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Disclaimer

The guidance in this document is correct at date of publication. The Central Bank regularly issues guidance to ensure
compliance by regulated firms with their legal and regulatory obligations. Up to date guidance is available on the
Central Bank website at the following address: www.centralbank.ie



http://www.centralbank.ie/

Typographical Conventions

The table below explains the typographical conventions used in this document:

Typeface | Indicates Example(s)
Bold Reference to an account type, | The Monthly Metrics form provides information on an investment
to a return form, button, or firm’s revenue and expenses.

link or to a page on the Online
Reporting System.

Italics The name of a reference The document also provides an overview of the Online Reporting
document, or a reference to System — more detailed information on how to use the Online Reporting
another section within this System is contained in the document Online Reporting System User
user manual. Manual for Investment Firms and branches.

This symbol is used to indicate
whether a function is

x available to Business ‘x This function is available to Business Administrators only.
Administrator and/or User
account types.

This symbol is used to bring The steps outlined below are intended as a quick guide to
the reader’s attention to @ getting started with completing a return. Full instructions are
useful information. contained within the referred sections.

This symbol is used to bring

the reader’s attention to vital .
i:i i:i Store passwords safely. Replacement passwords will only be

information regarding the use .
& g. issued by post, not over the telephone.
of the system or a business

procedure.
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1. Introduction

1.1 Purpose of this User Manual

This user manual provides instructional support to investment firm personnel who use the Online Reporting System to
submit or view Regulatory Returns.

The manual focuses on navigation and use of the system. This manual does not cover the content of individual returns
or the definitions of fields within returns. Should you have any queries in relation to filling out the Annual Conduct of
Business Return please contact a member of the support team as outlined below.

1.2 Support

For queries in relation to the submission of returns through the Online Reporting System please see the below contact
details.

& 01-2244585

>4 onlinereporting@centralbank.ie




2. The Online Reporting System

2.1 About the System

The Online Reporting System is a web-based application through which firms will be required to submit their
regulatory returns. There are two types of returns that can be submitted through the Online Reporting System -
structured returns and unstructured returns. The Annual Conduct of Business Return you will be submitting is a
structured return.

Minimum System Requirements

The Online Reporting System may be accessed using the following Internet browsers:

e Internet Explorer v6.0 (or later)
e  Mozilla Firefox v2.0 (or later)

The Online Reporting System allows returns to be exported to Microsoft™ Excel 2000 or later.

Points on using the System

Drop-down List Boxes

Some fields require you to select an entry from a drop-down list box. If a suitable entry is not available, please choose
the entry Other.

Adding and Deleting Rows

You may add and delete rows to/from tables as required by clicking the Add Row or Delete links where available.

Amounts

Enter amounts in thousands of Euro. Decimals should not be entered for amounts.

Negative Amounts

Prefix negative amounts with a minus sign where applicable.

Navigation

Use the Breadcrumb menu across the top of the page to navigate through the Online Reporting System.

Inactivity

You will be logged out after 20 minutes of inactivity.



2.2 System Accounts

Account Types

Two different types of system account are available:

Business Administrator accounts
User accounts

Business Administrator Accounts

Provides the ability to view, create, submit and amend returns, depending on the roles assigned.
The Business Administrator is responsible for setting up and managing all User accounts associated with the
investment firm (i.e. notifying the user of their login credentials and resetting passwords when necessary).

User Accounts

Provides the ability to view, edit and amend returns, depending on the roles assigned.

User accounts are available only from the investment firm Business Administrator (not the Central Bank of Ireland).
The Business Administrator may setup one or more User accounts for their investment firm.

The user account cannot create or edit Business Administrator accounts or other User accounts

Account Passwords

The Online Reporting System prompts you to change your password when you login to the system for the first time.
You must choose a strong password —i.e. your password must contain at least one uppercase letter and at least one
number.
It is your responsibility to store your login name and your password securely.
The Central Bank will reset passwords for Business Administrator accounts only. Contact the Central Bank on:

= @ 01-2244585

= < onlinereporting@centralbank.ie
The Central Bank will not reset User account passwords — these should only be reset by the investment firm’s
Business Administrator.



mailto:%20onlinereporting@centralbank.ie

System Functions Available to Account Types

Function

Business Administrator

Account

User

Account

View a Return v v
Amend a Return 4 x
Submit a Return v x
Edit Profile v v
Change Password v v
Add a User Account v x
Reset a User Password v x
Edit a User Profile v x
Disable a User Account v x
Delete a User Account v x
Edit a User’s Access v x
Export to Excel 4 v
Messages v v
Print Return v v
Tasks v x




2.3 Logging In

Refer to section 2.2 System Accounts for information related to login names and passwords.

1) Open a web browser and enter the address www.centralbank.ie.

2) Click on the Financial Regulation Homepage link on the menu on the breadcrumb menu at the top of the page.
[EJ RSs Feeds | Site Map | Glossary | Careers | ContactUs

Banc Ceannais na hEireann [ ] 6 asvencessearen

Central Bank of Ireland

Eurosystem

Monetary Policy Financial Financial ‘Consumer yments Systems
& Operations ‘Stability Regulation Protection & Currer

AboutUs 9% ECBInterest Rates
Carasrs . . . Deposit facility: 0.50%

Central Bank Inspection Ide Compliance Concerns in Contracts for " . . fixed rat

- i i i i i lain refinancing operations, fixed rate

PUDliCERONS Difference and Financial Spre ing Firms tondor 1 5gu S OF
[E— The Central Bank today (16 June) publishe: ings of athemed inspection of contracts for Marginal lending facility: 2.00%

difference (CFD) and financial spread betting
Library Maintenance Period 11/05/2011 - 14062011
As Gasllge Website Re-Organisation Click Financial Regulation Remuneration Rate: 1.25%

The Central Bank website content has belbo = croan i The aim ofthe changeis de easier

uick Links
and more intuitive access to information you require from the Central Bank. % Euro Exchange Rates
Eurosystem
Banknotes and Coin ECB Reference Rates at 27/06/2011
Calendar of Upcoming Events Annual report 2010 L TR IER
UK Pound: £ 0.88970
Online Reporting System The Central Bank.today (30 May) published its Annual .Reponzuﬂu. The Annual Performance oun:
= Statement Financial Regulation 2010 - 2011 and the Irish Economic Statistics 2011 were also Japanese Yen: ¥ 114.74

Registers

published.

The Central Bank of Ireand does not buy or seil

Public Information foreign currency from or to the pubiic

Design Competition for Collector Coin

( In 2012, the Central Bank of Ireland will issue a €10 silver proof coin as part of the European Silver
Coin Programme, which provides an epportunity for each Euresystem country to issue a collector coin
—

Financial Statistics

The Central Bank publishes a range of money, banking and financial statistics which can be viewed
here

3) Click the Online Reporting System button on the bottom right of the page.

RSS Feeds | SteMap | Glossary | Careers | ContactUs

Banc Ceannais na hEireann [ ] € rovances searcn

i%) Central Bank of Ireland

Eurosystem

T Monetary Policy
3 & Operations

nancial Regulation Home > Financial Regulatien

Financial
Stability

Consumer
Protection

Financial
Regulation

Economic Policy
& Stalistics

Payments Systems
& Currency

Are you interested in:

Industry Sectors . . . > Establishing in Ireland?

Financial Regulation Industry Sectors .
‘Our Business Processes > the Authorisation Process?

— - B R R > the Supervision Process?
SRS LR R TR Are you looking for regulatory information about:
Consultation Papers = Consumer Protection?
Codes > Credit Institutions > Investment Intermediaries > Minimum Competency?
Unauthorised firms > Credit Unions > Moneylenders > Enforcement?
5 - > International Financial
> Electronic Money Institutions > Bureaux de Change 4

Useful Links Sanctions?
Approved Prospeciuses PO > Mortgage Intermediaries > Industry Funding Levy?
Online Reporting System > Fund Service Providers > Payment Institutions > Anti-Money Laundering?
Registers > 1 Reil iari > Regulated Markets
‘Sanctions Imposed >Insurance | Reinsurance Undertakings > Retail Credit Firms / Home Reversion Firms

Click Online Reporting System

10 June 2011: Solvency |l - Frequently Asked Questions

27 May 2011: Central Bank publishes guidance on frequently asked questions on the Corporate Governance Code for Credit Institutions and
Insurance Undertakings

24 May 2011: EU Restrictive Measures in View of the Situations in Lybia and Syria

10 May 2011: EU Restrictive Measures in View of the Situation in Syria

04 May 2011: Review of the Consumer Protection Code - Second consultation
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4) The Login to Online Reporting page appears. Enter your login credentials and click Login.

Online Reporting System

Login Instructions

Login to Online Reporting

Enter the Institution Code and
Login Name given to you by
your administrator and the
password you use to identify
yourself, and click the ‘Login’ E
button. Login Name: User1 Enter Login

Details and Click
Password: lllllll

If you have forgotten your login __— Login
details, please contact your " _—
Firm Administrator.

If you are unsure who your
administrator is you can
contact us for assistance
(make sure to include your
name and institution in the
message).

Institution Code: C12345

Central Bank Website

® If logging on to the Online Reporting System for the first time you will be prompted to change your password at

this point. You should choose a strong password. See 2.2 System Accounts —Account Passwords.

5) The Home Page appears.

Banc Ceannais na hEireann w Logout

Central Bank of Ireland

business admin2

Eurc

N M

View/ Edit Data This system will be unavailable
From here, you can perform 1 View or edit return data :r?lm 1st July 2011 9am -
any of the actions shown am [more]
opposite. Ly L . B
. o t" Administration Goto Message Archive >=
2 )

Messages about the system e Configure how your Institution uses the system.

and industry reporting

requirements are displayed on
the right of this page. Click on
a message to see its full text.

My Profile

View or update the information the system stores about you.

The Task List at the bottom of
the page shows what you need
to do now.

Messages

View user messages

at the top right to get help on Manage User Accounts

any page.

o
»

L=

You can click the "Help’ button @

Setup new users, reset their passwords, etc.

DUE  Monthly Metrics Report return for 01-Jun-2011 has been unlodied and needs to be revised

View Online Help
Administration Manual {pd
Central Bank Website

Jun- Related party Annusl Accounts Uplosd return for 13-Jun-2011 needs to be This return must
be submitted in 2 days

& &

Jun- | Firms Annual Accounts return for 15-Jun-2011 needs to be finalised. This return must be
submitted in 2 days.

& &

OVERDUE Firms Annual Accounts return for 18-Jun-2011 is late and needs to be This return
should have been submitted 3 davys ago.

10




2.4 Logging Out

1) On the Home page, click the Logout button which is located at the top right of every screen.

annais na hEireann C10000: Investment Firm 1

ank of Ireland

business admin2

Home

New Messages

Home Page :

. View | Edit Data '_I'Hi-s s;stem will be ung jilable
From here, you can perform | View or edit return data from 1st July 2011 9a
any of the actions shown 11am [more]

opposite. i N
PP 1’15 Administration Goto Messagd ive ==

Messages about the system LgR® Configure how your Institution uses the system.
and industry reporting

requirements are displayed on Always click
the right of this page. Click on My Profile Logout to
a message to see its full text. View or update the information the system stores about you. et
The Task List at the bottom of system

the page shows what you need Messages

to do now.

View user messages

at the top right to get help on Manage User Accounts

any page.

(& ]
'
L
You can click the "Help' button @

Setup new users, reset their passwords, etc.

E Meonthly Metrics Report return for 01-Jun-2011 has been unlocked and needs to be revised.

View Online Help

Administration Manual {pd Ly Related .Dsrt\«'.nn"nusl Accounts Upload return for 13-Jun-2011 needs to be c This return must
i be submitted in 2 days.

Central Bank Website

Jun- | Firms Annusl Accounts return for 15-Jun-2011 needs to be finali This return must be
submitted in 2 days.

Firms Annual Accounts return for 18-Jun-2011 is Iate and needs to be This return
should have been submitted 3 days ago.

If there has been no activity for 20 minutes, the system will automatically log you out. Clicking on the links or
icons will prevent the system from becoming inactive.

Always click the Logout button to leave the Online Reporting System.

=S,

11



2.5 The Home Page

Your Institution’s
number is displayed
at the top of the
screen, followed by
your name.

Home Page

Click to Return tg
the Home page
from any other
page.

View Online Help

Click to view guide to
each logical area of
the online reporting
system

Administration
Manual (pdf)

User Guidelines

Central Bank Website

Central Bank of Ireland
homepage

www.centralbank.ie

Eu

Banc Ceannais na hEireann
FEety Central Bank of Ireland

C10000: Investment Firm 1

business admin2

Home Page

From here, you can perform
any of the actions shown
opposite.

Messages about the system
and industry reporting
requirements are displayed on
the right of this page. Click on
a message to see its full text.

The Task List at the bottom of
the page shows what you need
to do now.

You can click the 'Help” button
at the top right to get help on
any page.

> View Online Help
Administration Manual (pd
Central Bank Website

Tasks

Tasks that are due for
completion are listed here.
(Only visible to Business
Administrators).

View / Edit Data

View or edit return data

-

.

™.

X

Administration

s A

fur

e

Configure how your Institution uses the system.

11am [more!

N

My Profile

View or update the information the system stores about you.

N

Messages

View user messages

o\

Manage User Accounts

Setup new users, reset their passwords, etc.

f

DUE Maonthly Metrics Report return for 01-Jun-2011 has been unlogked and needs to be Kevised.

Related party Annual Accounts Upload return for IEn.Iun-ZD/ needs to be

\

This return must

be submitted in 2 days.

1 Firms Annual Accounts return for 15-Jun-201 /EEdS to be finalised. This rl/n must be

submitted in 2 days.

Firms Annual Accounts return for 18-Jun-2#11 is late and needs to be

This return

should have been submitted 3 days ago.

© 2010 Central dank of Ireland | Conditions Of Use | Privacy Statement

Manage User Accounts
Click to setup new users,
reset their passwords etc.
(Only visible to Business
Administrators).

Messages

This page shows all the
messages from Central Bank
that applies to you or your
institution.

'Hﬂ-s S\:s-tem will be unas
from 1stJuly 2011 9am -

Go to Message Archive ==

Logout

/Click to logout of

the system.

\Help

Click to view page-
specific Help
Information.

New Messages

General Announcements
related to the system
appear here.

View/Edit Data

Displays the types of
data reported by
your institution.

Administration

Manage existing and

setup new user accounts,
Contact Us View / Edit your user
profile details, Change

your password.

My Profile
Click to display or edit
information stored about

you by the system.
12


http://www.centralbank.ie/

3. Completing a Structured Return
3.1 Overview

The Annual Conduct of Business Return you will be submitting is a structured return.

3.2 Validations

Automatic checks, known as validations, have been built into the Online Reporting System. These help the investment
firm ensure that the information it submits is complete and consistent. The types of validations are described below.

Data Validations

Data-type validations are automatically conducted on each field on the structured returns. These data validations
restrict the type of data that can be entered into each field on a return. For example, the user will only be able to
enter numerical data into applicable fields where € amounts are requested. If the user attempts to save the return
with an invalid data entry an error message will appear.

On-Form Validations

Some returns consist of a number of forms (each displayed on a separate page). Each form in the structured returns
consists of a number of fields. When the user moves between fields or moves away from the current form, the Online
Reporting System automatically checks that the data you have entered is of the correct type and that it conforms to
one or more rules set within the system. If these validations are not passed, a message will appear outlining why the
data is not valid and the field or fields will be highlighted in red. You may ‘hover’ your mouse over the highlighted
field(s) to view the associated error message(s).

13



3.3 Open a Structured Return

This function is available to both Business Administrator and User account types.

1) Login to the Online Reporting System (see 2.3 Logging In)

2) The Home page appears. Click the View/Edit Data button.

Home

Home Page

From here, you can perform
any of the actions shown
opposite.

Messages about the system
and industry reporting
requirements are displayed on
the right of this page. Click on
a message to see its full text.

The Task List at the bottom of
the page shows what you need
to do now.

You can click the "Help button
at the top right to get help on
any page.

View Online Help
Administration Manual (pd
Central Bank Website

C10000: Investment Firm 1

business admin2

| View/Edit Data
L‘ View or edit return data
{b View or edit return data i
““’S Administration
“W Configure how your Institution uses the system.

My Profile

View or update the information the system stores about you.

Messages

View user messages

Manage User Accounts

Setup new users, reset their passwords, etc.

DUE  Monthly Metrics Report return for 01-Jun-2011 has been unlodked and needs to be revised.

-Jun- Related party Annual Accounts Upload return for 13-Jun-2011 needs to be completed. This return must
1 be submitted in 3 days.

Jun- Firms Annusal Accounts return for 15-Jun-2011 needs to be fi
1 submitted in 3 days.

This return must be

Firms Annusal Accounts return for 18-Jun-2011 is late and needs to be c
should have been submitied 2 days ago.

This return

C10000: Investment Firm 1

business admin2

Logout

New Messages

This system will be unavailable
from 1st July 2011 9am -
11am [more]

5o to Message Archive ==

Logout

Return Types

This page shows the types of
data reported by your
institution.

(Only the return types which
you have access to are shown
here)

Click on a return type name to
view or enter data or to upload
afile.

Investment Services

= = T

£nnual Audited Accounts Annual Audited Accounts Upload

Upload

W Investment Firms Annual Accounts
Monthhy Metrics Report Monthly Metrics Report

Related party Annual

Accounts Unicad ed party Annual Accounts Upload

Click Monthly Metrics Report

@
@
@

@

14



4) A further screen appears, click on the View/Edit Returns button. On the following screen click on the reporting

date to open the associated return.

C10000: Investment Firm 1

User User

Home »

HelIyDEOn R Monthly Metrics Report

This page displays the options
for the ‘Monthly Metrics Report’ ' View | Edit Returns

return for your institution. ) )
y Input or load data to the system, or view the data previously entered

You can enter data or view '{b
previously entered data by

clicking on the View/Edit

Returns’ button.

Input or load data to the systemn, or view the data
previously entered

C10000: Investment Firm 1

User User

Home »  Data ¥ Monthly Metrics Report ¥ Returns

Returns .
Monthly Metrics Report Returns
This page shows all the

Reporting Date Submission Due Date Last Updated By Last Updated .--
‘Monthly Metrics Report’ _
returns entered by your 01-Jun-2011 5Y)

institution. {b

Banc Ceannais na hEireann C10000: Investment Firm 1
Central Bank of Ireland
User User

Home »  Data »  Monthly Metrics Report » Returns »  01-Jun-2011

Sections

Monthly Metrics Report , 01-Jun-2011 - Sections

return is divided into sections.

Valid Mandatory business admin 21-Jun-2011 (14:27) -@)
Sign-Off

The following table following describes each column on the individual return page.

Column ‘ Description

The reports are listed by default in chronological order. A return will become available for

Reporting Date completion the first day after the reporting date.

Possible status:

Not Started — no data has yet been entered into the return.

Created — data has been entered into the return, but the return has not yet been submitted.
Status Submitted — the return has been submitted by the reporting institution

Unlocked — a member of Central Bank staff has unlocked a return for amendment or
resubmission.

Re-Submitted — the reporting institution has re-submitted an Unlocked return.

Submission Due

Date The date by which the reporting institution must submit the return is shown here.

15



Column ‘ Description

Last Updated By

The name of the person who last modified the return is shown here. If the return has been
most recently updated by a member of Central Bank staff, this will read Central Bank.

Last Updated By

The date on which the return was last modified.

Excel Icon

Export the return to a Microsoft Excel Spreadsheet (see 5.1 Export to Excel)

Clear Return ﬂJ

Clears all data entered in a return which is in ‘Created’ status i.e. contains data but has not
been submitted

Validations =

Validate the selected return. (see Validations 3.2)

5) The selected return is displayed. Scroll to the bottom of the page and select the ‘Edit Data’ button to edit the
data in the return. The user can also Export the Data to an Excel Spreadsheet, for viewing puposes only.

Banec Ceannais na hEirsann
e Central Bank of Ireland

Home » Data b

C10000: Investment Firm 1
business admin2 (C10000

Monthly Metrice Report b Returns b 01-Jun-2011 b Wonthiy Metrics Report

View Form Data

Monthly Metrics Report

i Client Assets Held

(Al amounts are in €000's)

Currént Month

1.1 Total Amountof Client Funds 10
1.2 Total Amount of Client Assets 10
2 Assets Under Management
2.1 Total AUM 10
3 Financial Data
3.1 Total Income 10
3.2 Total Expenditure 10
3.3 Metprofit/loss [before tax/dividends) 10
3.4 Debtors as atmenthend 10
o e 1o Click Edit Data to
amend the
4 Investment business services
report.
4.1 Total Mumber of clients 1z
4.2 ofwhich Professional & c
Click Export to
4.3 of which Retail 3
Excel to copy
s st datatoa
5.1 Total Staff 10 SpreadShEEt'
6 Material Issues
6.1 Has any material issue occurred in the previcus month? Yes
6.2 IfyespleaseExplain abcd \l

16



3.4 Edit a Structured Return

1) For this Example refer to steps 1-5 in 3.3 Open a Structured Return, until the user arrives at the following
page. Click Edit Data.

Central Bank of Ireland

@ ane Ceannais na kEirsann C10000: Investment Firm 1 Logout

e business admin2 (C10000

Home » Data b Monthly Metrics Report # Returns b 01-Jun-2011 #  Monthly Metri

View Form Data

Monthly Metrics Report

(Al ameunts are in €000'%)

1 Client Assets Held Current Month
1.1 Total Amountof Client Funds i0
1.2 Total Amountof Client Assets 10

2 Assets Under Management

2.1 Totalaum i0

3 Financial Data

3.1 Total Income 10
3.2 Total Expenditure 10
3.3 Metprofit/loss (before tax/dividends) 10
3.4 Debtars as atmanth end 10
3.5 Bank and cash 10

4 Investment business services

4.1 Total Mumberof clients 12

4.2 of which Professional 3

4.3 ofwhich Retail [

5 Staff

5.1 Total Staff 10 | Click to Edit
Data

6 Material Issues

6.1 Has any material issue occurred in the previous manth? Yes | / [

6.2 Ifyesplease Explain abed /’

T T

17



2) Enter data into textboxes. Save Form.

Home »

Data b Metrice Report  » Returnz b

Edit Form Data

4.1

4.2

4.3

6.1

Client Assets Held
Total Amount of Client Funds

Total Amount of Client Assets

Assets Under Management

Total AUM

Financial Data

Total Income

Total Expenditure

Met profit/loss (before tax/dividends)
Diebtors as at month end

Bank and cash

Investment business services
Total Number of clients
af which Prafessianal

of which Retail

Staff

Total Staff

Material Issues

Has any material issue occurred in the previcus month?

If yes please Explain

C10000;: Investment Firm 1

business admin2 (C10000]

» Edit Data

(All amounts are in €000')

Current Month

10

10

i0

Enter Data in
textboxes

10

10

10

10

10

12

Click Save Form

10

to save.

Yes -

18



3) For all Structured Returns, on-form validations (see Validations 3.2) are applied. The following is an example of
how on-form validations are applied. In this example, the ‘Total Number of clients’ field is entered with an
incorrect value of 100. If we hover over the highlighted cells we can see the reason for the error message. In this
example, 50 + 60 # 100.

Logout

C10000: Investment Firm 1

User User (C10000) Help

Home »  Data » 11 o » Edit Data

Edit Form Data

There were errors on the form which prevented it from being saved. Hover over the highlighted cells to see a shortened version of the error messages or click on View Errors
to view all errors, with detailed error messages. Alternatively click on "Save With Errors' to save the form as a draft version, and you can fix the errors at a later time.

Monthly Metrics Report

{All amounts are in €000's)

1 Client Assets Held This month
1.1 Total Amount of Client Funds 10
1.2 Total Amount of Client Assets 10
2 Assets Under Management
2.1 Total AUM (Discretionary Portfolio Managers only) 10
3 Financial Data
3.1 Total Income 100
2.2 Total Expenditure 100
2.3 Net profit/loss (before tax/dividends) 10
3.4 Debtors as at month end 10
3.5 Bank and cash 10
4 Investment business services
. Total rraber of clients should equal sura of
4.1 Total Number of clients 100 - R !
professional + retail clients
4.2 of which Professional 60
4.2 of which Retail 50
5 Staff
5.1 Total Staff 12
] Material Issues
Yes -

6.1 Has any material issue occurred in the previous month?

6.2 If yes pleasze Explain abcd

Central Bank of Ireland

4) The user has the option to ‘Save Form’ or ‘Save with Errors’. If the form is saved with errors however it cannot be
finalised later. This is discussed in the next section, 3.5 Finalise And Sign-Off of Structured Returns.

Note: All monetary values should be entered in €000’s. Please see Appendix 1 for details of rounding numbers on the
Online Reporting System. Non monetary values should be entered as whole numbers.

19



3.5 Finalise and Sign-Off of Structured Returns

1)  Structured returns must be both Finalised and Signed-Off to be completed. Note that these processes cannot be
completed by the same person. Recall 3.3 Open a structured return and 3.4 Edit a structured return. After the

user either selects the ‘Save Form’ or ‘Save with Errors’ button, select the ‘Back’ button.

2) The user can finalise the Return by clicking the ‘Finalise’ Button. If the Return was saved with errors however, the
user will not be permitted to finalise the return. Forms that contain errors must be fixed and saved again before
the return can be finalised. See below.

This Return cannot be Finalised yet because not all
Templates have been properly completed - some:
Forms have been 'saved with emors’ (i.e. saved even
though the data entered was invalid). Each Form that
contains emors must be fixed and saved again before
the Return can be finalised.

3) Thus the user must correct the errors on the form before the return can be finalised.

C10000: Investment Firm 1

business admin2

Monthly Metrics Report , 01-Jun-2011 - Sections

The 'Monthly Metrics Report’
return is divided into sections.

Monthiy Metrics Report Valid Mandatory business admin2 22-Jun-2011 (16:39) =] @ E
Complete each section that
applies to your institution and
submit the return to the Central {t‘)

Bank .

View Online Help
Central Bank Website

tral Bank of Ireland
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4) If the return is error-free the form will be finalised. The form is then required to be signed off by an alternative
user.

C10000: Investment Firm 1 —

business admin2

Finalise Return Instance

Monthly Metrics Report, 01-Jun-2011 has been finalised

This page shows the results of
Finalising a Return. The return This Return is ‘Finalised” - it must now be "Signed-Off to be submitted to the Central Bank. Use the badk button to navigate to the previous page.
will only be finalised if it has
passed all cross form rule
checks.

5) We can see below that the system will not allow the same person to both finalise and sign off the return.

C10000: Investment Firm 1 —

business admin2

Sections

Monthly Metrics Report , 01-Jun-2011 - Sections

The 'Monthly Metrics Report’
return is divided into sections.

Monthhy Metrics Report Valid Mandatory business admin2 22-Jun-2011 (16:38) ] @) gl
Complete each_sec_t|0r_1 that
applies to your institution and
submit the return to the Central You cannot 'Sign-Off' this Return as you were the last {b
Bank . person to update it. You will need to get someone else
with verification access to log in to the system to Sign-
Off the Return.

C10000: Investment Firm 1 —

business admin2

Home »

Sections = =
Monthly Metrics Report , 01-Jun-2011 - Sections
The "Monthly Metrics Report’ Section Status | Required
return is divided into sections. .
Monthhy Metrics Report Valid Mandatory business admin2 22-Jun-2011 (16:39) @ E
Complete each section that e
app“es to your institution and *fou cannot "Sign-Cff this Return as you were the last

. person to update it. You will need to get someone
submit the return to the Central else with verification access to log in to the system to

Bank . Sign-Off the Return.

6) To Sign-Off on a return, an alternative user must sign in and proceed to the return following the path to the
Monthly Metrics Return. The use must then click ‘Sign-Off’.

C10000: Investment Firm 1 —

Enda Nolan

Data »

Sections

Monthly Metrics Report, 01-Jun-2011 - Sections

Monthiv Metrics Report Valid Mandatory business admin2 22-Jun-2011 (16:39) H @

The 'Monthly Metrics Report’
return is divided into sections.

Com_plete each_sec:_tmn that
applies to your institution and

submit the return to the Central If the Return is complete, it must be 'submitted’ to the {b

Bank . Central Bank.
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7) The user is then asked to accept the accompanying declaration. Tick the checkbox and click the ‘Sign-Off Return’
button. The user is then notified that the return is signed off and has been submitted to Central Bank.

[ e €10000: Investment Firm 1 a

nd

Enda Nolan

Home »  Data » Monthly Metrics Report » Returns »  01-Jun-2011 »  SignOff Return

Sign Off Return Instance

Sign-Off Return

The Return is ready to be signed-off.

The Menthly Metrics Report return for 01-Jun-2011 must be "signed-off to complete the process of submitting data to the Central Bank

This return is being revised for the sixth time — it was originally due for submission by 02-Jun-2011.

After you sign-off the return, it will be locked' once again, and you will no longer be able to make changes.

Declaration
To signify your acceptance of this statement, tick the box below:
| declare that the information
% which has been entered for the

Wonthly Metrics Report return for
01-Jun-2011 is complete and
correct to the best of my
knowledge.

Once you have verified the correctness of the data to your satisfaction, click the "Sign-Off Return’ button below to
sign-off the return and submit the data to the Central Bank. This will complete the process of submitting the return (for this period).

| Signing-0Off a Return declares that the data is
complete and correct, and ready for submission to the
Central Bank

View Online Help
Central Bank Website

Statement

010 Central Bank of Ireland | Conditions Of Use | Pri

C10000: Investment Firm 1 —

Enda Nolan

Sign Off Return Instance

Sign-Off Return

The return has been successfully signed-off

You have successfully 'signed-off the Monthly Metrics Report return for 01-Jun-2011 — it has now been submitted to the CFBFSAIL

This return has been revised for the sixth time — it was originally due for submission by 02-Jun-2011.

Thiz return is now locked once again and cannot be changed.

Use the back button to navigate to the previous page.

—
&

Note - All returns submitted by firms on the Online Reporting System will be required to be signed-off by the Branch
Manager).
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3.6 Amend a Return
This function is available to Business Administrator and User account types.

@ Only returns with a status of Unlocked can be amended.

e When a return is signed off, the system automatically sets the status of the return to SignedOff

e Areturn with a status of SignedOff cannot be amended.

e To amend the return, you must first contact Central Bank by telephone on 01-2244585 or email
onlinereporting@centralbank.ie and request that the return be unlocked.

e Once the return is unlocked, follow the steps below to amend the return.

1) Open the unlocked return to be amended (refer to 3.3 ‘Open a Structured Return’). See the Status has been

changed to ‘Unlocked’.

C10000: Investment Firm 1

business admin2

Home »  Data b Monthly Metrics Report » Returns

Returns

Monthly Metrics Report Returns

This page shows all the
‘Monthly Metrics Report’

Reporting Date Submission Due Date Last Updated By Last Updated ----

returns entered by your 01-Jun-2011 Unlocked 02-Jun-2011 (Central Bank) 23-Jun-2011 {10:30) = B o
institution.

2) Make the required amendments to the return (refer to 3.4 ‘Edit a Structured Return’).

3) Submit the return when amendments are complete (refer to 3.5 ‘Finalise and Sign-Off Structured Returns’).
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4. Other Features of the Online Reporting System

4.1 Export a Return to Excel
This function is available to both Business Administrator and User account types.

The Online Reporting System provides methods to export a partially or fully completed Return to Microsoft Excel:

1) Refer to 3.3 ‘Open a Structured Return’. Follow the steps until we reach the following screen. Click the

Export to Excel button to the extreme right of the return you wish to export.

C10000: Investment Firm 1 —

business admin2 (C10000) Help

View Form Data

Monthly Metrics Report

(All amounts are in £000's)

1 Client Assets Held This month
1.1 Total Amount of Client Funds 10
1.2 Total Amount of Client Assets 10

2 AssetsUnder Management

2.1 Total AUM (Discretionary Portfolio Managers only) i0

2 Financial Data

3.1 Total Income 10

3.2 Total Expenditure 10

2.2 Net profit/loss (before tax/dividends) 10

3.4 Debtors as at month end 10

3.5 Bank and cash 10

4 Investment business services

4.1 Total Number of clients 12

4.2 of which Professional 6

4.2 of which Retail [

3 Staff

5.1 Total Staff 10

6 Material Issues

6.1 Has any material issue occurred in the previous month? Yes

6.2 If yes please Explain abcd

T .

0 Central Bank of Ireland {b Export Form to Excel

2) Click open and the Return will open on an excel spreadsheet.
File Download [

Do you want to open or save this file?

@ j Name: export.xls
fil Type: Microsoft Office Excel 97-2003 Worksheet, 10.5KB
From: test.onlinereporting.chfsai.ie

‘ COpen | [ Save ] [ Cancel ]

While files from the Intemet can be useful, some files can potentially
ham your computer. f you do not trust the source. do not open or
save this file. What's the risk?
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( dg! = | o export[l] [Compatibility Mode] - Microsoft Excel - = x
- = Home Insert Page Layout Formulas Data Review View @ - = x
3 * Times MewRom = 11 - |A" 47| | Ell@"| = General F& conational Formatting - %‘ﬂlnser‘t' i W \?a

=53 - ﬁFormatasTab\e' =™ Delete ~ E' )
(s g B2 U~ [ &= A~ B (|99 % s ||%E 5% ) Cell Styles - i Format - ||| 2~ gﬁt:rff ?;:ﬁﬂg
Clipboard ™ Font = Alignment F} Humber F} Styles Cells Editing
—— o
A B C D E i
1 Return. Investment Service Providers Supervision - Monthly Metrics Report
2 Institution Name: Investment Firm 1
3 Report Date: 01 Jun 2011
ES Monthly Metrics Report
5 (Al amounts are in I}
6 1 Client Assets Held This month
7 11 Total Amount of Client Funds 10
8 12 Total Amount of Client Assets 10
9
10 2 Assets Under Management
11 |21 Total AUM (Discretionary Portfolioc Managers only) 10
12
13 |2 Financial Data
14 31 Total Income 10
15 |32 Total Expenditure 10
16 33 Net profit/loss (before tax/dividends) 10 =
17 24 Debtors as at month end 10
18 35 Bank and cash 10
19

20 |+ Investment business services

21 41 Total Number of clients 12

22 a2 of which Professional [3

23 a3 of which Retail [

24

25 |5 Staff

26 |51 Total Staff 10

27

28 & Material Issues

29 &1 Has any material issue occurred in the previous month? Yes

Has any material issue occurred in the previous month? If so
0 &2 please Explain” abcd
31 |
W 4+ M| Sheetl - Sheet? - Sheet3 %1 I
Ready | Scroll Lock P EEE NS Y/ *)

®

The Export to Excel file is not editable in Excel. It facilitates the viewing and printing of the Return only.
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4.2 Tasks
This function is available to Business Administrator and User account types.

1) Tasks are displayed at the bottom of the Home page, alerting you to take an action on a specific return.

Logout

C10000: Investment Firm 1

business admin2

Home

New Messages

Home Page _
. View | Edit Data '_I'hi-s 55;stem will be unavailable
From here, you can perform | View or edit return data t]r?]m 1st July 2011 9am -
any of the actions shown am [morel
ite. P -
opposite S'E‘bl Administration Go to Message Archive ==
SE )
Messages about the system T Configure how your Institution uses the system.
and industry reporting
requirements are displayed on
the right of this page. Click on o My Profile
a message to see its full text. @ D  View or update the information the system stores about you.
The Task List at the bottom of M
the page shows what you need » essages
to do now. W View user messages Click on the
task link to
You can click the "Help button
at the top right to get help on Manage User Accounts open
any page. Setup new users, reset their passwords, etc. associated task

Monthly Metrics Report return for 01-Jun-2011 has been unlodked and needs to be revised.

Status and Due
Date of returns is
displayed on left

Related party Annual Accounts Upload return for 13-Jun-2011 needs to be finalised. This return must be
submitted in 3 days.

| Firms Annusl Accounts return for 15-Jun-2011 needs to be finali This return must be
submitted in 3 days.

| Firms Annual Accounts return for 18-Jun-2011 is late and needs to be completed. This return
should have been submitted 2 days ago.

Central Bank of Ireland | Conditions Of Use | Pri = Contact Us

e There are 3 types of tasks
= Due
=  OQOverdue
= Revised (when the return is unlocked)

e Only one task is displayed per return

2) The task link opens the page for the associated return. Refer to 3.3 ‘Open a Strucured Return’.
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4.3 New Messages

View New Messages

@ The 5 newest messages are displayed underneath New Messages.

1) The Online Reporting System includes a New Messages facility to notify Investment Firms of general
announcements related to Returns or to the Online Reporting System, such as planned Online Reporting

System down time or documentation updates.

2) New Messages are displayed to the right of the Home page. The five most recent messages are displayed

here; older messages are displayed in the Message Archive.
3) Login to the Online Reporting System (refer to Logging in)

4) New Messages are displayed on the right-hand pane of the Home page. Click [more] to the right of any

message to view its contents.

C10000: Investment Firm 1

business admin2

Home

New Messages

Home Page

29

View / Edit Data '_I'Hi-s s;stem will be unavailable

From here, you can perform | View or edit return data t]r?]m 1st July 2011 9am -
any of the actions shown SN RE
opposite. p -

> #72,  Administration Go to Message Archive ==

a -

Messages about the system Configure how your Institution uses the system. .Cll‘:k [more] to
and industry reporting view full message /
requirements are displayed on My Profile contents.

the right of this page. Click on
a message to see its full text. View or update the information the system stores about y|

To view older
messages click Go

The Task List at the bottom of
Messages

the page shows what you need to Message
to do now. View user messages R .

You can click the 'Help’ button
at the top right to get help on

any page.

Manage User Accounts

R & 09 |

Setup new users, reset their passwords, etc.
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5) When the user clicks [more], the full content of the message is displayed. Click Back to return to the

homepage.

C10000: Investment Firm 1 —

business admin2

System Message - - -

Message: This system will be unavailable from 1st July 2011 9am - 11am
This page shows a message from
Central Bank to you or your

inShiuBon Applies From: 23-Jun-2011 to 02-Jul-2011

Central Bank support use Message Body:

messages to inform you of

changes to the system or to your This system will be unavailable from 1st July 2011 8am - 11am

data reporting requirements.

View Message Archive

6) Click Go to Message Archive >> to view older messages. The All Messages page appears. Click the title of

the message under the Message Summary column to view its contents.

C10000: Investment Firm 1 —

business admin2

Message Archive

All Messages

This page shows all the

messages from the Central Message Summary Start Date End Date

Bank that apply to you or your

institution. This system will be unavailable from 1st July 2011 Sam - 11am 23-Jun-2011 02-Jul-2011
The Online Reporting System Unavailable 16-Jun-2011 20-Jun-2011

Central Bank support use

messages to inform you of Essential maintenance on Friday 4 December at 17.00 30-Nov-2009 06-Dec-2009
changes to the system or your

data reporting requirements.

View Online Help
Administration Manual (pd

Central Bank Website

Central Bank of Ireland | Conditions Of Use
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7) Click Back to return to the previous page.

Home »
System Message

This page shows a message from
Central Bank to you or your
institution.

Central Bank support use
messages to inform you of
changes to the system or to your
data reporting requirements.

C10000: Investment Firm 1 —

business admin2

will be unavailable from 1st 11 9am - 11am

Message: This system will be unavailable from 1st July 2011 9am - 11am

Applies From: 23-Jun-2011 to 02-Jul-2011
Message Body:

This system will be unavailable from 1st July 2011 8am - 11am

29



5. My Profile

5.1 Edit Profile

This function is available to both Business Administrator and User account types.

1) Login to the Online Reporting System (see 2.3 Logging in). The Home page appears. Click My Profile.

€10000: Investment Firm 1 e

business admin2

New Messages
Home Page

:

View/Edit Data This system will be unavailable
From here, you can perform I View or edit return data t]r?]m 1st July 2011 9am -
any of the actions shown am [more]
opposite. il - . )
e _Nr‘éf’c Administration Go to Messaqge Archive >=

%

Messages about the system Configure how your Institution uses the system.

and industry reporting

requirements are displayed on
the right of this page. Click on
a message to see its full text.

My Profile
View or update the information the system stores about you.

b

The Task List at the bottom of
the page shows what you need
to do now.

Messages

View user messages

at the top right to get help on Manage User Accounts

any page.

(o ]
M
=
You can click the 'Help’ button @

Setup new users, reset their passwords, etc.

Tasks

DUE Monthly Metrics Report return for 01-Jun-2011 has been unlodked and needs to be revised.

View Online Help
Central Bank Website

Jun- Related party Annual Accounts Upload return for 13-Jun-2011 needs to be finali This return must be
submitted next week

& &

Jun- | Firms Annual Accounts return for 15-Jun-2011 needs to be finali This return must be
submitted next week.

& &

24-Jun- Investment Firms Annual Accounts return for 16-Jun-2011 needs to be completed. This return must be
2011 submitted tomomow.

Ireland | Conditions Of Use

30



2) The My Profile page appears. Click Edit Profile.

View User
My Profile

This page shows the
information the system stores ) ) )
about you. Login Name: businessadmin2

Title: Miss
You can change the ; ;
. - A First N : business
information by clicking on the rstflame:
‘Edit Profile” button. Surname: admin2

Email: businessadmin @centralbank.ie
It is especially important to
make sure the email address is Telephone: 01111 2222
correct as the system uses Job Title: business admiin2

this to communicate with you.

View Online Help
Central Bank Website

C10000: Investment Firm 1

Account Status:
User Type:

User can administer at own level?

business admin2

Enabled
Business Administrator

Yes

Setup By: Business Administrator
Setup Date: 16-Jun-2011 (15:06)
Last Login: 23-Jun-2011 (15:33)

Last Password Change:

16-Jun-2011 (15:11)

Logout

Annual Audited Accounts Upload Administrator
Investment Firms Annual Accounts Administrator
Monthly Metrics Report Administrator
Related party Annual Accounts Upload Administrator

{b Edit my own profile i

0 Central Bank of Irela

3) The Update My Profile page appears. Make the required changes to your profile and click Save, or click

Cancel to return to the previous screen without saving any changes.

Fields that cannot be edited appear in light grey font (e.g. Login).
@ Fields that must contain a value are asterisked (e.g. Title).
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Banc Ceannais na hEireann C10000: Investment Firm 1

Central Bank of Ireland

business admin2

Home »  Administration » Users »  businessadmin2 »  Edit Profile

Edit User

Update My Profile

To change the information the

system stores about you, enter Login:
the required details and click
the Save button. Titles: Miss -
It is especially important that First Names: business
the email address is comrect as
the system uses this to s . -
communicate with you. Unames- admin2
Emails: businessadmin@centralbank.ie
Telephones: 01111 2222
Job Titles: business admiin2
Account Types: Business Administrator

User can administer at own

7
View Onling Hel level?

Central Bank Website

Save [ Cancel

10 Central Bank of Ireland | Conditions Of Use | Priv Contact Us

The following table contains a description of each field on the Update My Profile screen.

Field Description

Login The name used to logon to the system. This field is non-editable.

Title Choose from the drop-down list - options are:
Dr, Miss, Mr, Mrs, Ms, n/a

First Name This will be displayed at the top of every page on the Online Reporting System.
Surname This will be displayed at the top of every page on the Online Reporting System.
Email The business administrator/user’s email address.

Telephone The business administrator/user’s phone number.

Job Title The business administrator/user’s job title.

Account Type The account type. This field is non-editable.
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5.2 Change Password
This function is available to both Business Administrator and User account types.

1) There are two routes in which the user can change their password.

(i) Onthe Home page, click Administration, then on the following page click Change My Password

ais na hEireann C10000: Investment Firm 1

k of Ireland

business admin2

Home
New Messages

Home Page
View | Edit Data '_I'hi-s sgs-tem will be unavailable

From here, you can perform | View or edit return data t]r?]m 1st July 2011 9am -
any of the actions shown am [more]
opposite. -

PP Administration Go to Message Archive ==
Messages about the system i Configure how your Institution uses the system.
and industry reporting {b
requirements are displayed on n
the right of this page. Click on My Profile
a message to see its full text. @ D  View or update the information the system stores about you.
The Task List at the bottom of M
the page shows what you need » essages
to do now. W View user messages
You can click the 'Help’ button
at the top right to get help on Manage User Accounts
any page. Setup new users, reset their passwords, etc.

C10000: Investment Firm 1

business admin2

Central Be

Home »  Admini

Administrati P .
ministration User Administration

Change My Password
2
/ .. Change the password you use to log into the system.

{b| Change the password you use to log into the system.

View | Edit My Profile

View or edit the information the system stores about you.

S
>
@ Manage Accounts

Manage Investment Firm 1's user accounts.
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(i) The other route the user can take is to follow the steps in 6.1 ‘Edit Profile’ and instead of clicking the

‘Edit Profile’ button click the ‘Change Password’ button

- - Logout
Banc Ceannais na hEirea C10000: Investment Firm 1
Central Bank of Ireland i i
business admin2 Help
Home »
View User
My Profile
This page shows the
information the system stores )
about you. Login Name: businessadmin2
Title: Miss
You can change the
: business
information by clicking on the First Name:
‘Edit Profile’ button. Surname: admin2
Email: anthony.reynolds@centralbank.ie

It is especially important to
make sure the email address is Telephone: 011112222
correct as the system uses

this to communicate with you. Job Title: business admiin2

Account Status: Enabled

User Type: Business Administrator

User can administer at own level? Yes

Setup By: Meil McKenna

Setup Date: 16-Jun-2011 (15:06)

Last Login: 23-Jun-2011 (15:33)

View Online Help
Last Password Change: 16-Jun-2011 (15:11)
Central Bank Website

Annual Audited Accounts Uplead Administrater
Investment Firms Annual Accounts Administrator
Monthly Metrics Report Administrator
Related party Annual Accounts Upload Administrator

Change my own password
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2) Both routes will bring the user to the following window. To change your password, enter your current
password in the first text box, your new password (refer to ‘2.2 Account passwords’) in the next text boxes
and confirm the new password in the third textbox. Click Change to save the new password (or click Cancel
to return to the previous screen).

Banc Ceannais na hEireann C10000: Investment Firm 1 Logout
entral Bank of [reland Y

business admin2

Help

Change Password

Change Your Password

You should change your
password regularly to ensure

To change your password, enter your current password in the first text box and your new password in the next
that it remains secret.

two text boxes

Your password should be kept

- p Enter Old Passwords:
secret at all times - it should * sesesnee
never be written down or
disclosed to anyone else.
Enter New Passwords: sessenee
Confirm New Passwords: sesssene

Whatis a strong password?

View Online Help
Central Bank Website

[ Cancel |

Central Bank of Ireland | Conditions Of Use

Contact Us

You should choose a strong password; a strong password is at least eight characters in length with at
least two of those characters being non-alphabetical.

If the text in the Enter New Password and the text in the Confirm New Password text boxes do not

match, or if you leave any field blank and click Change, you will see the error messages as shown
below:

SHS

Central Bank of Irel:

@ Banc Ceannais 1 eann M Logout

business admin2

e b Administration b Cl

Change Password

Change Your Password

You should change your
password regularly to ensure

. - To change your password, enter your current password in the first text box and your new password in the next
that it remains secret_ ; 4 7

two text boxes

Your password should be kept
secret at all times - it should
never be written down or
disclosed to anyone else.

Enter Old Passwords- You must enter your current password. The current
password has been left blank or consists of only spaces.

Enter New Passwords: You must enter a new password. The new password has
been left blank or consists of only spaces.

Confirm MNew Passwords: Incorrect password
Please confirm your new password. The confirm password
field has been lefl blank or congists of only spaces

Whatis a strong password?
View Online Help

Central Bank Website

oiose TN oo ]

entral Bank of Ireland | Conditions Of Use | Pri eme Contact Us
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3) If the passwords match, the Change Your Password page appears, confirming that the password has been

successfully changed.

€10000: Investment Firm 1 .

business admin2

Change Password
Change Your Password
You should change your

password regularly to ensure
that it remains secret.

/? Home Page

Your password should be kept [

secret at all times - it should | Go back to the Home page.
never be written down or
disclosed to anyone else.

Your password has been successfully changed.

s‘él'c Administration Page
b )]
= Go back to the System Administration Page.

View Online Help
Central Bank Website

Central Bank of Ireland | Conditions Of Use | P
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6. Manage User Accounts

6.1 Overview

Only a Business Administrator can manage other accounts.

@ If you are not a Business Administrator and wish to update your profile information or change your password,
please refer to 6.1 Edit Profile or 6.2 Change Password

Manage User Accounts provides the ability to:
e Add a User account
e Reset a User account password
e Edit a User account profile
e Disable a User account
e Enable a User account

e Delete a User account
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6.2 Add a User Account

This function is available only to Business Administrator account types.

1) Login to the Online Reporting System (see 2.3 Logging in). The Home page appears. Click the Manage

User Accounts button.

€10000: Investment Firm 1 Losod

business admin2

N M

‘ View/Edit Data :I'Hi-s s;stem will be unavailable
From here, you can perform View or edit return data ngm 1st July 2011 9am -

any of the actions shown am [more]

opposite. sy - . )

> _3“6’& Administration Go to lessage Archive ==
Messages about the system L Configure how your Institution uses the system.

and industry reporting

requirements are displayed on
the right of this page. Click on
a message to see its full text.

My Profile

View or update the information the system stores about you.

The Task List at the bottom of
the page shows what you need
to do now.

Messages

View user messages

You can click the Help' button
at the top right to get help on

any page.

Manage User Accounts
Setup new users, reset their passwords, etc.

oos  WETIRIEEEEEs

) & 09

CUE Monthly Metrics Report return for 01-Jun-2011 has been unlodked and needs to be revised.

View Online Help
Administration Manual {pd
Central Bank Website

Jun- Related party Annual Accounts Upload return for 13-Jun-2011 needs to be finalised. This return must be
1 submitted in 3 days.

=

Jun- Investment Firms Annual Accounts return for 15-Jun-2011 needs to be finalised. This return must be
submitted in 3 days.

& &

nvestment Firms Annual Accounts return for 18-Jun-2011 is late and needs to be completed. This return
should have been submitted 2 days ago.

Central Bank of Ireland | Conditions Of Use | Pri
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2) The Investment Firm’s User Accounts page appears. The Investment Firm’s Business Administrator

Account appears in blue. Click the Add User button.

C10000: Investment Firm 1 —

business admin2

Users
Investment Firm 1 User Accounts

This page shows your Loagedin ast Password
institution's user accounts. ——

Business -
] ) ) businessadmin business admin Administrator No 24-Jun-2011 (16:22) 18-Jun-2011 (12:48) & k:l
Click on any user to view his or R R _
her details. - es 27-Jun-2011 (09:04)  23-Jun-2011 (16:38 & =
enolan04 Enda Molan User Mo & @ X
As an administrator, you must
make sure that user accounts enolan1 Enda Nolan User No & @ = X
are disabled if that person
leaves the job, or no longer enolan12 Enda Nolan User No 2 @ B X
performs that role. A
enolan2 Enda Nolan User Mo & @ X
gnolan3 Enda Nolan User No ¥ o & X
enoland Enda Nolan User No & @ X
enolang Enda Molan User Mo & @ X
enolan? Enda Nolan User No & @ =X
Show Rows: 10 Page 1 of 2 Next ==

View Online Help
Administration Manual {pd

Central Bank Website

entral Bank of Ireland | Conditions Of Use | Pri
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3)

The Add User page appears.

Enter the User account details. When all fields on the page are

complete, click the Add User button to add the new User account.

Fields that must contain a value are asterisked (e.g. Title).

Home »

Add User

To set up a new user

Online Reporting system, enter
the required details and click

the "Add" button.

The login name must
for all users within an
institution.

You must assign a default
password which the user will
then need to change the first
time they log in to the system.

It is especially important to
ensure the email address is
correct as the system will use
that address to communicate

with the user.

View Online Help

Administration Manual {pd
Central Bank Website

Logout

€10000: Investment Firm 1

business admin Help

Administration » U

Add User
on the Login Name= User10
Titles Miss =
bp s First Name= Jane
Surname= Smith
Passwards sssenee

Confirm Passwords ey

Account Types

Business Administrator

User can administer at own
level?

Email Address« Jane.Smith@centralbank.ie

Telephone Numbers 012345678
When all required fields
are complete click the

‘Add User' button

Job Titles Risk Analyst

What is a strong password?

)

The following table contains a description for each field on the Add User page.

Field Description

Login Name The name used to logon to the system. This name must be unique within the system. If it is
not a unique name, the system will display an error message when you click Add User. Refer to
2.2 System Account — Account Login Names on Page 3

Title Choose from the drop-down list; options are:
Dr, Miss, Mr, Mrs, Ms, n/a

First Name Enter the user’s first name here; this will be displayed at the top of every page on the Online
Reporting System.

Surname Enter the user’s surname; this will be displayed at the top of every page on the Online
Reporting System.

Password Choose a strong password which is at least 8 characters in length, at least 2 of which are non-
alphabetical.
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Field Description

Confirm This password must match the password entered in the above field. The password must be a
Password strong password.
Account Type Create a Business Administrator account or User account for the new User.

Email Address Enter the user’s email address.

Telephone Enter the user’s phone number.
Number
Job Title Enter the user’s job title.
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6.3 Edit User Access

1) Click Home > Manage User Accounts. The investment firm’s User Accounts page appears.

nnais na hEireann C10000: Investment Firm 1
d

business admi

Home Page
View [ Edit Data This system will be unavailable

From here, you can perform | View or edit return data fll':m 1stJuly 2011 9am -

any of the actions shown am lmore
opposite. iy - . ) ;

PP 546’:1 Administration Go to Message Archive ==

sC)

Messages about the system [ Configure how your Institution uses the system.

and industry reporting

requirements are displayed on
the right of this page. Click on
a message to see its full text.

My Profile

View or update the information the system stores about you.

The Task List at the bottom of
the page shows what you need
to do now.

Messages

View user messages

at the top right to get help on Manage User Accounts

any page.

o
4

)

You can click the Help’ button @

Setup new users, reset their passwords, etc.

ose  WETIEIEEIEEEEES

Manthly Metrics Report return for 01-Jun-2011 has been unlodked and needs to be revised

View Online Help
Administration Manual {pd
Central Bank Website

9

Jun Belated party Annual Accounts Upload return for 13-Jun-2011 needs to be finslised. This return must be
submitted in 3 days.

Investment Firms Annual Accounts return for 15-Jun-2011 needs to be finalised. This return must be
submitted in 3 days.

E Investment Firms Annusl Acoounts return for 16-Jun-2011 is Iste and needs to be This return
should have been submitted 3 days ago

C10000: Investment Firm 1

business admin2

Users
Investment Firm 1 User Accounts

This page shows your

institution's user accounts. User ull Nam

. . . " Business .\ = i
3 -2 9:35) I -2 7-43) B
businezzadmin buziness admin Administrator No 30-Jun-2011 (09:35) 16-Jun-2011 (12:48) & @ kdl ><
Click on any user to view his or -

her details. 2 | &3 30-Jun-2011 (15:59)  23-Jun-2011 (16:39 & [Z5)
o gnolan04 Enda Nolan User No & @ & K
As an administrator, you must
make sure that user accounts enclant Enda Nolan User Mo G0l e
are disabled if that person {b Edit User Access |
leaves the job, or no longer enolani2 Enda Nolan User No N
performs that role. .
enolan? Enda Nolan User No & @ k:l
enolan3 Enda Nolan User No '_:‘/’

enoland Enda Nolan User No '_)/*

M X X X X X

&
&
enolan§ Enda Nolan User No '_}/* @
&

enolany Enda Nolan User No &

=
3

ext ==

Show Rows: 10 - Page ' of2

View Online Help

Administration Manual (pd

Central Bank Website
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3) The Edit Access page appears.

Banc Ceannais na hEirean €10000: Investment Firm 1 ——

Centr:

business admin2

Home »  Administration » U : admin9 »  Edit.

Edit U A - .
t Bserficcess 'Jane Smith' - Edit Access

This page shows the access Return Type

that ‘Jane Smith" has to each

return type. Annual Audited Accounts Upload m— -
Investment Firms Annual Accounts (none) -

For maximum security, you

should only grant the minimum Monthly Metrics Report (none) -

access that this user needs to

do his or her job. Related party Annual Accounts Upload (none) -

Cancel Set Access
4) From the Role drop-down list box on the right-hand side, select the access you wish to grant the user for

each relevant return. Click the Set Access button.

Logout

Banc Ceannais na hEireann C10000: Investment Firm 1

-entral Bank of Ireland i i
business admin

urosystem

Home »  Administration » Users User10 »  Edit Ac

Edit User Access

‘Jane Smith' - Edit Access

This page shows the access Return Type

that ‘Jane Smith" has to each
return type. Annual Audited Accounts Upload Edit -

Investment Firms Annual Accounts
For maximum security, you

should only grant the minimum Monthly Metrics Report
access that this user needs to L//
do his or her job. Related party Annual Accounts Upload Set user access -
(Role) to:
[ e
Edit {
Verify
View

View Online Help
Administration Manual {pd
Central Bank Website

entral Bank of Ireland | Conditions Of Use | Pri

Role Access

Edit Upload, Edit, View and Finalise data
Verify View and sign off data

View View data

& If this step is not completed, the User account will not have access to view any returns
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5) The User Details page appears displaying the both user details and access granted to this user. Click the link

in the access column to view role details.

@ Cean eann C10000: Investment Firm 1 —

business admin

Home »

View User

Jane Smith - User Details
This page shows the
information the system stores .
about ‘Jane Smith'. Login Hame: User1d
Title: Miss

You can change the

. - First N : Jane
information by clicking on the rst Hame
‘Edit Profile’ button. Surname: Smith
Email: Jane Smith@centralbank.ie

It is especially important to
make sure the email address is Telephone: 012345678
correct as the system uses

this to communicate with that Job Title: REATEE

S EE Account Status: Enabled
User Type: User
User can administer at own level? Nao
Setup By: business admin
Setup Date: 01-Jul-2011 (15:30)
Last Login:

View Online Help
Last Password Change:

Administration Manual (pd
Central Bank Website

Return Type Access

Annual Audited Accounts Upload
Investment Firms Annual Accounts

Monthhy Metrice Report

Central Bank of Ireland | Conditions Of Use

C10000: Investment Firm 1 —

business admin

View Role

Role 'Edit' Details

This page displays the access
granted by this return type role.

Retum Type Annual Audited Accounts Upload
The roles that people are Role Name Edit
assigned to determine the level Description Edit Anmual Accounts Retums

of access that they have to the
different types of data that your
firm reports.

44



6.4 Reset a Password for another user’s account
This function is available only to Administrator (Central Bank) and Business Administrator

account types.

1) Login to the Online Reporting System (see 2.3 Logging in).The Home page appears. Click the Manage User

Accounts button.

€10000: Investment Firm 1 .

Banc Ceannais na hEirea
Central Bank of Ireland

business admin2

X i, . Help
New Messages
Home Page

View/Edit Data This system will be unavailable
From here, you can perform I View or edit return data from 1st July 2011 9am -
any of the actions shown 11am [more]

opposite. sy - . )
PP 1’3 Administration Go to Message Archive ==

Messages about the system L o Configure how your Institution uses the system.

and industry reporting

requirements are displayed on
the right of this page. Click on
a message to see its full text.

My Profile

View or update the information the system stores about you.

The Task List at the bottom of
the page shows what you need
to do now.

Messages

View user messages

You can click the "Help’ button
at the top right to get help on
any page.

Manage User Accounts
Setup new users, reset their passwords, etc.

oos  WETIRIEEEEs

Monthly Metrics Report return for 01-Jun-2011 has been unlodked and needs to be revised.

Oy & 09

View Online Help

Administration Manual {pd Jun- Related party Annual Accounts Upload return for 13-Jun-2011 needs to be This return must be

submitted in 3 days.

Central Bank Website

Jun- Investment Firms Annual Accounts return for 15-Jun-2011 needs to be finalised. This return must be
submitted in 3 days.

& &

UE Investment Firms Annual Accounts return for 18-Jun-2011 is Iate and needs to be completed. This return
should have been submitted 2 days ago.

Central Bank of Ireland | Conditions Of Use | Pri
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2) The User Accounts page appears. Click the Reset User Password icon to the right of the name of the user

whose password you wish to reset.

€10000: Investment Firm 1 e

business admin2

Home »  Administration »

Users
Investment Firm 1 User Accounts

This page shows your -
institution's user accounts. Eoacas
usiness

. . . . B . . a o
N 5 5 a8 e lun 543} -
businessadmin business admin Administrator Yes 27-Jun-2011 {10:36) 16-Jun-2011 (12:48) e @ kdl >(

Click on any user to view his or

her details. businessadmin?Z  business admin2 . es 27-Jun-20 29 23-Jun-20 16:39 & El
. . § Business [ o

Businessadmin® Jane Smith P No . ol B X

As an administrator, you must Administrator Click the Reset User Pasg

make sure that user accounts enoland4 Enda Nolan User No Reset User & L2

are disabled if that person P d

leaves the job, or no longer enolan1 Enda Nolan User No asswor R <IN R 4

performs that role. Button .
enolan12 Enda Nolan User No & @ [ZE 4
enolan2 Enda Nolan User No & @ = X
enolan3 Enda Nolan User No 3+ @ [ZE 4
enoland Enda Nolan User No & @ = X
enolang Enda Nolan User No & @ [ZE 4

Show Rows: 10 - Page 1 of 2 Next ==

View Online Help

Administration Manual {pd

Central Bank Website

3) The Reset Password page appears. Enter and confirm the new password (refer to 2.2 System Accounts —

Account Passwords) and click Reset (or click Cancel to return to the previous screen without changing the

password).

@ Choose a strong password which is at least 8 characters in length, with at least one uppercase letter and one
number.

€10000: Investment Firm 1 s

business admin2

admin9 »

Reset Password

Reset Password For "Jane Smith’

You can reset someone's
password if they forget what it
is.

Enter New Password: sessssnnee
They will need to change this
password as soon as they log
in to the system again.

Confirm MNew Passwaord: sessssnnee

Whatis a strong password?

? [ Cancel ]
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4) The Reset Password confirmation page appears.

€10000: Investment Firm 1

business admin2

Home » i Businessadmin »

Reset Password
Reset Password For 'Jane Smith'

You can reset someone’s
password if they forget what it
is.

They will need to change this /? Home Page
assword as soon as they lo L]
ﬁ]tu e Emaern Y09 [ ] Go back to the Home page.

Users password has been successfully changed

~*7,  Back to Administration Page
oY

WM Back to Administration Page

-

5) When the user next logs in to the Online Reporting System, the Change Your Password page will be
displayed, and the user will be prompted to enter their old password, then enter and confirm a new
password of their choice. The user will also be required to enter a Verification Code.

C10000: Investment Firm 1

Jane Smith

Home b Administration b ChangePasswordAfterR

Change Password After Reset

Change Your Password

You should change your
passwaord regularly to ensure

To change your password, enter your new password in the first two text boxes and your verification code in the
that it remains secret. o B ¥

third text box.

Your password should be kept

. . Enter Mew Passwords: ssssssse |
secret at all times - it should Enter and Confirm New
never be written down or
disclosed to anyone else. . Password
Confirm New Passwords: sessase im—
- Enter Verification code.

Enter Verification Cades- ——— —__— Verification code will be
sent via email to email
address provided in My

What is a strong password? Profile

Change [ Cancl |

View Online Help
Administration Manual {pd
Central Bank Website

6) The verification code will be sent to the email address provided in ‘My Profile’ Home/My Profile.

Banc Ceannais na hEireann C10000: Investment Firm 1
Jane Smith

View | Edit Data :Fhi-s sy:s;tem will be unavailable
From here, you can perform \ View or edit return data fﬁm 1st July 2011 9am -
any of the actions shown am [more]
opposite. -
e o L’s Administration Go to Message Archive ==
Messages about the system ™ Configure how your Institution uses the system.

and industry reporting
requirements are displayed on
the right of this page. Click on My Profile

~
a message to see its full text. "% View or update the information the system stores about you.

D

View or update the information the system stores
about you.
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C10000: Investment Firm 1

Jane Smith

Logout

View User
My Profile
This page shows the
information the system stores . : :
about you. Login Name: Businessadming
Title: Miss
You can change the ;
. - S First N : Jane
information by clicking on the ret Hame:
‘Edit Profile” button. (3 : Smith . .
urname J Verification
_ o Email: Iinvest@centralbank.ie { code will be
It is especially important to i
make sure the email address is Telephone: 01234567 sent to email
correct as the system uses )
' : ; itle: address
this to communicate with you. Job Title: S EATER ided i
Account Status: Enabled proviaed in
; - My Profile
User Type: Business Administrator

User can administer at own level?

View Online Help
Administration Manual {pd
Central Bank Website

Last Password Change:

Edit Profile

Setup By: business admin2
Setup Date: 27-Jun-2011 (09:47)
Last Login: 27-Jun-2011 (14:08)

Yes

27-Jun-2011 (14:09)

7) Ensure that the email address provided in ‘My Profile’ is valid. See below an example of the verification
code email the user will receive. The verification code is highlighted in red.

From: Website @TestOnlineReparting. chfsai.ie
To:

Co

Subject: Your Online Reporting Verification Code

Sent: Mon 27/06/2011 14:05

below.

Institution Code: C180088
Login MName: Businessadmin®g

Your werification code is:Qwpjhlwrf

Your Online Reporting password has been reset by your Administrator for the user account below.
Your System Administrator will provide you with a temporary password. You should use this
temporary password to login to the Online Reporting system. You will be directed to a Change
Password page where you must enter your new password along with the verification code provided

Please use this verification code to change your password in the Online Reporting system.
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8) Enter the verification code provided in the email and click change. Your password is now successfully

changed.

Banc Ceannais na hEireann
2 Central Bank of Ireland

Eurosystem

C10000: Investment Firm 1

Jane Smith

Home »  Administration » ChangePasswordAfterReset

Change Password After Reset

You should change your
password regularly to ensure
that it remains secret

Your password should be kept
secret at all times - it should
never be written down or
disclosed to anyone else

View Online Help

Administration Manual (pdf)
Central Bank Website

Change Your Password

To change your password, enter your new password in the first two text boxes and your verification code in the

third text box

Enter New Passwords CXTTTYYY
Confirm New Password« eseccee
Enter Verification Codes secccee

What is 3 strong password?

han Cancel

© 2010 Central Bank of Ireland | Conditions Of Use | Privacy Statement

Banc

Change Password After Reset

You should change your
password regularly to ensure
that it remains secret.

Your password should be kept
secret at all times - it should
never be written down or
disclosed to anyone else.

C10000: Investment Firm 1

Jane Smith

Change Your Password

Your password has been successfully changed.

Home Page
| Go back to the Home page.

Enter and Confirm New
Password

Enter Verification code.
Verification code will be
sent via email to email
address provided in My
Profile

o Administration Page
Go back to the System Administration Page.

i)

I(Jﬁ

Contact Us

Logout
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6.5 Edit a User Account Profile
This function is available only to Business Administrator account types.

1) Login to the Online Reporting System (see 2.3 Logging in).The Home page appears. Click Manage User

Accounts.

Home Page

From here, you can perform
any of the actions shown
opposite.

Messages about the system
and industry reporting
requirements are displayed on
the right of this page. Click on
a message to see its full text.

The Task List at the bottom of
the page shows what you need
to do now.

You can click the "Help’ button
at the top right to get help on
any page.

View Online Help
Administration Manual {pd
Central Bank Website

C10000: Investment Firm 1 —

business admin2

New Messages

View / Edit Data This system will be unavailable
View or edit return data from 1st July 2011 9am -

11am [more]
Administration Go to Message Archive ==

Configure how your Institution uses the system.

L
L2
Q
b
N My Profile
ﬂ View or update the information the system stores about you.
L
-

Messages

View user messages

Manage User Accounts
Setup new users, reset their passwords, etc.

_ﬁi Soup et feet thei passwords e )

Monthly Metrics Report return for 01-Jun-2011 has been unlodied and needs to be revised.

Jun- Related party Annual Accounts Upload return for 13-Jun-2011 needs to be finali This return must be
submitted in 3 days.

0

Jun- Investment Firms Annual Accounts return for 15-Jun-2011 needs to be finalised. This return must be

& &

submitted in 3 days.

UE Investment Firms Annual Accounts return for 18-Jun-2011 is Iate and needs to be completed. This return
should have been submitted 2 days ago.

Central Bank of Ireland | Conditions Of Use | Pri Contact Us
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2) The User Accounts page appears. Click the Edit User Profile icon to the right of the name of the user

whose profile you wish to edit.

C10000: Investment Firm 1 —

business admin2

Users
Investment Firm 1 User Accounts

This page shows your Last P:
institution's user accounts. L e Leggedin L hanc

. . . . Business . o = o3
businessadmin business admin Administrator es 27-Jun-2011 (10:38) 18-Jun-2011 (12:48) & @ k:i

%

Click on any user to view his or

her details. 2 | E 27-Jun-2011 (13:39)  23-Jun-2 =
Businessadmin® Jane Smith Dusness . Yes 27-Jun-2011 (1227)  27-Jun-2011 (12:26) G & X

As an administrator, you must

make sure that user accounts enolan04 Enda Nolan User No R B o ¥ @ @ X

are disabled if that person Click the Edit User

leaves the job, or no longer enolant Enda Nolan User No Profile icon @ & K

performs that role.
gnolani2 Enda Nolan User No & @ & X
enolan? Enda Nolan User Mo & @ = X
enoland Enda Nolan User Mo & @ [ZE 4
enoland Enda Nolan User Mo & @ [ZE I 4
enolang Enda Nolan User Mo & @ [ZE 4

Show Rows: 10 ~ Page 1 of 2 Next ==

View Online Help

Administration Manual (pd

Central Bank Website
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@ Fields that cannot be edited appear in light grey font (e.g. Login).
Fields that must contain a value are asterisked (e.g. Title).

Banc Ceannais na hEireann C10000: Investment Firm 1
entral Bank of [reland

business admin2

Home »  Administration » Users »  Businessadmin9 »  Edit Profile

Edit User

To change the information the

5 Login:
system stores about “Jane ogin
Smith', enter the required
details and click the Save Titlew: Miss -
button.
First Names: Jane
It is especially important that
the email address is correct as 3 .
the system uses this to umames: Smith
communicate with the user.
Emails: invest@centralbank.ie
Telephones: 01234567
Job Titles: Risk Analyst
Account Types: Business Administrator +

View Online Help
Administration Manual {pdf)
Central Bank Website

Jane Smith - Edit Profile

User can administer at own
level?

Contact Us

The following table contains a description of each field on the Edit User Details page:

Field Description

Login The name used to logon to the system. This is a non-editable field.

Title Choose from the drop-down list - options are:
Dr, Miss, Mr, Mrs, Ms, n/a

First Name Enter the user’s first name — this will be displayed at the top of every page on the Online
Reporting System.

Surname Enter the user’s surname — this will be displayed at the top of every page on the Online
Reporting System.

Email Enter the user’s email address.

Telephone Enter the user’s phone number.

Job Title Enter the user’s job title.

Account Type The only option here is user - (i.e. an account which provides the ability to view returns and
change own profile information only).
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6.6 Disable a User Account
This function is available only to Business Administrator account types.

1) Login to the Online Reporting System (see 2.3 Logging in). The Home page appears. Click the Manage

User Accounts button.

C10000: Investment Firm 1

business admin2

New Messages
Home Page

View/ Edit Data '_I'Hi-s sgs-tem will be unavailable
From here, you can perform | View or edit return data from 1stJuly 2011 9am -
: 11am [more]

any of the actions shown
opposite. . . A = _
> Administration Go to Message Archive ==

~%

F
W

i

Messages about the system Configure how your Institution uses the system.

and industry reporting

requirements are displayed on
the right of this page. Click on
a message to see its full text.

My Profile

View or update the information the system stores about you.

The Task List at the bottom of
the page shows what you need
to do now.

Messages

View user messages

Manage User Accounts
Setup new users, reset their passwords, etc.

at the top right to get help on
any page.

(&)
>
w
You can click the "Help' button @

{b Setup new users, reset their passwords, etc.

DUE  Meonthly Metrics Report return for 01-Jun-2011 has been unlocked and needs to be revised.

View Online Help
- . 30-Jun- ' A A = inalised. Thi
Administration Manual {pd 2L RE|Et.Ed DE.IT\‘ nnual Accounts Upload return for 13-Jun-2011 needs to be finalised. This return must be
20 submitted in 3 days.

Central Bank Website
Investment Firms Annual Accounts return for 15-Jun-2011 needs to be finali This return must be
submitted in 2 days.

UE Investment Firms Annusl Accounts return for 18-Jun-2011 is late and needs to be completed. This return
should have been submitted 2 days aga.

Contact Us

2) The User Accounts page appears. Locate the user account to be disabled and click the name
in the User column.

C10000: Investment Firm 1

business admin2

Home »

Users
Investment Firm 1 User Accounts

This page shows your = —
institution's user accounts. Logged in

busiessadmin  business admin  CUSneSS Yes I7-Jun-2011 (14:12)  16-Jun-2011 (12:48) B¢
Administrator :

NN
¢ & X

Click on any user to view his or

her details. & =

N Businessadming Jane Smith iﬁ?ﬂﬁ:ﬁrmr No 27-un-2011 (14:08)  27-un-2011 (1208 & @B & X
As an administrator, you must
make sure that user accounts enolanda Enda Nolan User No EAE <IN T 4
are disabled
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3) The User Details page appears

Banc Ceannais na hEireann

tral Bank of Ire

Home »

View User

This page shows the

information the system stores

about "Jane Smith’.

You can change the

information by clicking on the

‘Edit Profile” button.

It is especially important to

make sure the email address is

correct as the system uses

this to communicate with that

user.

View Online Help
Administration Manual {pd
Central Bank Website

Home »

Disable User

You should disable a user
account if that user no longer
needs to use the Online
Reporting system.

You can re-enable the user
later if you want to allow him or
her to use the Online Reporting
system again.

. Click Disable on the following two screens.

C10000: Investment Firm 1

business admin2

Jane Smith - User Details

Login Name:
Title:

First Name:
Surname:
Email:
Telephone:

Job Title:
Account Status:
User Type:
User can administer at own level?
Setup By:
Setup Date:
Last Login:

Last Password Change:

Edit Profile

Businessadmin9
Miss

Jane

Smith
invest@centralbank.ie
01234567

Risk Analyst

Enabled

Business Administrator
Yes

business admin2
27-Jun-2011 (09:47)
27-Jun-2011 (14:08)

27-Jun-2011 (14:09)

C10000: Investment Firm 1

business admin2

Disable 'Jane Smith' ?

Are you sure you want to disable user "Jane Smith*?

This will prevent that user from logging into the Online Reporting system in the future.

" Disaie
&

" Cancat

I
{b ble the user i

54

Contact Us




4) The User Details screen is displayed, showing an Account Status of Disabled.

Home »

View User

This page shows the
information the system stores
about "Jane Smith'’.

You can change the
information by clicking on the
‘Edit Profile” button.

It is especially important to
make sure the email address is
correct as the system uses
this to communicate with that
user.

View Online Help
Administration Manual
Central Bank Website

C10000: Investment Firm 1

Login Name:
Title:

First Name:
Surname:
Email:
Telephone:

Job Title:
Account Status:
User Type:
User can administer at own level?
Setup By:
Setup Date:
Last Login:

Last Password Change:

-—

business admin2

Jane Smith - User Details

Businessadmind
Miss

Jane

Smith
invest@centralbank.ie
01234567

Risk Analyst

IDisabIed

Business Administrator
Yes

business admin2
27-Jun-2011 (09:47)
27-Jun-2011 (14:08)

27-Jun-2011 (14:09)

10 Central Bank of Ireland | Conditions Of Use | Privacy Statement

Contact Us

5) Click Home > Manage User Accounts. The User Accounts page appears. The User account details still

appear in the list of user accounts, but with grey font to signify that the account has been disabled:

Home »

Users

This page shows your
institution's user accounts.

Click on any user to view his or
her details.

businessadmin

C10000: Investment Firm 1

business admin2

business admin

Administrator

Investment Firm 1 User Accounts

B 53 N

res 27-Jun-2011 (14:12)

s .....

16-un2011 (12:48) & @B @& X

& "]
27-Jun-2011 (14:09 X

ﬁ The Disabled account appears in grey.
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6) When the user next logs in, a message will be displayed on the Login screen, stating that the account has
been disabled and advising the user to contact their Firm Administrator.

@ The Firm Administrator is the Business Administrator.

Online Reporting System

Login Instructions

Login to Online Reporting

Enter the Institution Code and
Login Name given to you by
your administrator and the

password you use to identify Institution Code: C10000

yourself, and click the ‘Login’ .

button. Login Name: Businessadmin9
Password:

If you have forgotten your login
details, please contact your -
Firm Administrator.

If you are unsure who your
administrator is you can
contact us for assistance
(make sure to include your
name and institution in the
message). The

1

em could not log you in as your account has b

disabled. Please contact your Firm Administrator.
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6.7 Enable a User Account
This function is available only to Business Administrator account types.

1) Login to the Online Reporting System (see 2.3 Logging in).The Home page appears. Click the Manage User

Accounts button.

C10000: Investment Firm 1 —

business admin2

N M

‘ View/ Edit Data '_I'Hi-s sgs-tem will be unavailable
From here, you can perform Il View or edit return data zrgm 1st July 2011 9am -

any of the actions shown am [more]

opposite. . . . R .

PP SV 1',3 Administration Go to Messaqe Archive ==
Messages about the system 3..‘)" Configure how your Institution uses the system.

and industry reporting

requirements are displayed on
the right of this page. Click on
a message to see its full text.

My Profile

View or update the information the system stores about you.

The Task List at the bottom of
the page shows what you need
to do now.

Messages

View user messages

Manage User Accounts
Setup new users, reset their passwords, etc.

at the top right to get help on
any page.

(&)
>
)
You can click the "Help' button @

{b Setup new users, reset their passwords, etc.

Monthly Metrics Report return for 01-Jun-2011 has been unlodeed and needs to be revised.

View Online Help
Administration Manual {pd

Jun- Related party Annual Accounts Upload return for 13-Jun-2011 needs to be finalised. This return must be
1 submitted in 3 days.

= &

Central Bank Website

Jun- Investment Firms Annual Accounts return for 15-Jun-2011 needs to be finali This return must be
submitted in 2 days.

& &

Investment Firms Annual Accounts return for 18-Jun-2011 is late and needs to be completed. This return
should have been submitted 2 days aga.

Central Bank of Ireland | Conditions Of Use | Py : Contact Us

2) Inthe list of users, locate the User account to be enabled (in grey font), and click the relevant name under

the User column.

Banc Ceannais na hEireann C10000: Investment Firm 1
Central Bank of Ireland
business admin2

Home »  Administration » Us

Users
Investment Firm 1 User Accounts

This page shows your Use Full Name Type Loaged | i Last Password
institution's user accounts. User full Hame Lype ~oaaed’n \n hange

. . . . Busingss - - 41 s o Soamy 2 F
) ) ) businessadmin business admin Administrator Yes 27-Jun-2011 (14:12) 16-Jun-2011 (12:48) e @ k:,l >(
Click on any user to view his or .
her details.

es 27-Jun-20 4:45 23-Jun-20 5:39 & =

ﬁ Click on the Disabled Account (grey font)
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3) The User Details screen appears. Click Enable on the following two screens.

C10000: Investment Firm 1

business admin2

Home »

View User

Jane Smith - User Details
This page shows the

information the system stores . ; )
about "Jane Smith’. Login Name: Businessadming

Title: Miss
You can change the

. - S First N : Jane
information by clicking on the retame
‘Edit Profile’ button. Surname: Smith
Email: invest@centralbank.ie

It is especially important to
make sure the email address is Telephone: 01234567
correct as the system uses

this to communicate with that -Job Title: SRR

THEL Account Status: Disabled
User Type: Business Administrator
User can administer at own level? Yes
Setup By: business admin2
Setup Date: 27-Jun-2011 (09:47)
Last Login: 27-Jun-2011 (14:08)

View Online Help
Last Password Change: 27-Jun-2011 (14:09)

Administration Manual {pd
Central Bank Website

— T
{b Enable the user

Contact Us

C10000: Investment Firm 1

business admin2

Home »

Disable User Enable 'Jane Smith' ?

You should disable a user
account if that user no longer
needs to use the Online
Reporting system.

Are you sure you want to enable user ‘Jane Smith*?
This will allow that user to log into the Online Reporting system again.

NOTE: you must reset the user's password before they login to the Online Reporting system.
You can re-enable the user
later if you want to allow him or

her to use the Online Reporting

system again. {b
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4) The user Details screen appears, showing an Account Status of Enabled. The account is now enabled and

the user can login to the Online Reporting System again.

View User

This page shows the
information the system stores
about "Jane Smith".

You can change the
information by clicking on the
‘Edit Profile” button.

It is especially important to
make sure the email address is
correct as the system uses
this to communicate with that
user.

View Online Help
Administration Manual (pd
Central Bank Website

C10000: Investment Firm 1

Jane Smith - User Details

Login Name:
Title:

First Name:
Surname:
Email:
Telephone:

Job Title:
Account Status:
User Type:
User can administer at own level?
Setup By:
Setup Date:
Last Login:

Last Password Change:

Edit Profile
Delete User

Logout

business admin2

Businessadmin9

Miss

Jane

Smith

invest@centralbank.ie

01234567

Risk Analyst
[Enabled |

Business Administrator
Yes

business admin2
27-Jun-2011 (09:47)
27-Jun-2011 (14:08)

27-Jun-2011 (14:09)
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6.8 Delete a User Account

This function is available only to Business Administrator account types.

used.

& Once a user has been deleted, the account cannot be reactivated and the Login Name cannot be re-

1) Login to the Online Reporting System (see 2.3 Logging in). The Home page appears. Click the Manage

User Accounts button.

C10000: Investment Firm 1 —

business admin2

New Messages

Home Page _
‘ View/ Edit Data '_I'Hi-s s;stem will be unavailable

From here, you can perform | View or edit return data f1rt13m 15t July 2011 9am -

any of the actions shown am [more]

opposite. P .

e S'E}’c Administration Go to Messaae Archive ==

@

Messages about the system Lo Configure how your Institution uses the system.

and industry reporting

requirements are displayed on
the right of this page. Click on
a message to see its full text.

My Profile

View or update the information the system stores about you.

The Task List at the bottom of
the page shows what you need
to do now.

Messages

View user messages

at the top right to get help on
any page. Setup new users, reset their passwords, etc.

(&)
“>
P
L=
You can click the "Help’ button @ Ma User A e

{b Setup new users, reset their passwords, etc. l

CUE Monthly Metrics Report return for 01-Jun-2011 has been unloded and needs to be revised.

View Online Help
Administration Manual {(pd
Central Bank Website

Jun- Related party Annual Accounts Upload return for 13-Jun-2011 needs to be finalised. This return must be
submitted in 3 days.

& &

Jun- Investment Firms Annual Accounts return for 15-Jun-2011 needs to be finalised. This return must be
submitted in 3 days.

& &

Investment Firms Annual Accounts return for 16-Jun-2011 is late and needs to be completed. This return

should have n submitted 3 days ago.

Central Bank of Ireland | Conditions Of Use
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2) In the list of users, locate the User account to be deleted, and click the delete icon in the last column on the
right.

Logout

Banc Ceannais na hEireann C10000: Investment Firm 1

business admin2

Users
Investment Firm 1 User Accounts

This page shows your
institution's user accounts. st Full Name Loggedin | Last Login
businessadmin business admin Business Yes Z7-Jun-2011 (14:12)

Administrator
es 27-Jun-2011 (15:11 23-Jun-2011 (16:39 & =
Busingss

Businessadming  Jane Smith L No 27-Jun-2011 (14:08)
Administrator

Click on any user to view his or
her details.

As an administrator, you must

make sure that user accounts enolan04 Enda Nolan User No On the User Account j Delete User
are disabled if that person .
leaves the job, or no longer enolan Enda Nolan User No to be deleted, Click R <IN
performs that role. I I beur . the Delete Icon ¥ @ @ X

enolan? Enda Nolan User Mo & @ kEl X

enoland Enda Nolan User No & @ kEl X

enoland Enda Nolan User Mo & @ kEl X

enolang Enda Nolan User No & @ kEl X

Show Rows: 10 ~ Page 1 of 2 Next =

View Online Help
Administration Manual (pd

Central Bank Website

C10000: Investment Firm 1

business admin2

Delete User

Delete 'Jane Smith'?

You should delete a user
account if you know that
person will never user the
system again.

Are you sure you want to delete user'Jane Smith’ from the Online Reporting system?

This deletion is permanent and cannot be undone.

Even after you delete ‘Jane
use the login name @

‘Businessadmin9' for anyone

else in the future.
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4) The User Accounts page appears; the User account is no longer listed.

C10000: Investment Firm 1

business admin2

Investment Firm 1 User Accounts

This page shows your

-_lllll

businessadmin  busnessadmn  DUSNESS Yes 27-Jun-2011 (14:12)  16-Jun-2011 (12:48) &
Administrator -

Click on any user to view his or

her details. 2 e z % 2 & 28]
enolan04 Enda Nolan User No & @ [ZX I 4

As an administrator, you must

make sure that user accounts enolant Enda Nolan User No & B & X

are disabled if that person

leaves the job, or no longer enolan12 Enda Nolan User No 2 B E X

performs that role. .
enolan2 Enda Nolan User No & @ & X
enolan3 Enda Nolan User No & @ = X
enoland Enda Nolan User No & @ = X
enolan Enda Nolan User No & @ X
enolan? Enda Nolan User No & @ X

Show Rows: 10 ~+ Page 1 of 2 Next ==

View Online Help

Administration Manual (pd

Central Bank Website




7. Appendix 1

7.1 Rounding numbers on the Online Reporting System

All non monetary values should be entered onto the structured returns on the Online Reporting System in
whole numbers. All monetary/financial data should be entered onto structured returns in thousands of
Euros. When entering financial data in thousands of euro the following rules apply:

In general values of €1 to €499 should be rounded down and values of €500 to €999 should be rounded
up. However, in cases where a system validation is in place to ensure that a number of sub-fields add
correctly to a total field, and firms are encountering validation errors due to rounding issues, the
convention to be used is as follows:

The total field should be entered according to the general rounding rule (i.e. round values of
€1 to €499 down and values of €500 to €999 up). It is most important that the total field is

correct.

Firms should then pick the sub-field(s) to round up or down as necessary so that the least
difference from the actual values is reported. In the case where more than one sub-field (or
more than one combination of sub-fields) satisfies this criterion, firms should simply pick one
of these sub-fields (or combination of sub-fields) at their discretion.

The following three examples are illustrative:

Example 1
Field Actual value Value that would be input | Value to be input in order to fix
Heading on the Online Reporting the validation error
System according to the
general rounding rules
€000 €000
Field 1.1.1 €1,000 1 1
Field 1.1.2 €3,400 3 4
The entry here is changed to ‘4’
in order to fix the validation
error. There is a difference of
€600 between ‘4’ (representing
€4,000) and the actual value of
€3,400. Changing the entry in
either of the other sub-fields
here would create a larger
difference from the actual
value.
Field 1.1.3 €3,300 3 3
Total Field €7,700 8 8
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1.1 Validation error! Total left unchanged
[1 + 3 + 3 does not equal 8]
Example 2
Field Actual value Value that would be input Value to be input in order to
Heading on the Online Reporting fix the validation error
System according to the
general rounding rules
€000 €000
Field 1.1.1 €2,000 2 2
Field 1.1.2 €3,600 4 4
Field 1.1.3 €3,500 4 3
The entry here is changed to
‘3" in order to fix the
validation error. There is a
difference of €500 between
‘3’ (representing €3,000) and
the actual value of €3,500.
Changing the entry in either of
the other sub-fields here
would create a larger
difference from the actual
value.
Total Field €9,100 9 9
1.1

Validation error!
[2 + 4 + 4 does not equal 9]

Total left unchanged
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Example 3

Field Actual value Value that would be input Value to be input in order to
Heading on the Online Reporting fix the validation error
System according to the
general rounding rules
€000 €000
Field 1.1.1 €3,000 3 3
Field 1.1.2 €4,600 5 4
The entry here is changed to
‘4’ in order to fix the
validation error. There is a
difference of €600 between
‘4’ (representing €4,000) and
the actual value of €4,600.
Changing the entry in sub-field
1.1.3 to ‘4’ would have also
created a difference of €600
from the actual value. Hence
we could have picked either
sub-field 1.1.2 or 1.1.3 to
change in this instance.
Field 1.1.3 €4,600 5 5
Total Field €12,200 12 12
1.1

Validation error!
[3+5+5 does not equal
12]

Total left unchanged
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