation. In particular with regards to the n.4
(Compliance with public procurement rules — Criteria — Real Cost.), Controller have to select the
option within the dropdown list and then have to click the button “duplicate checklist”.

For each Public Procurement Procedure, the check List section n.4 must be generated.

Checklist For Expenditure Declared And Certified By Budget Line

First Level Control

+ ) Duplicate checklist
O E W publC procurement rules - Criteria — Real cost [according to national and — if applicable - programme, regional and internal public procurement rules (cfr. article 45 of the IPA Il 60 -

Confirmed
Weight Question Value Weighted Value Comment

O Audit Trail 0.00
o The list of expenditure is available for the Yes | No
reporting period from the project partner. Not Applicable 4000 Charactrs Renabing
Costs are directly related to the project and
necessary for the development or
implementation of the project.
o e.g. Verified that costs: Yes No
have been initially planned in the application Not Applicable
form under this budget line. OR 4000 Characters Remaining
Have budget shift formally approved
accordingly the Programme rules.
Costs are correctly allocated to the relevant Yes No
o] budget lines.

e.g. Inspected list of expenditures. Not Applicable 4000 Characters Remaining

The Controller have to complete the check List in the following way (see picture below):

1. Select the value (yes/no/not applicable)
2. Insert Comment (if any/expecially if there are important issue to be highlight)

3. Click on “Confirmed” button: to validate all the question in one shot; or checking each
question separately.

Remember to check each question of the check list before finish it. This is crucial to generate a
valid FLC certificate.

ATTENTION!!

Due to a Bug in the eMS FLC check-list, only when section 4 is duplicated (from the specific
drop-down menu) and therefore only when more than one procurements must be verified within
the same report, we kindly ask you to proceed as follows:

1. After duplicating and filling in sub-section 4 in the "FLC checklist" area, proceed regularly
with the flags and save it;

2. Before generating a preview of the certificate (FLC CERTIFICATE) which will then be signed
and attached by you (the last two pages), send an email to:

js@italy-albania-montenegro.eu and f.errico.adg@region.puglia. it

with mail subject: FLC certificate alignment request - section 4

and mail text: Project acronym, partner name, checked report number;
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3. You will receive an email confirming the open ticket and then you will be informed of the
resolution of the problem;

4. You can then print the complete certificate attach the last two pages in "attachment” and
then proceed to close the certificate.

Checklist For Expenditure Declared And Certified By Budget Line

First Level Control

+ Duplicate checklist

4. Compliance with public procurement rules - Criteria — Real cost [according to national and — if applicable - programme, regional and internal public procurement rules (cfr. article 45 of the IPA Il 60 b
ed
Weight Question Value Weighted Value Comment
© Audit Trail 0.00

—
o The list of expenditure is available for the
reporting period from the project partner. Not Applicable 4000 Ch A
- aracters Ret

Costs are directly related to the project and
necessary for the development or
implementation of the project.

e.g. Verified that costs: Yes No
0 have been initially planned in the application Not Applicabl
ot Applicable
form under this budget line. OR 4000 Characters Remaining
Have budget shift formally approved
accordingly the Programme rules.
Costs are correctly allocated to the relevant Yes No
0 budget lines. -
e.g. Inspected list of expenditures. Not Applicable 4000 Characters Remaining

Then, in order to finalize the activities:

- Click the button “save” (at the end of the check list), and then

27

- click on “Finish check list

delays taking into
consideration shared costs.

Total

Assessment
Value 0,00 v
Max
0,00
&) Print preview &) Print 2) Reset All Answers B) Save ™) Finish Checklist ®) Exit Checklist

Other options are:
- Print preview: to print preview of work in progress;
- Reset all answer: to delete all information inserted within the check list;

- Exit Checklist: to exit
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ATTENTION!

After the check list has been finalized, the only way to add modifications is to click the button
“unlock Checklist”.

Total
Assessment
Value 0,00 v
Max
0,00

&) Print preview &) Print ) Exit Checklist @) Unlock Checklist

“Inherent Risk Assessment” and “Control Risk Assessment”

The Inherent Risk Assessment is used to assess the risks inherent to a project type, a project
partner or types of activities/expenditures. Information entered here will be copied from one
report to the next, but can be changed in each report. Usually changes are only needed, if
something changed in the partnership, the organization, or the activities.

The Control risk assessment provides information on the quality of each report. It can be used as a
basis for sampling: if the quality of information in a budget line has been good in the past,
sampling can be justified.

ATTENTION!

In order to avoid unexpected blocks in the eMS platform, the two sections "Inherent Risk
assessment" and Control Risk assessment "have been disabled.

For this reason, during the certificate generation you will no longer have to compile these online
check lists but you have to use the offline forms (word format). These forms must be filled,
dated, signed and then uploaded in the section "Attachments".

Remember that the “Inherent Risk Assessment” and “Control risk assessment” check lists have to
be compulsorily filled at the first check (first certificate) by the FLC. They can be updated, during
subsequent checks, in particular in the event of activities or budget changes.

(vou can find templates on: https://www.italy-albania-montenegro.eu/tools/programme-
manual/implementation;)
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1.4.4 FLC Report

The section ‘FLC Report’ contains information on the current report. It is assumed that this
information changes over time. The information to be provided in this section includes Type of
report, details on the designated project partner controller, Methodology of the verification,
Description of Findings, Conclusions and recommendations and follow-up measures for the next
partner report.

Flc Expenditures Partner Information FLC Checklist Attachments Inherent Risk Assessment Control Risk Assessment

Independent First Level Control Report

Preject And Progress Report
Report Dated By Project Partner 08.06.2016

Type Gf Project Report Preparation Costs Partner Report Final Report

Designated Project Partner Controller

Telephone Number 12345678
Email firse@fic.at

Contraller Reviewsr(if Applicabie)

Methodalogy Of The Verification

General Methodology Desk Bazed On The Spot Other

Please Describe

Unlike to the ‘Partner Information’ section, information entered in FLC Report section is not
shown in all subsequent reports as well. It should be filled from the scratch for every report with
exception of ‘Conclusions and recommendations’, ‘Follow up measures for the next partner
report’ and ‘Comment’ sections that are copied from the previous report and shown in the
subsequent reports in editable form.

na

2000 Gharacters Remaining

Conclusions And Recommendations

na

2000 Gharacters Remaining

Follow Up Measures For The Next Partner Report

na

2000 Gharacters Remaining

Comment
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Information under ‘Designated Project Partner Controller’ is pre-filled. The eMS derives this
information from the following sources:

- FLCinstitution set-up (see ‘Manage FLC Institution’):

o FLC body responsible for the verification

o FLC organization doing the verification (if applicable)
o Address

o Country

o Telephone number

o Email
- User account of the logged-in user:

o Name of the controller
o Job Title
o Email of the controller

o Controller Reviewer (if applicable) — manually filled in field
In the FLC certificate, the user that finalized FLC work (submitted) will be shown.

Warning!
If you change information in the user account, you need to logout and login again to see these
changes also in the FLC report.

IMPORTANT
Controllers must print the “FLC Report”, clicking on the button “print FLC Report on the left side,

sign it, and then upload it in the section “Attachment”.

1.4.5 Attachments

This section concern the FLC documents upload, in particular:
- Asigned Copy of the FLC Report;
- Asigned Copy of the last two pages of FLC Certificate;

- A signed copy of “Inherent Risk Assessment” and “Control Risk Assessment (if necessary —
see section 1.4.3)

Other documents can be uploaded by selecting documents (ticking the tickbox) and pressing
‘upload selected files’.
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Flc Expenditures Partner Information FLC Checklist FLC Report Inherent Risk Assessment Control Risk Assessment

Upload

+ Upioad

Attachments

Filename ¢ Filetype & Date ¢ User & Description Actions

Testpdl par 18.08. 2017 144752 FLCLatvia Explanation on culs £ Comment () Delete

1.5 Open Expenditure Items from Other Reports

‘Sitting Ducks’ (open items from previously certified reports)

You can choose NOT to verify an expenditure item (e.g. in case verification takes a long time or
needs further clarification). Any item that is NOT ticked ‘Verified by FLC’, is NOT included in the
current FLC certificate.

This means that — by not ticking ‘Verified by FLC’-, you generate an item that is neither accepted
nor rejected and waits in the system to be verified (‘Sitting Ducks’).

Sitting ducks are highlighted in pink color (see below) and can be verified with later reports.

Other open expenditure items (open items from not yet certified reports)

In the eMS it is possible to also access expenditure items from other open reports. If you have
more than one open reports (i.e. submitted to FLC but not yet finalized by FLC) from the same
partner and project, it is possible to see all expenditure items in one view and certify all items
within one Certificate.

To access all open items, open ‘FLC documents’ and then ‘FLC expenditure’ and tick ‘Show all
waiting to be verified, including expenditures from other reports’.

Finding out if there are open expenditure items

To find out if there are ‘sittings ducks’ or other open expenditure items, open ‘FLC documents’ and
then ‘FLC expenditure’ and tick ‘Show all waiting to be verified, including expenditure from other
reports’.

This view shows sums per budget lines:
e ‘Declared by Partner’ — ‘Current Report’: all items included in the current report.

e ‘Declared by Partner’ — ‘Other reports (open expenditure)’: all items currently open in
other reports (i.e. reports previously finalised by FLC as well as not yet finalised).
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e ‘Total’: Sum of the two above.
In the example below, there are open items from other reports of EUR 1000 in the budget

line ‘external expertise and services’ and of EUR 4000 in the budget line ‘equipment’.

Flc Expenditures Partner Informaticn FLC Checklist FLC Report

Open Expenditures OfOffice for international cooperation

|+ Shew all waiting to be verified, including open expenditures from other reports

Declared by partner

Budgetline
Current report LETET A5t SEET Total
expenditure)
Seaff costs D €1 000.00 £0.00 €1 000.00
Office and
. . £€150.00 £€0.00 € 150,00
administration (2]
External expertize and
. ey €1 000.00 €1 000.00 €2000.00
services |2
Equipment |2 €0.00 €4 000.00 €4000.00
Infrastructure & works
(o €1 000.00 £0.00 €1 000.00
Total Expenditure £€3150.00 €5 000.00 € 8150.00
Met Revenue |B) £0.00 £0.00 £€0.00

Accessing open expenditure items

It is possible to view all relevant expenditure items by pressing the magnifying glass at the bottom
left of the table shown above. Items shown in this view are:

e Items of the CURRENT report — already verified (orange).
¢ Items of the CURRENT report — not yet verified (white).

e All not yet verified items from OTHER OPEN reports (i.e. reports submitted to FLC but not
yet finalized by FLC) (white).
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ELRDPEAN UNICH

e All not yet verified items from CLOSED reports (i.e. reports submitted to FLC and already
finalized by FLC) Sitting ducks (pink).

This means that this view can be used to immediately see if there are any left-over items from
previously certified reports (marked in pink).

Current report - not yet verified

Partner Information

List Of Expenditures

Report Number &

AustrianCoop 2.1

AustrianCoop 3.1

AustrianCoop 1.1

AustrianCoop 2.1

AustrianCoop 4.1

AustrianCoop 2.1

Budget Lige ¢

Staff costs.
Office afid administration

Effernal expertise and services

External expertise and services
Equipment

Infrastrucrure & works

B) Export  (B) Save Columns | Columns ™

Tick all as verified by FLC (%) Return

ltem from another report - not yet verified

WP &

M Management

M Management

T1 Work together

M Management

M Management

T1 Work together

FLC Checklist FLC Report

Declared Amount Eufo <

€150.00

€1000.00

£1000.00
£4000.00

£1000.00

Al

s

tachments

Verified By FLC %

Inherent Risk Assessment Control Risk Assessment

ltem already ticked as verified (orange)

Difference FLC &

Sitting duck (open item from a previous already finalised report) (pink)

Amount Certified FLC & Comment FLC &

£1000.00

€150.00

€000 sitting duck 1.1

£0.00

£€0.00

£0.00

By ticking ‘Verified by FLC’, the item that was left-over from previously certified reports will be
included into the current FLC certificate.

Warning!

Sitting ducks are shown in this view only. If you enter the LoE via the Partner report, only items
of this report are shown.

Warning!

If you want an expenditure item from another report to be included into the FLC certificate, the
item needs to be marked as ‘Verified by FLC’ (the corresponding checkbox needs to be ticked)
AND the button ‘Show all waiting to be verified, including open expenditure from other reports’
has to be ticked when pressing the button ‘Check FLC work’ and ‘Submit FLC work’.
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1.6 Reopening the Partner Report or the Document Upload Section

Sometimes you might need to receive additional information from project partners for verification
of expenditure. The eMS currently handles three ways of reopening the partner report for editing:

ierreg-iFA CoC [l pro

Italy - Albania - Montenegro

@) Partner Finance Report n

% Attachment Upload Closed

® Expenditure attachment upload

Zclosed Pari

O) Flc Documents
) Flc Checklist

i) Application Form
&) Print Report

) Revert From Fic To P P

Sul

a. It is possible to re-open only the attachment section of the partner report by clicking on the
‘Attachment upload Closed’ button. As a result, the button turns to “Attachment Upload
Allowed”. Now it is possible for the Partner to upload attachments for report that is already
submitted to FLC.

b. It is possible to re-open only the attachment section of the LoE by clicking on ‘Expenditure
attachment upload closed’. As a result, the button turns to “Expenditure attachment upload
allowed”. Now it is possible for the Partner to upload attachments for expenditure items
that are included in already submitted report.

c. The entire report can be re-opened for editing by pressing ‘Revert from FLC to PP’. Whilst
report is re-opened for editing, FLC still can access such a report via partner reporting
dashboard.

IMPORTANT

When the entire report is reverted to the project partner, expenditure items already ticked
‘verified by FLC’ in the LoE cannot be edited by the project partner. Only expenditure items not
yet ticked ‘verified by FLC' can be edited. Attachments can be attached only to the expenditure
items that are not yet ticked as ‘verified by FLC'.
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1.7 FLC Certificate and Finalising FLC work

Before finalising FLC work, you need to click on the button “Print FLC certificate”. In order to
execute this action you need to be in the ‘FLC expenditure’ tab. (see table below)

interreg-iFA Col [l progetto TEST 3 ITALME-1 Application form ver:

Italy - Albania - Montenegro

™) Finalize F L C Work W« Successfully Checked

&) Print Fic Certificate

— Flc Expenditures Partner Information Flc Ch
®) Exit To Reports Overview Control Risk Assessment

) Exit To Partner Report

Open Report Expenditures

X ) Show all waiting to be verified, including open expenditures from other reports

? ) Help

M\ Conhia Cinal Danad

You will see the pdf version of the FLC certificate.

interreg H KaGaTESTJune  [TP662 [ showore Partner Report 2 ATCoop Period 1 - Certificate
g demo Flc Certificate %

.5 verpeo DoseD an my prapEssano)

fudgement oz @ contraller Biat }

CampIEary requiremants ser by the i T1ETITE dlociietlconfivned n
and notianal Iegiskatian refotsd ta

)

7| Supplementary Information

respective INfrasruciure ond warks ore
Julfilied fe.g. enviranments! Impact

‘- E. FIHEIIZEFLCWU ossessmant huilding permissians, - |

& Print Flc Certificate ORTIOMAL - delete if not needed

[according to Articles 4 and 7 of Rez.
{EU} Mo 1202/2012] There is no
evidence that the oroiect activities do

Please click on the button “Print”.

tronic
Iitoring
em

red by Official stamp of the institution (if applicable)

ftware

\-u.-

&) Print

/™) Finalize F L C Work And Issue Certificate

evelopment Fund

lc

The pdf version will be automatically downloaded.
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IMPORTANT!
Controllers must only print the last two pages of the “FLC Certificate”, sigh and then upload
them in the section “Attachment”.

To finalize FLC work, you have to come back to the “FLC expenditure” tab and you have to press
the ‘Check FLC work’ button. (see table below)

Partner Informaton > FLC Checklist  » FLCReport » Attact

1 Supplementary Infarmation
|

© Check EL Cliork Control Risk Assessment

&/ Print Flc Certificate

After pressing ‘Check FLC work’, the button ‘Finalize FLC Work’ will appear for finalizing the work
of FLC; clicking on it, the FLC activities will be closed and a digital version of the certificate will be
also stored into eMS.

iiterreg-1PA Lo . progetto TEST 3 ITALME-1 Application form ver:

Italy - Albania - Montenegro

™) Finalize F L C Work Successfully Checked
&) Print Flc Certificate

Flc Expenditures Partner Information Flc Ch
) Exit To Reports Overview Control Risk Assessment

| Exit To Partner Report

Open Report Expenditures

% | Show all waiting to be verified, including open expenditures from other reports

? ) Help

M\ Canhla Cinal Danad
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