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1 Introduction

This documentis an extract of the overall user manual for establishmentreporting. The extract focuses on
the use of the EEA’s reporting platform. This extractis prepared forthe purpose of supporting testing by
country users during establishment reporting testingin summer 2025.

2 Reporting process: using EEA Reportnet

Reportnet 3 is the European Environment Agency’s digital infrastructure for data collection. This chapter
explains how to use Reportnet 3 for the purpose of reporting information to the European Commission in
accordance with Article 21 (3) of the Seveso Directive (Directive 2012/18/EU) andin line with the format
defined in Commission Implementing Decision (EU) 2022/1979.

2.1 Overall flow

The overall reporting flow consists of several key steps: from reporting to submission and feedback. The
flowchart below shows the key stepsin the process, and each box contains a link to the relevant section of
the chapter.

Testinground: Note that no technical feedback round will be conducted at this stage.

Please note that in the current testing phase the prefill data consists of a syntheticdummy dataset
generated for illustration purposes. The platform does not yet comply with the legal and technical
requirements for handling sensitive information. Please, do not enter or upload any kind of sensitive
data during the test.

Member State Competent System MS CA EC
Authority (MS CA)
Login to Report
the system establishmen Automated Review and Technical
ts using quality checks submit data feedback
Add or edit an
individual
establishment

2.2 User accounts and access permissions

To report accident information underthe Seveso Directive will require:

e Permissionstoreport the national delivery. Forreporting purposes, each competent
authority nominates a Lead reporter. The permission to access the reporting platform will
be granted to the Lead reporter by the EEA.

The lead reporter may add additional colleagues to assist with reporting (see section 2.7 for
details on the available roles)

e EU Login with a username and password (EU Login with Multifactor Authentication is used
to access reporting on Reportnet 3).




Selectone of the buttonsin the chart below to go to the right section of the guidance on how to access
Reportnet3:

Do you have an
EU Login?

Is this the first
time you log on
to Reportnet3?

Acquire EU
Login

Register

Login to

your Reportnet3
account

2.2.1 Acquire EU login

1. Navigate to Reportnet 3 https://reportnet.europa.eu/ and click on “Login” button on the top right corner
of the page

2. You will be redirected to authenticate using EU login


https://reportnet.europa.eu/

3. Click on the

link onthe EU Login sign-in page
auth requires you to authenticate

Sign in to continue

Use your e-mail address

Creale an sccount

Or

Or use the elD of your couniry

4. Fill in the provided form with your personal details
e First name — Your first name cannot be empty and can
contain lettersin any alphabet;
e Last name - Your last name cannot be empty and can
contain lettersin any alphabet;
e E-mail— An e-mail address that you have access to;

e Confirme-mail — Type youre-mail address again to make
sure it is correct;

o E-maillanguage — The language used when EU Login sends
you e-mails regardless of the language used in the interface.
It guaranteesthatyouare able to understand these e-mails
evenif they were triggered mistakenly. EU Login only sends
you e-mails forvalidating youridentity or for notifying you

about security events affecting youraccount;

e Enter the code — By enteringthe letterand numbersinthe
picture, you demonstrate thatyou are a human beingwhois
legitimately creating an account. If the code is too difficult to
read, click on the button with two arrowsto generate anew

one;

e Checkthe privacy statement by clicking onthe link and tick

the box to accept the conditions;

e C(lick on

to proceed.

Create an account

el fon elerial usess

Firet name

Last name

E-mail

Confim &-mall

E-mail language

Enter the code

O By chacking this bax, you acknawlodae that vou
Pave read and understood the piivacy slatement



If the form is correctly filled in, an e-mailis sentto the addressyou provided to verify that you have
access to it. If you cannotfind the e-mail, check yourspam, or junkfolder.

You have been registered in EU Login.

Your email address is .....(@....

To create your password, follow the link below:

this link

You have a maximum of 24 hr, starting from the time that this message was sent, to create
your password, but you are encouraged to do so immediately if possible. After this time, you
can make another request by following the same link- you will then need to re-enter your
usemame and confirm your request.

If the above link does mot work, you can copy the following address (make sure the complete

address 15 copied!) and paste it into vour browser's address bar;
Jiecas.cc.cec.euant 7002 /cas/init mitiahisePasswordLogmn. cgi Paoog

Instead of replying to this message, if you have a problem, please follow the help or contact
information on the site where you were trying to register.

Note that 1t may take up to 5 minutes after reception of this mail before the above-mentioned
site will recognize your registration.

Sent to you by EU Login

6. Click the link in the e-mail or copy/paste it in the address New password
bar of yourbrowser.

You are invited to selecta password and to confirm it to

Please choose YyOUr new password.

make sure you did not mistype it.

Your new password must contain at least 10 characters

{External)

Hew password

Confirm new password

and a combination of: ‘

e uppercase letters,

. lowercase letters = ]

Passwords cannat Include your usermame and must contain at
e numbersand

least & characters chosen from at least three of the following four
character groups (white space pemmitied)

e special characters.
Upper Case: Ao Z

Lower Case- atoz

Numeric: 0o 9

Special Characlers: I"#5%8' () + -/ ==>"@]_"}~

The E'ma|| f|e|d |5 pref'”ed and Cannot be Changed It Examples: SENSRbaW GwOzMgam U{nuCuwh
should contain the e-mailaddress you provided previously.  Generste oiher sampie passwords]

Type your password again in the "Confirm new password" and click on Submit.

You now have an EU Login account and can proceed with the login for Reportnet 3 following the
process for first time login



2.2.2 Registeryour account on Reportnet3

If you do not have an EU login, follow the stepsin the previous section. The following steps only need to be

done one time.

1. Navigateto Reportnet3 https://reportnet.europa.eu/ and click on

button on the top right corner

of the page:

An official website of the European Union How do you know?

The next generation for e-Reporting environmental and climate data

Reportnet 3.0 is the new e-Reporting platform
for reporting environmental and climate data to
the European Environment Agency (EEA). The
platform embraces the strategic goals of the
European Commission’s Green Deal and Digital
Strategy and will host reporting tasks on behalf
of EEA and the Commission.

The transition of reporting obligations from
Reportnet 2.0 to Reportnet 3.0 will take a
number of years. Therefore, Reportnet 2.0 will
remain operational until all data flows are

. . . Support documents:
migrated and will then become an archive. -

* Login
Reportnet 2.0 can be accessed here: iy

B * Requester
http://cdr.eionet.europa.eu/

2. You will be redirected to authenticate using EU login. Enteryour email and press

auth requires you to authenticate

Sign in to continue

Use your e-mail address

Creale an account

O use the elD of your couniry

3. Ifyou do nothave EU account with the entered email, you will see the message ‘Usernotfound’ and
you will need to create an account (see the previous section).

auth requires you to authenticate

Sign in to continue

Use your s-mail address



https://reportnet.europa.eu/

4. IfyoudohaveanEU login, you willbe directed to the next screen whereyou enter your EU login password
and chosen verification method, and press Signin

auth requires you to authenticate

Sign in to continue

Welcome

oKt jase.luis.antontaliaes

S i with s dificers comsi siress

d

Chaase your verification method

Pasanor

A
I

5. Inyourfirst login to Reportnet 3, afteryou have been authenticated by EU login, you will be asked to fill
aform. Username should be the same email address as your EU login. Fill the formand press Submit

REPORTNET

Lpdate Account Information
Usermarmn
el jose lus.antoraltess

Ernail

cat oz usantardalte.es

First narme

o5 Luls

Lasl narme

6. You will now be logged in to the platform, but the dataflow list will be empty:

<+ | An official website of the European Union How do you know?

m European Union

h:
%:.5} Reportnet 3.0 > @& Dataflows @ Jy\:;\a::g:: )

My Dataflows

1l name 1l Description 1l Legal 1l obligation 1] staws v 1] Role v |3 Daterange O Reset
instrument

There are no pending dataflows

7. Ifyou are the Lead reporter, the EEA will grant you permissions afteryourregistration on the platform.
Nexttime you login, you will be able to see accessto the reporting you are responsible for.



2.2.3 Logonto Reportnet3

If you do not have an EU login, follow the stepsin Section 2.2.1.

If this is the first time you access Reportnet 3, follow the steps in Section 2.2.2.
This section describes aregular login to Reportnet 3, after registration.

1. Navigateto Reportnet3 https://reportnet.europa.eu/ and click on button on the top right corner
of the page.

2. You will be redirected to authenticate using EU login. Enteryour email and press
auth requires you to authenticate

Sign in to continue

Use your e-mail address

Creale an account

Or

O use the elD of your country

3. You will be directed to the nextscreen where you enteryour EU login password and chosen verification
method, and press

auth requires you to authenticate

Sign in to continue

Welcome

[—
A

4. Ifyou do nothave EU account with the entered email, you will see the message ‘User notfound’ and
you will needto create an account and then follow the steps for the first time login.


https://reportnet.europa.eu/

auth requires you to authenticate

Sign in to continue

Use your e-mail address

5|

User not found

Creale an account
Or

Or use the elD of your couniry

5. With successfullogin you will be redirected back to Reportnet 3. You are now loggedin and can see
access to the reportingyou are responsible for.

2.3 Reporting all establishments using import

2.3.1 Step 1:login to the EEA’s Reportnet 3 platform

See section 2.2 for details, if you need guidance on how to do this.

2.3.2 Step 2: Access the reporting section for information on Seveso establishments

Once loggedin to the platform you will see the reporting elementsyou are responsible for. It may be only
the reporting on establishments oralso the major accidents reporting. On the platform, each reporting
item is denoted a “dataflow”. Click on the establishments dataflow to enterthe overview of reporting of
establishments:

Reporting dataflows (35)  Business dataflows (6)  Citizen science dataflows (0) | Reference dataflows (0)

1 Name 11 Descripuon 1] Legalinsrument f1 Obligation f1 Obligation id
Role vt Suws v Pinned v 1] Delnery date range f1 Creation date range
Marked Deleted
Filtered: 31 | Total: 35 dataflows

Role: LEAD REPORTER Creation date: 2025-06-19 x
Delivery date: 2025-07-23

Reporting of information on establishments - Testing Phase | (Big Data)
Phase | Testing of the platform

Legal instrument: Sevesa lll Directive

Obligation: Information on establishments Dataflow status: OPEN

Once inside the dataflow, the overview page will be visible:



s
'a’,_)‘} Reportnet3 > @& Dataflows > Dataflow

L. Dataflow - Cyprus

Reporting of information on establishments - Testing Phase | (Big Data)

0ODeOR

Dataflow
help

Reference Reference Reportinfo Establishme Release to
Dataset - Dataset - nts data

Spatial Vocabularies co
s

The dataflow overview page contains the following elements:

e [A] —The main part of the page are icons which lead to the components of the dataflow:

o

®)
®)
o

Dataflow help —in here you will find three tabs showing documents, links and technical
overview of the reporting schema.

Reference Dataset - Spatial — contains the geometry of the country boundaries. This is a
reference dataset used for quality checks

Reference Dataset - Vocabularies — contains all codelists currently used in the
establishments reporting for quality checks.

Reportinfois where the metadata (yearand reporting entity) are entered and validated.
Establishments componentis where the data for establishments are entered and validated.
Release to data collection is for submitting your reported data once you have uploaded and
validated it (visible to Lead reporter only).

e [B]- Propertiesu displays the information regarding the dataflow, reporting obligation and
legal instrument.

e [C] —Manage reporters E displays a dialog where a lead reporter can provide access
to the dataflow for otherreporters —see section 2.7 for details. Visible to lead reporteronly.

The Reference Dataset components, marked with abookicon , are not editable. The information
thereis for reference, you can enter the components and view the information as needed.

The reporting components are marked with the database symboI=. You needtofill the informationin
both “Establishments” and “Reportinfo” areas, before submitting the report. You can doso in any order.

2.3.3 Step 3: Enter the metadata in “Reportinfo”

Testing phase information: Note that this component contains simple metadata that reporters need to

import and check. The EEA is considering options for how to introduce this metadatainto the database. In
the future reporting, it may already be pre-filled or stored in anotherway.

Enter the reporting area for metadata by clicking the “Reportinfo” button. This will lead to the tabular view
for the metadatarequired.




= Reportinfo rending

Reporting of information on establishments - Testing Phase | - Cyprus (Big Data)

& Importdatasetdata & Exportdatasetdata @ Delete dataset data © validate A Showvalidations 3 QCrules @ lanage copies 3 Refresh | @ Enable editing
6c hority @ C
Filter by value Qo

& Importtabledata & Exporttabledata @ Deletetabledata @ Show/Hide columns

(i horityEmail @ & comments @ &

Validations authorityName © & streetName O & buildingNumber © & postCode @ & ciy @2 horityPh

Rows per page K 4 P M Goto - of1 Total: 0 records

In this component, all information can be either reported from scratch or pre-filled with existing data and
then adjustedif needed.

Prefill

Currently the prefill functionality will only append data to the dataset tables. If the tables are not empty the,
in order to avoid data duplication, users should first remove the existing content by clicking on the “Delete
datasetdata” button placed to the right of the import button. This issue will likely be solved soon. The
manualwill be updated accordingly.

To pre-fill with existing data, click on “import dataset data”. Two options will appear. Select “Reportinfo
prefill”. Please note thatin the current testing phase the prefill data consists of a synthetic dummy dataset
generated for illustration purposes.

== ReportiInfo rending
- ting of information on establishments - Testing Phase | - Cyprus (Big Data) > X ||T'I|}D|"t dataset data X EXPDrt d

Repo

X import dataset data Wtoset data  ff Delete dataset data @ Validate

B ZIP (.csv for each table)

ec hority @ C mation { ti

& Importtabledata & Exporttabledata ® Deletetabledata  © Show/Hide columns Other custom il'I"IFﬂI"[S

validations authorityName © 2 Li ilding Li E postCode @ %

Ruwsperpage Mo -» M

X Reportinfo prefill

A dialogue box will appear.

Click “Import”:

Reportinfo prefill o

Do you want to import using "Reportinfo prefill” integration?

Replace data

+ Import ® gancel

A brief pop-up will appear and the notifications button on the left E will light up with a new

eveng , indicating initiation. You will be notified again when the processis finished, first when the datais
fetched, and once more when the data is loaded to the tables. You can see the information on this three-
step process if you click onthe notifications button:



Loaded data completed at Cyprus SUCCESS 2025-06-23 13:49:32

External processes ended at Cyprus SUCCESS 2025-06-23 13:49:05

Importing data in Cyprus INFO 2025-06-23 13:48:26

When the data is loaded, the “Refresh” button will be highlighted. Pre ss on the “Refresh” button fordata to
be displayed on the screen.

Before loading:

¥ Refresh

ao  Afterloading:
Validations authorityName © 3 streetName © & buildingNumber © postCode 0% ity @& authorityPhone O & authorityEmail © $ comments 0 &
corc i |
=+ Refresh

Afterrefreshing, the datain the CompetentAuthority and Contextuallnformation tables will be presented.

= ReportInfo rending

Reporting of information on establishments - Testing Phase | - Cyprus (Big Data)

2 importdatasetdata & Exportdatasetdata B Delete dataset data © validate A Showvalidations = QCrules & Manage cd

© CompetentAuthority @ Contextualinformation

2 importtabledata & Exporttabledata @ Delete table data ¥ Show/Hide columns

e CompetentAuthority: This table contains the name and contact details of the Competent Authority
in charge of reporting the data according to the Seveso Directive.

e Contextuallnformation: This is the basic metadataforthe reporting. reportingYearis the current
yearand countryCode is the two-digit code of the reporting country.

Update or report without prefilling

To enter without prefilling or to edit the pre-filled data, it is necessary to have the .csv files containing the
correct columns. It can be generated by usingthe “Export dataset data” button and selecting “ZIP (.csv for

each table)”:

= Reportinfo rending
= Reporting of information on establishments - Testing Phase | - Cyprus (Big Data)

& Export dataset data f DelRe dataset data

& Import dataset datg

B ZIP (.csvfor each table)
© competentAuthority s

X Importtable data & Exporttabledatzs @ Deletetabledata  ©¢ Show/Hide columns

Validations authorityName & & streetName @ $ buildingNumber @ & p
Department of Labour )
11
Inspection 12 Apelli -1
Rows per page W 4 -

Relevant .csv file can be edited as needed (without changingits structure, tab, column names, file names).

To update the dataset with the new data, click on “import dataset data”. Two options will appear. Select
“ZIP (.csvforeach table)”.



&5 Reportinfo rendin
- g
= e P

ting of information on establishments - Testing Phase | - Cyprus (Big Data) > x| ITIPCII"t dataset data X EXPDrt d
- St Oataset data i Delete dataset data @ validate "
ZIP (.csv for each table
oc ity ©c mation i t
£ importtabledata & Exporttabledata @ Deletetabledata  © ShowMide columns TV Validation fiter O Restore Other custom impﬂrts

Validations authorityName O & o3 ildi 0% postCode @ %
Rows per page [RIURTS ] 4 P M q

== [ X Reportinfo prefill it

A dialogue box will appear. Add the ZIP file, make sure you tick “Replace data” and click “Upload”:

ZIP (.csv for each table) o

(i ]
# Select or drag here a file

[
& Cyprus.zip 460B n

Replace data

D Reset X Upload M Close

2.3.4 Step 4: Enter the establishments data in “Establishments”

Enter the reporting area for establishmentinformation by clicking the “Establishments” button. This will
lead to the tabular view for the establishment datarequired.

& Establishments rending
= Reporting of information on establishments - Testing Phase | - Cyprus (Big Data)

& Import dataset data & Export dataset data f Delete dataset data @ validate A Show validations = QCrules # Dashboards @ Manage copies & Refresh & Enable editing
(] L] i i} i YTyp i}
2 Importtabledata & Exporttabledata # Deletetabledata © ShewsHide columns O Validation filter O Restore prefilled data Filter by value Qe
Validations inspireld @ & identifierscheme © & identifier @ 3 establishmentName © & parentCompany @ & streetName 0 &

[ — Total: 0 records

In this component, all information can be eitherreported from scratch or pre -filled with existing data and
thenadjusted if needed.

Prefill

Currently the prefill functionality will only append data to the dataset tables. If the tables are not empty the,
in order to avoid data duplication, users should first remove the existing content by clicking on the “Delete
datasetdata” button placed to the right of the import button. This issue will likely be solved soon. The
manual will be updated accordingly.



To pre-fill with existing data, click on “import dataset data”. Two options will appear. Select “Establishment
prefill”.

= Establishments rending

W= peporting of information on establishments - Testing Phase | - Cyprus (Big Daia) =P L Importdatasetdata & Export:

"
i P Fry =
X Import dataset data Exportdatasetdata @ Delete dataset data (A & zp L.Csv for each table}

© SevesoEstablishment | @ EstablishmentSubstance = @ EstablishmentindustryType = @ EstablishmentConfidentialit Custom file |mP'D|'t5

2 Importtable data & Exporttabledatz  f Delete table data ¥ ShowsHide columns W Valication fite OR h Establishments |mF|Drt l.Z P:' |

Validations inspireid & identifierscheme & & identifier & & sevesoEstablishmentTier {

Rawsperpage H 4 »

X Establishments prefil

A dialogue box will appear.

Click “Import”:

Establishments prefill

Do you want to import using "Establishments prefill” integration?

|:| Replace data

X Cancel

A brief pop-up will appear and the notifications button on the left E will light up with a new

evenlg , indicating initiation. You will be notified again when the processis finished, first when the datais

fetched, and once more when the data is loade d to the tables. You can see the information on this three-
step process if you click onthe notifications button:

Message Level Date

Loaded data completed at Cyprus SUCCESS | 2025-06-23 17:33:24

External processes ended at Cyprus SUCCESS | 2025-06-23 17:32:43

Importing data in Cyprus INFO 2025-06-23 17:32:33

When the data is loaded, the “Refresh” button will be highlighted. Press on the “Refresh” button for data to
be displayed on the screen.

Before loading:

¥ Refresh



& Reportinfo rending After loading:

S Reporting of information on establishments - Testing Phase | - Cyprus (Big Data)
' Refresh
=~ Refres
2 Importdatasetdata & Exportdatasetdata @ Delete dataset data © validate A Showvalidations = QCrules @ Managecofles < Refresh -

© Competentauthority @ Contextualinformation

2 Importtabledata & Exporttabledata @ Deletetabledata £ Show/kide columns u Qe

Validations authorityName © & streetName © & buildingNumber © & postCode 0% city®3s authorityPhone O & authorityEmail © $ comments 0 &

Ruwsperpase Mo » n coto [l o Totak: 0 records

Afterrefreshing, the datain all tables will be presented, correspondingtothe latest reported datain the
eSPIRS database Please note that in the current testing phase the prefill data consists of a synthetic
dummy dataset generated for illustration purposes.

You can choose to confirm the data as is, edit it, or replace everything with a new dataset. To update the
dataset, follow the instructions in the next section.

Update or report without prefilling

To enter without prefilling or to edit the pre-filled data, it is necessary to have the .csv files containing the
correct columns. It can be generated by usingthe “Export dataset data” button and selecting “Custom
exports” -> “ZIP (.csvfor each table)”:

& Establishments rending
- Reporting of information on establishments - Testing Phase | - Cyprus (Big Data)

& Import dataset data & Exportdataset data | @ Delete dataset data @ validate

B ZIP (.csv for each table)

@ sevesoEstablishment stablishr yType  © blist tiality
Custom exports

& Import table da ledata ¥ Show/Hide columns

Validations inspireld &% erscheme O & identifier © & sevesoEstablishmentTier O ¢
ov-
SEVESO/000001.Es  EstablishmentCode CY-000001 lowerTier
tablishment
cy-
SEVESC/000002.Es | EstablishmentCode CY-000002 upperTier

tablishment

IMPORTANT: select the option under “Custom exports” to generate the correct.csv files.

The export may take a few minutes. You can locate the generated file by clicking “notifications”, “Action”
column:

Message Level Date Action

External reporting export file generated successfully SUCCESS 2025-06-23 17:53:07 X Download file

Downloaded .csv files can be edited as needed (without changing their structure, tab, column names, file
names).

To update the dataset with the new data, click on “import dataset data”. Three options will appear. Select
“Establishmentsimport (.zip)”, under “Custom file imports”.

Please note that during the testing phase the platform does not yet comply with the legal and technical
requirements for handling sensitive information. Please, do not enter or upload any kind of sensitive
data.



= Establishments rending
W peporting of information on establishments - Testing Phase | - Cyprus (Big Dasab —> & Import datasetdata =~ & Exportd:

™
i ¢ Fm -
X Import dataset data Export datasetdata  fl Delete dataset data ® validate ﬁ ZIP {-C5V for each tabIE}

© sevesoEstablishment | @ EstablishmentSubstance = @ EstablishmentindustryType = @ EstablishmentConfidentiality

. _ " . -
&+ Importtabledata & Exporttabledata  Deletetable data @ Show/Hide columns  F validation file O Restore p & Establishments |mp0rt (.Z P:'
Validations inspireld © & identifierscheme © & identifier © $ sevesoEstablishmentTier @ & -
E - - M v Other custom imports
Rows per page H 4 |

‘ X Establishments prefil I

IMPORTANT: select the option under “Custom file imports” to generate the correct tables.

A dialogue box will appear. Add the ZIP file and click “Upload”:

ZIP (.csv for each table) o

[i]
# Select or drag here a file

e
& Cyprus.zip 460B n

Replace data

O Reset X Upload X Close

“Replace data” checkbox:

e Full dataset: If you have edited the .csv files and are uploading the entire dataset of establishments
at once, the “Replace data” checkbox should be checked.

e Deletingestablishments: remove the establishments fromthe .csvfiles, if they are present, or
upload the .csv without the deleted establishments. The full dataset of existingand new
establishments (without the deleted establishments) should be uploaded, and the “Replace data”
checkbox should be checked.

o Appendingthe dataset:if only new establishments need to be added, .csv files with only the new
establishment data can be imported. In this case, the “Replace data” checkbox should be left
unchecked, and the new data will be added as new records to the dataset.

e Editing individual establishments: see section 2.4

2.4 Reporting or editing an individual establishment using webform

It is currently possible to editan individual entryin the table of establishments. However, adata entry
webform will be available for this in the future. The information on how to use it will be available in the
future edition of this guidebook.



2.5 Submission

Once the establishmentinformation and reporting metadata has beenfilled in, it can be submitted. Todo
this, go to the dataflow overview:

Dataflow Reference Reference Establishme Reportinfo Release to
help Dataset - Dataset - nts data
Spatial Vocabularies collection

Click on the button Release to data collection.

Severalautomated quality checks are embedded in the system. The form will be checked automatically
when a submission is attempted. The process for running and reviewing automated quality checks is
describedin a separate note.

If everything is correct, a notification will appear saying the data has been ‘released successfully’. You will
also see a new icon from which you can download a Confirmation receipt. If you change the data and
resubmita new version, then a new confirmation receiptis available for download.

NEW

ﬁ

Confirmation
receipt

If errors have been detected, the submission will fail, and a notification will appearinforming that the
quality checks have not been passed.

2.6 Technical feedback and resubmission

Will be available in the future edition of this guidebook.

2.7 Adding supporting reporters for your country

Lead Reporters nominated by the Member State can add additional colleaguesto supportthe reporting
process if required. There are two different access levels that can be granted by a lead reporterto the
supporting reporters:

e “ReporterWrite”: This permission levelallows editing data and running data validations (quality
checks).
e “ReporterRead”: This permission levelallows only viewing the information.

Supporting reporters will also need to register on Reportnet 3. See Section 2.2.2. Stepstoadd supporting
reporters are as follows:

1. Enterthereportingthat youwould like to add supporting reporters for.
2. Click on the double arrow at bottom of the left panelto expand the menu, and click on the button
‘Manage reporters’



Manage reporters
igm= Dataflow users list

Datasets info

Logout

3. A pop-upwillappear. To add supporting reporters, click on the “Add” button at the bottom.

Manage reporters [~}

There are no reporters added for the dataflow

Note: o ry reporter access the lead rep:

@ >

4. Inthe nextwindow, add the reporteraccounts using their email addresses. Under “Permissions”, select
an access levelof ‘reporterread’ (can only see the data) or ‘reporterwrite’ (can edit).

Add reporter o

Reporter

Reporter email..

Role

Select role

REPORTER WRITE
REPORTER READ

X Cancel

Once an email addressis entered, “Save” button will be enabled, and the information can be saved.
In the overview, the newly added reportercan now be seen. You can add more reporters by using the
“Add” button.
The emails must have an associated EU Login and have beenregistered on Reportnet 3. The overview
will show if that is the case:
a. Ifthe emailis registered, there will be an icon with a tick (v') nexttothe email address.
b. Ifthe systemcannotfindthe email as a registered user, then anicon with a cross (%) will be
shown nextto the email address. If not found, then the reporter has not registered on the
platform (see section 2.2.2).



rters o

Role v O Reset

Reporter email 5 Role 5 Actions 5

za(@eea.europa.eu REPORTER READ s B

uropa.eu REPORTER READ s || B

5. Onceyou have added all your reporters click ‘Close’

Total: 2 records




