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1. What is FIONA Online?

FIONA Online is the common reporting system of the Danish Financial
Supervisory Authority and Danmarks Nationalbank The system allows u S-
ers to:

submit a final report in XML

create and fill in a report

correct an already submitted report

view submitted reports

view errors in a report

communicate with a caseworker about a report.

= =4 -4 -—a -—a -

In addition, a machine -to -machine solution has also been developed.

The system is constantly being maintained and extended. If you encou n-
ter system errors or inadequacies, please contact the FIONA Service

Desk, see section 12. FIONA Online 2 is the oldest version still in use, but
this user guide is for th e latest version only, i.e. FIONA Online 3 (FO3).

You cannot select a version for a specific type of report as each report

type is linked to one version only. The easiest way to see whether you are
using the right website is via the URL at the top of your browser:

I!E https://fionaonline nationalbanken.dk’ £ ~ & Danmarks Nationalbank ... & I

2. Howto access FO3

2.1 System requirements

FO3 is fully tested and compatible with Google Chrome and Internet E X-
plorer (version 11 or later). Since the best performance by far is achieved

by using Google Chrome, that is what we recommend. FO3 should be
compatible with Safari (version 10.1 or later) and Firefox, but they have

not been tested. Besides, Internet Explorer versions 9 and 10 can also be
used, but some of the ir functionalities may not work  here.

2.2 New FIONA user: Create a user account

Read this section if you are a new user of FIONA Online. If you have a I-
ready created a user account and want to access a reporting firm in FO3,
skip to section 2.3.

You create a user account by sending an email to the FIONA Service Desk
(fiona@nationalbanken.dk ) with the following information:

1 Your own contact details : name, email address and telephone nu  m-
ber. You must pro vide your mobile phone number if you want to log
on using passwords received by text message and email, see below.
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1 Name of the reporter (e.g. name of firm).
1 1D number of the reporter (e.g. CVR no., FT no.)
1 The types of report you want to access (e.g. IFS 2, MFIF).

1

The request f or access have to be confirm ed by a fi nancial manager or
manager of similar level from you r company .

When creating a us er account, you have three options for logon in future:

1 NemlID employee certificate with key file : You willneed a NemID e m-
ployee certificate issued for a CVR no. When creating a user account,

you must enter the CVR no. your employee certificate is issued t o and

the CVR no. you will be reporting for. The two numbers do not need
to be identical.

1 NemlD employee certificate with key card : You and possibly moree m-
ployees may share a key card, but each user account must be created
individually. Here we also need  the above information.

1 Passwords received by text message and email : If you are unable to use
a NemID employee certificate, you must enter your mobile number.
For this solution, you will receive two one -time passwords by text
message and email, respective ly, which you must use to log on.

Once your user account has been created, you will receive a welcome
email from ekstranet@nationalbanken.dk , see the image below. The
email will include two links (marked 1 and 2 in the image), but you need
only click the confirmation link (link 1) to establish your access to FIONA
Online. You are then automatically logged onto FIONA Online 2. To get
access to FO3, close the FO2 window and log onto FO3 using this link:

https://fionaonline3.nationalbanken.dk/

e been creabed
M E DT

Firs1, comfiten wser creation by keqoing on with b 1
Confirm wser creation on FIONS Onling % 1
2

wporting plason
sFlarl FROMA, Onlne

2.3 Existing FIONA users: access for reporters
Read this section if you have already created a user account for FIONA
Online and want to access a reporting firm.

1 Contactthe FIONA Service Desk ( fiona@nationalbanken.dk ) to get the ID number you need.
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You get access to a reporter by sending an email to the FIONA Service
Desk (fiona@nationalban ken.dk ) with the following information:

Your own contact details : name and email address
Name of the reporter (e.g. name of firm)

ID number of the reporter (e.g. CVR no., FT no.)
The types of report you want to access (e.g. IFS2, MFIF).

2

== =a =a =

The request f or additional access have to be confirm ed by a fi nancial
manager or manager of similar level from you r company .

The required rights will then be assigned to you, and you will see the r e-
porter on the front page of FO3 when you log on. You can always access
FO3 using this link:

https://fionaonline3.nationalbanken.dk/

2.3.1 Especially for reporters to investment fund statistics

Reporters to investment fund statistics need only get access tothe ma n-
agement company in FO3. This will automatically give access to all the

funds managed by the company.

3. FO3 structure
FO3 comprises three basic levels (the red arrows indicate the relationship
between the levels):

Front page Reporter page Report/Draft

Draft list

list

When you log onto FO3, the front page is displayed, showing a list of the
reporters you have access to. When you select one of the reporters, you
will be directed to the specific reporter page. From the reporter page

you can open either a draft or an already submitted report. In a draft,
you can change the content of the forms, while a report displays the data
previously submitted.

At the top of the window (the breadcrumb) you can always see your pos i-
tion on the three levels: °

2 Contact the FIONA Service Desk ( fiona@nationalbanken.dk ) to get the ID number you need.
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Front page Reporter page Report/Draft

| L

|IIUNAONLINI—.| | Danmarks Nationalbank Cvre: 61092919 | DNNr: 61092913 | FTic: FINE 11 |> NU ¥ nu 1744

Switch between the different levels by ¢ licking the individual parts. For
example, clicking "FIONA ONLINE" always brings you back to the front

page. Click the arrows (>) to navigate within the specific level. For exa m-
ple, if you click the arrow after report/draft, you can switch to another

repor t/draft for the same reporter and the same compilation.

In addition to the three basic levels, there is an overview tool as an alte r-
native to the reporter page. You can access the tool via the right -hand
menu on the front page:

Front page Reviewer tools Report

The overview tool isa combination of the front page (all the reporters

you have access to) and all the related reporter pages (all submitted r e-
ports):
3 In the example, you have selected a specific report/draft. If you are on the front page, for example, only "FI O-

NA ONLINE" is displayed.
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Reporter page

Front page % Reviewer tools

—
—

Consequently, you can use the overview tool to form a general view of all

submitted reports across the reporters you have ac cess to. This makes

the tool particularly useful if you are reporting on behalf of several r e-
porters. If you want to display a specific view by filtering and sorting the

report list on the reporter page, the overview tool is also particularly us e-

ful, becau se your settings are saved. This is not possible on the reporter
page itself.

3.1 Tables and the right -hand menu

Visually, the three levels and the overview tool are structured according

to the same principle. In the white part on the left you find tables (i .e.
lists, reports, drafts and forms), while your possible actions and your
communication with the caseworker are shown in the dark grey part on

the right (the right -hand menu):

Right menu: Possible choices and communication

Tables: Lists, reports, drafts and forms

The possible actions and communication shown in the right -hand menu
change d epending on what you select in the white part.

3.2 Filtering and sorting
In all tables you can filter on one or more columns to view only a subset
of the table's content. To do this, click the funnel in the top right -hand
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corner of the columns you want to f ilter. If you have filtered on a column,
the funnel is shown in black.

In some tables, you can also sort by one column, i.e. determine the order

in which the table rows are displayed. To do this, click the arrow in the
top left -hand corner of the column  concerned. If you have sorted on a
column, the arrow is shown in black.

3.3 Front page
The reporters you have access to are shown in alphabetical order:

FIONA ONLINE L ~ S G
|§| Reporters

Reporter Reporter Keys

Admselskat!

[& Available actions ~

[ Administration ~

When you double -click a reporter, its page is displayed. Alternatively,
click the reporter once to sele  ct it with a blue frame and then select
"Open Reporter" in the right  -hand menu.

You can also submit a full XML file correctly filled in. * To do this, select
"Submit report file" in the right ~ -hand menu, see section 5.1.

3.4 Reporter page
The reporter page shows all drafts in progress and all submitted reports
for a specific reporter.

FIONA ONLINE Sanmarks Nationalbank Curh a . > o2 > - engiish 4% Dansk % (3] Logour

] orens

Compilation Last Updated Last Updated by

13 1240

Draft list: Created drafts Report family
not yet submitted

Report list: Reports submitted to FO3

[E] Reports ¢

Refperic Compilation Rev. No Reporting Time Submitted by Status Submission Type

4 A correct XML file means a file without format errors. But the report may still contain both objective and an a-
lytic al errors, see section 8.2.
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At the top of the page there is a dark grey bar. There you can see the r e-
port families for which the reporter is to submit reports. The tab for the

report family shown in the white part is white. A report family may in-
clude several different types of report. Examples of report families are

IFS2, IFD2, MFIF, MFIH and NU.

The white part is divided into two: a draft list at the top and a report list
at the bottom.

3.4.1 Draft list

The drafts displayed have been created by a user i either as a new report
or as areplacement report i and have not yet been submitted to FO3.
Only one draft at a time can exist for each reference period.

When you click a draft in the draft list once, it is selected. The right -hand
menu now sho ws the "Draft" menu including these elements:

1 Send draft : The draft is submitted. If there are no format errors, the

draft disappears from the draft list and is shown in the report list a li t-
tle later. ® In case of format errors, it remains in the draft lis t,and a
window appears stating the fields that do not meet the format r e-
guirements.

Compare : The draft is compared with a report, see section 4.

Download as XML : The draft is downloaded as an XML file.

Download as Excel : The draft is downloaded as an Excel file.

Create new draft : This function does not concern the selected draft,

see section 5.2.

1 Open draft : The draft opens and can be edited. You can also open a
draft by double -clicking it in the draft list.

1 Delete draft : The draft is delet ed.

1 Communication : See section 9.

= =a =a =a

3.4.2 Report list
The report list shows all the reports submitted to FO3 within the report
family concerned.

The "Status" column can have these values:

1 Not reviewed : The caseworker has not completed processing the r e-
port, but you do not have to do anything unless contacted.

1 Approved : The review of the report has been completed and a p-
proved by the caseworker.

1 Previously approved : Only one draft at a time can be approved for
each reference period. The report has previously been approved, but

5 During review, the report is not visible in any of the lists. It normally takes less than 15 minutes, but it may take
longer in case t he report is big or the system is under pressure.
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another report for the same reference period has later been given the
status "Approved".

Cancelled: The report has been "deleted" and will not be i ncluded in
any further production of statistics.

Contains errors : The report has this status ° if the system has identified
objective errors in the automatic controls, or if the caseworker has

sent an email about analytical errors. If the caseworker closes the e r-
rors, the status is changed to Approved or Not reviewed. So as long

as the report statu s is "Contains errors", it means that you need to
correct and comment on errors in the report.

When you click a draft in the report list once, it is selected. The right -
hand menu now shows the "Report" menu including these elements:

Compare : The report is compared with a draft/report, see section 4.
Create replacement draft : Select this function if you want to edit the
selected report. The report is opened as a new, editable draft (di s-
played in the draft list), see section 7.

Download as XML : The report is downloaded as an XML file.
Download as Excel : The report is downloa ded as an Excel file.

Open report : The report opens (butitis  not editable). You can also
open a report by double  -clicking it in the report list.

Create new draft : This function does not concern the selected report,
see section 5.2.

Communication : See section 9.

3.5 Report/draft
When you have accessed a report/draft, the forms are displayed in the

to

«

Specifikation af grunde og bygninger

2 Valutakursregulering |

4. Afgang i drets lab
5. Afskrivning

6. Stigninger | omvurderat vard Form d|sp|ayed in the white field
7. HNedsk
8. Arets regulering til dagsvaerdi

0. Andre andringer

p dark grey bar. The currently selected form is white.

Kontakt ~ Metadata Res Bal SRU SKT SPO  PU Kan ObL [

Name of row and column for
the selected field

Infresteringsejendomme Domicilejendemme

1 Dagsvaerdien primo

-~

Tilgang, herunder forbedringer

ger ved omuurdering

10. Dagsvaerdien ultimo (1 +2+3+4+5+6+7+8+9)

[e2]

Depending on the size of the report and the pressure on the system, it may take a while from the report is
displayed in the report list until its status changes to "Contains errors".

Page 10 of 28



Click the small arrows before (<) and after (>) the forms to go to the first
and last form, respectively. Clicking the arrow on the far right (v) will di S-
play all the forms in a dropdown menu where you can select a form.

If you select a cell in the table, the title of the relevant column and row
will be displayed a tthe top of the right -hand menu.

If you have opened a report, the same possible actions are available as
described in section 3.4.2 plus:

1 Create Ultimo -to-Primo Draft : This function is visible to everyone, buta  c-
cessible only to reporters submitting to the BPM6 report family.

If you have opened a draft, you can change the content of the forms.

These possible actions are available in the right -hand menu:

1 Send draft : The draft will be submitted unless it contains format e r-
rors, see section 3.4.1.

1 Compare: The draft is compared with a report, see section 4.

1 Insert empty row : Here you can select the number of empty rows you
want to insert in the form.

1 Insert rows from clipboard into new rows : The content of the clipboard
is inserted without deleting other content in the form, see section
6.2.1.

1 Delete selected rows : The selected rows are deleted.

1 Delete all rows in row type : A form may contai n several row types.
Here, all rows of the selected row type are deleted.
Delete all rows in table : Everything in the form is deleted.
Import data from XML : XML file data is added to the report, see se  c¢-
tion 6.3.

1 Download as XML : The draft is downloaded as an XML file.

1 Download as Excel : The draft is downloaded as an Excel file.

3.6 Overview tools

With the overview tool, you can create your own tables/overviews of
submitted reports across all your reporters, reference periods and rev i-
sion numbers for a given report family.

When you first use the overview tool, the page is empty, because you

have not created any tables yet. Create a table by clicking "+" in the top
left-hand corner (there are no limits to the number of lists you can cr e-
ate):
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FIONA ONLINE B Reviewer tools

Use the | button above to add a new tab

A new list is created

The white field will be empty until you select a report family, while "Co m-
pilation”, "From period" and "To period" are optional and only allow you
to filter the content of the table:

Double -click to rename the list

FIONA ONLINE B Reviewer tools i b Sl

e _
To period

Report family Compilation From period

- -

) ) 1

Optional (allows filtering)

Please select

Mandatory

In the list you create, you can view/filter/sort on the columns below:

FIONA ONLINE B Reviewer tools ﬂf English

_ e _

Report family Compilation From period To period
T
Reporter ID Compilation Reporter Refperio Rev. No. Status Obj. Errors Submitted by Reporting Time  Submissi
CrNr: 61092919 FS2 Danmarks Nationalbank 201805 2 & Cancelled 0 Heidi Regina Schroder 1: Normal
F52 Danmarks Nationalbank 1 0 Not reviewed 0 Heidi Regina Schroder 20 1: Normal
CvriNr: 61092919 FS2 Danmarks Nationalbank 2 6:Cancelled 5 Klaus Theil Jensen 20 1: Normal
FS2 Danmarks Nationalbank 20071 3 7:Contains errors 2 Karen Holm Laursen 2018-09-11 13:51 1: Normal
Cw F52 Danmarks Nationalbank 20071 1 7:Contains errors 2 Klaus Theil jensen 2018-02-14 08:28 1: Normal
Note t hese columns:
1 Rev. No.: For this column you can filter so as to display only the hig h-

est revision number per reference period.

1 Status: The column shows the status of the report, see section

3.4.2.

Obijective error : The column shows the number of objective errors in
the report. In addition, there may also be analytical errors, but the
number can only be seen in the report.
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1 Submission type: The column shows whether the report is a normal
report (1: Normal) or a test report (O: Test).

When you double -click a report in the table, a new tab opens with the

report. Even if you log off FO3, all the lists you have created are saved.

You can also save a configuration, which makes it easy to restore it again

and again. Make a configuration by creating a table as described above

with the filtering and sorting settings you want. Then click "Save config u-
ration" in the right -hand menu to display thi s dialogue box:

Create new Overwrite X

ey x

Create new Cancel

Fill in "Create new" if you want to create a new configuration. If you want
to change an existing configuration, select its name in the dropdown
menu under "Overwrite".

When you click the blue "Create new" button, the configuration will be
displayed in the right -hand menu, allowing you to restore the table at
any time by clicking the configuration.

FIONA ONLINE B3 Reviewer tools

_ et

Report family Compilation From perlod To period

4. Compare report/draft

You can compare a report/draft with a previous report from the same
reference period. On the reporter page, select/open the report/draft you
want to use as reference, and then select "Compare" in the right -hand
menu. The dialogue box below is displayed:

Comparing: From version ‘- and Draft (4/24/2018 2:09 PM) ‘-

Please, select reports to compare

The report/draft you selected is shown in the blue box on the right. Now
select the report you want to compa  re with in the "From version" box.
You can only compare with a report with a lower revision number (a draft
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is always considered to have the highest revision number). Accordingly,

the reference is always the report with the highest revision number.
When yo u have selected a "From version", you will see only the forms
containing differences in the dark grey row at the top and only the rows
with differences in the table below:

/I\ o B Differences

Form with d|fferences

Kvartalsvis resultatopgerelse (skema KvarRes)

Instrument Resultat

Note:

v

17,156
4,903
123,652
[
34,729,436
[
1,749,161
728,919
-3,692
-513,246
2,040,746
o

572,745

1 The function compares two rows  where all nhon -numerical values are

identical , so it can only be used to view differences in numerical va

ues.
1 The numbers in bold are differences. The numerical values in the r

port in "From version" are deducted from the numerical values in the
report/dr aft used as reference. A dark grey (red) value indicates that

it is higher (lower) in the new report/draft than in the older one.

If you click once on one of the blue boxes (or both), the whole box turns

blue and the value of the report/draft is also sho wn in the table:

e_
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BARS

Re

Comparing and
Kvartalsvis resultatopgerelse (skema KvarRes)
Instrument Resultat
aeon - P 4156
Difference
REOZ o
4,903
Qe 7182348
REO3 125,652
0
REO4 0
- 38542436
fEs 34,729,436
0
REOS M
. 1,749,161
RE07 1,749,161
REOS -143.081
728919
REO9 o
3,692
- 554,246
RET0 513,246
) 4,836,254
e 2,040,746
- e
amme . 6 :45) Labenr.: 3(19-11-2017 18:49) !
Sammeniigner: {status ;01 %8 [ status: 01
Kvartalsvis resultatopgerelse (skema KvarRes)
Instrument Resultat
~
R Difference %
7
RE02
11.161.000
REQ3 54.180.000
65.341.001
77319000
REDS -76.272.000
1.047.000
-226.000
e REDS 12.088.000
16,000
RET0 -85.000
1.000
RET1
RET3 1412000

5. Submitting reports
When you have logged onto FO3, you have two options to submitar e-
port:

1. Submit a full and correct XML report directly
2. Create a new draft.

You can also edit an already submitted report, see section 7.
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5.1 Submit a full and correct XML report directly

You can submit a full and correct XML report directly from the front page
without viewing a draft of it first. You can do this for a new period or if

you want to submit a replacement report.

Select "Submit report file" in the right ~ -hand menu. The dialogue boxb e-
low is displayed:

El Submit report file

Please choose a XML-file Please choose a XML-file

Reporter Please select M
Family

Compilation

Reference period

D

Fill in the following:

1 Please choose an XML file : The path to the full and correct XML file you
want to submit. ’

1 Reporter: The dropdown menu shows the reporters you have access
to (i.e. the same reporters as shown on the front page). Select the r e-
porter which the XML file conce rns.

1 Family: The dropdown menu shows the report families for which the
reporter can submit reports. Select the report family which the XML
file concerns.

1 Compilation : The dropdown menu shows the compilations contained
by the report family and for which t he reporter is to submit reports.
Select the compilation which the XML file concerns.

1 Reference period : The dropdown menu shows the periods for which
the report can be submitted. Select the period which the XML file
concerns.

1 Test submission: Tick this b ox if the XML file is to be submitted as a

test report only.

7 When the XML file is submitted, the XML fields idno, refperio, version and submissiontype are ignored. Accor d-
ingly, these values do not have to be consistent with the values you enter in the dialogue box.
8 A test report allows you to view the format errors and objective errors contained in a report without the cas e-

worker regarding it as a report. A test report will not be included in any further production of statistics.
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When you have filled in everything, click the "Submit report file" button. If

it contains no format errors, the report is received by FOS3. If it contains
format errors, the report is rejected, and a window describing the format
errors contained in the XML file is displayed.

5.2 Create a new draft

A new draft is created on the reporter page for the reporter requested.
The compilation families (tabs) to be reported for are displayed in the
dark grey bar at the top of the reporter page. If there is more than one,
click the compilation family for which you want to create a draft. Click
"Create new draft" in the right  -hand menu to display this dialogue box:

El Create new draft

Please choose a XML-file Please choose a XML-file

Compilation Please select v

Reference period

Cancel

Now fill in the following:

1 Please choose an XML file: You do not need to fill in this field.
1 If you do not select an XML file, a draft without content is created.
1 If you select an XML file, the content of the file is entered in the
draft. ° The XML file does not need to contain a fully filled in re port,
but only parts of a report.

1 Compilation : The dropdown menu shows the compilations contained
in the report family and for which the reporter is to submit reports.
Select the compilation for which you want to create a draft.

1 Reference period : The dro pdown menu shows the periods for which
the report can be submitted. Select the period for which the draft is
to be created.

When you have filled in everything, click the blue "Create new draft" bu t-
ton. If you have selected an XML file and the file contai ns fields with fo r-
mat errors, those fields will be loaded as empty fields in the draft and a
warning shows the fields concerned:

9 The XML fields idno, refperio, version and submissiontype in the XML file are not used.
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Report submission errors

Description Temnplate Field

& [AAA] doe

6. Fillinadraft i three methods
When you have opened a draft, you can fill it in/change it using three
methods:

1. Enter data in the individual fields
2. Copy data from an Excel document
3. Load data from an XML file.

The three methods can be combined. Each method is described individ u-
ally below.

6.1 Enter data in the individual fields
Go to the form you want to fill in. Click the field youwantto fillintos e-
lect it with a blue frame:

If no code list is linked to the field, you must enter the value.

If a code list is linked to the field, you can either enter one of the code

list values or select it from the dropdown menu displayed when you
double -click the field.
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Stamdata for administrationsselskab og fonde (skema FON)

Administrationsselskabets reg.n. (FT-nr.)

You can move the selection in the form, i.e. the field with the blue frame,
using the mouse, the arrow keys or the Tab key on your keyboard.
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6.2 Copy data from an Excel document
You can copy data from an Excel document to a for m in FO3 using two
methods:

1. Copy data to new rows
2. Copy data to existing rows.

In both cases, you should note the language used in FO3, as decimal and
thousands separators differ according to the language (the language
used in Excel is of no significance, however):

FOS3 language

Danish ‘ English
A period in Excel is translated into thousands separator decimal separator
a
A comma in Excel is translated decimal separator thousands separator
into a

Also note that the date format in Excel is DD -MM -YYYY, whereas the date
format in FO3is YYYY -MM -DD. So to copy a date from Excel to FO3, you
have to change the format in Excel.

6.2.1 Copy data to new rows

Select data in your Excel document and press Ctrl+C. Th € maximum nu m-
ber of selected columns in Excel may not exceed the number of columns

in the form. The selection is loaded from left to right, starting in the first

column. So if you have selected fewer columns in Excel than are in the

form, the last columns  will be loaded as empty fields. Click in any field in

the first row of the form in FO3 under which you want to insert your rows.

Then select "Insert rows from clipboard into new rows" in the right -hand
menu.

@ Available actions A

Administrationsomkostninger (AdmOmk)

4 Send draft
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A dialogue window is displayed, requesting y ou to press Ctrl+V on your ke y-
board (do not close the window, but press Ctrl+V while it is open). The r e-
quired number of rows with data from the clipboard is then created:

|__|§ Available actions

@Dd9-o-fs Administrationsomkostninger (AdmOm)
m Startside | DNFigur  Indswt  Sidelayout
Share30 [ty 6 @ Camd Araf
Breamshare3n [y [ Gem | 40 Instrument  Direkte omkostninger  Falles omkostninger 4 Send draft
Ghn  pemson  — &
{ St
ngs IF

Udp 5 — Compare

L & - &/ Ao
A B clo] e
> + Insert empty
}z hovt 5000 o/ '
[3 pois s o] Adnork | & .
4 Iy Insert rows from clipboard into

nev

Data cannot be loaded if:

1 too many columns are selected in Excel
1 the format of one of the copied fields is incorrect.

6.2.2 Copy data to existing rows

Select data in your Excel document and press Ctrl+C. If you want to copy
more than 100 rows, this method cannot be used. Instead, you must use

the method described in section 6.2.1. The maximum number of selected
columns in Excel may not exceed the number of columns in the form.

Click the field in the form which is the first field in which youwanttoi n-
sert data. Press Ctrl+V on your keyboard, and data from your clipboard

will be entered. If you have selected fields that are already filled in, they

will be overwritten.

Administrationsomkostninger (AdmOmk) Administrationsomkostninger (AdmOmk)

Instrument Direkte Falles Instrument Direkte i Falles

2.000.000 1.000.000

—
Adm( 1.000.00 3.000.000 1.000.000
@d9-e-s o
m Startside | DNFigur  Indsaet  Sidel
T@1eamshare30 [Ny = Gem 1
(25 Abn o Gem Som
ol ¢ 2 =
TeamShare
B2 v J« | 2000000
A B C D
1
2 | | 2000000 1oooooo|
3 3000000 1000000.

If the fields inserted contain format errors, the fields will be highlighted in
red, and the right -hand menu will show the "Validation error i click here
to undo"” button.
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Validation error - cick here to undo.

When you click the "Validation error i click here to undo” button, all fields
with validation errors are deleted, while the inserted fields without format
errors are left.

6.3 Load data from an XML file
You can load either a full or partial XML report in an empty draft. In both
cases you must use the method described in section 5.2.

You can also load a partial XML report in an existing draft. Open the draft
and select "Import data from XML" in the right -hand menu. Then enter
the path to the XML file . When you import a partial XML report, you
should note the following:

1 If the XML file contains data for a form that can only contain a fixed
number of rows, any existing data will be overwritten.

1 If the XML file contains data for a form with no restrictio ns as to the
number of rows, data will be added to the form without overwriting
the existing data.

7. Edit a submitted report (replacement report)
If you have to submit a replacement report, you have the same options
as when submitting a report:

1 Front page : If you have a full and correct XML report where the co r-
rections have been made directly in the XML file, you can submit it via
the front page, see section 5.1. When selecting a period, remember to
tick "Include periods with submitted and approved reports".

1 Reporter page : You can create a new draft that is empty, partially filled
in or completely filled in using XML files, see section 5.2. When selec t-
ing a period, remember to tick "Include periods with submitted and
approved reports".

If you want to correct the errors directly, click once on the report you

want to edit in the r  eport overview. Then click "Create replacement draft"
in the right -hand menu (the same option is available in the right -hand
menu when you have accessed the report).
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Select the report you want to edit

E| Reports

Refperio Compilation Rev. Ho. Submitted by Status Submission Type

A draft is then created based on the report, and you can edit it using the
same methods as described in section 6.

8. Types of error in a submitted report

8.1 Formaterro r

As long as a draft/XML file contains format errors, FO3 cannot receive the
report. You will receive a message stating the format files contained in
your draft/XML file when you attempt to submit it.

8.2 Objective and analytical errors

If a report contains  objective and/or analytical errors that you need to
correct or consider, the report has "Contains errors" status (the status

can be seen on the reporter page or in a list generated in the overview

tool). The overview tool displays the number of objective e rrors, but not
the number of analytical errors, in a report.

You can display all the objective and analytical errors you have to co n-
sider in a report by opening it. They are displayed under the tab "Report
errors" in the top dark grey bar.

Report errors

Category Control Form Status Errorsignature

Objective FS_Isnull_SE_KlasRegno SE 11: Treated automatically +

Objective FS_Logsam_IS_FON_FondRegno FON 11: Treated automatically £

The table ¢ olumns provide the following information:

1 Category : Is the error objective or analytical?
1 Control : Name of the control, providing general information about the
error, e.g. report, error group, form and data variable.
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1 Form: Form on which the error was foun  d. Some errors are a comb  i-
nation of several forms and in such cases the "Form" column will only
indicate one of the forms.

f  Status: The status of the error. This information is of no use to you, as
you have to consider all the errors you can see.

1 Link: For some errors, this column will contain an arrow. Click the a r-
row to navigate to the form containing the error. As the form has a I-
ready been filtered, you will see only the rows affected by the error.

When you double -click an error (except the arrow inth e "Link" column), a
box with a detailed error description is displayed.

Section 9.2 describes how you can communicate with the caseworker
about a specific error.

9. Communication with a caseworker

As far as possible, you should communicate about your reports in FO3
where all report history is compiled and stored. Two types of dialogue
are available:

1. General communication
2. Error -specific communication.

9.1 General communi cation
This dialogue is displayed in the right ~ -hand menu in three places in FO3:

1. On the reporter page when you have selected a report/draft
2. Inthe overview tool when you have selected a report
3. Inside a report.

There is one dialogue thread per reporter and compilation (across rev -
sion numbers and reference periods). Use this for communication that
does not concern a specific error.

The communication field is displayed in the right -hand menu. Click (>)
next to "Communication” to display the menu.
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If you want to create a new message for a specific report/draft, you must
either:

1 select the report/draft on the reporter list/draft list or
1 select the report in the overview tool or
1 open the report/draft

and type your comment in the white box. Then press "Send message" to
create it in the thread. Just above the message you can see the reference
period it refers to. Just below the message you can see who created it

and when as well as the revision number of the report that the message
concerns.

9.2 Error -specific co mmunication
This dialogue is displayed in the right ~ -hand menu when you have opened
a report with errors and have selected the "Report errors” tab. There is

one dialogue thread per error. Use this for communication about a sp e-
cific error.
Select the error y ou want to comment and select the "Error -specific” tab

in the right -hand menu under "Communication".
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