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How do portal administrators assign their own permissions on Portal?

1. Portal admins should link their ONR account to their Portal profile to ensure that returns

related permissions appear correctly and can be assigned. Please see ‘How does a User link

their ONR account to their Portal profile’ for guidance on this step.

2. Select ‘Manage Users’ from the ‘Portal Administration’ dropdown tab.
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3. Search for your own name and then select the ‘manage permissions’ option from the

‘Actions’ dropdown menu.
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4. Select all of the permissions you want to assign to yourself (Remember to scroll all the way

down the page to see all permissions) and hit save.
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How do Portal Administrators add other users to the firm’'s portal profile?

1. Select ‘Manage Users’ from the ‘Portal Administration’ dropdown tab.
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2. If you have assigned yourself the ‘Manage Users’ permission you will now see the ‘Add new

user’ button.
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3. Onthe ‘Add New user” screen enter the person Code and Email address for the new user
the click the ‘Find new User’ Button.
Portal Administration
Manage Users
Add New User
Toadd a user to an institution please enter a valid Person Code and e-mail and click “Find User”,
When the user appears i the search result. click Add User to connect the user to your institution.
Q Find User
Person Code Email
RB0200243 theogtest@example.con X Find User

4. If the user searched for is valid the Person Name / Person Code / Email Address is displayed

as confirmation. To add this user to your institution click the ‘Add User’ button below the

user details. This will connect the new user to the institution and a confirmation email will

be sent to the user to notify them.
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How does a user link their ONR account to their Portal Profile?

1. Eachuser must link their own accounts. A portal administrator cannot link an account on
another user’s behalf. From the ‘Home’ tab select ‘Account Settings’ from the drop down
menu in the top right hand corner of the page.
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3. Select the ‘Link ONR Account’ button.
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4. Input the same credentialsyou use to access the ONR — Institution Code / Login Name /
Password and then select the ‘Request to Link’ button.
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5. Upon selecting the ‘request to link’ button the second factor authentication process (set up

atregistration) will begin

/i second Factor Required

Press Continue to initiate your second factor method.

cancel m

6. If eachof the credentialsare correct, the user’s Portal account and ONR account should now
be linked. Ifthe user does not have an existing Portal connection to the requested firm, the
request will be issued to the firm’s Portal administrator for approval. A user can check the
status of the request by navigating to ONR Accounts on the Accounts Settings Page.
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When required, how can a Portal Admin a

rove a request tolink an ONR account to

a Portal profile?

1. A Portal admin will need to approve arequest tolink an ONR account to a portal profile
when a user, who was not previously added to the firm’s profile, submits a request to link.

Select ‘Manage Users’ from the ‘Portal Administration’ dropdown tab.

Home

Institution Details

My Institution Profile

Pending Actions

Portal Administration
Manage Users
Returns

Help &

© My Pending Actions

There are no open pending actions to display.
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2. Find the user in question from the user list. If they have successfully submitted a request to
link their ‘User Status’ should be set to ‘Requested’. From the ‘Actions’ dropdown menu

select ‘Approve’. An email will then generate to the user to advise that their account has
now been linked.
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How does a Portal User navigate to the ONR Returns menu within Portal?

1. Once anaccount has been linked, the ‘Returns’ menu tab will appear in the left hand menu.

From this menu option, select ‘View/Edit Returns’.
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@ My Pending Actions

There are no open pending actions to display.

% Recent Messages

View / Edit Returms

Help O
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2. The Portalwill then present all of the returns available to the user (all existing User
permission will transfer over from ONR when the account linking is completed). Select
whichever return type is required.
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Credit Unions - Outsourcing Notifications
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NOC Credit Union Notification of Change of Outsourced Service Provider
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PCF Information PCF PCF Information Return

PCF Resignation PRR PCF Resignation Return
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3. Once areturnis selected, the portal will present the return within the ONR screen and the
user can proceed to view/submit returnsin the same manner as previously done within
ONR.

NOTE: If you select thereturn and the screen returnsablank page you will need to delete
your browsers cache history. Doing this will allow the returns screen to appear correctly.

Home

Institution Details

My Institution Profile

Return Type Options
Pending Actions
Y This page displays the options
% for the ‘Individual
Portal Administration - 2 Questionnaire’ return for your
L P institution

Returns D !

You can enter data or view
Viow ) it ot Review / Submit an Application previously entered data by
A mo Review or Submit Applications for all users to whom you are the Proposer clicking on the View/Edit

Retumns’ button

Minimum Reserve Deposit

Requirements — i
P View Previous Applications
Help & L) View Signed off Applications for all users for whom you are the Proposer

Guidance Material
Submit a Request

4. If auser wants to submit a query about a return this can be done in the same manner as
previously done within ONR as all functionality will be available.

My Institution Profile

Add Request

Submit Request

Pending Actions

This page is for submitting a

Request Type: Ask a Question - query to our support team in
L “ w lA * a Cusst - the Central Bank related to a
Additional Details: ok & Cumaton particular retum
Report a Problem

Request Change Request Addition of Return Type

Request Change of Firm Administrator
Portal Administration Request ONR Access for User or Business Administrator Select a request type, enter
your request or query in the
= box provided and click Submit
Returns

to action your request

View / Edit Returns

Please note that Statistics and
Market Supervision business
A related queries should
Deposit relevant business area
mailbox. See ‘Contact Us'

lp el page for applicable mailbox
i c details
idan rial

Submit a Request
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How can a users Return Permissions be added/removed by a Portal Admin?

1. A Portal Admin must first have the required permissions to ‘Manage Users’ before they can
assign returns permissions. Please see Howdo portaladministrators assigntheir own
permissions on Portal? For instructions on how to grant those permissions.

2. Anadmin withthe required ‘Manage Users’ permission canselect ‘Manage Users’ from the
‘Portal Administration’ dropdown tab.
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3. Search for the relevant user’s name they wish to amend return permissions for and then
select the ‘manage permissions’ option from the ‘Actions’ dropdown menu.

S B Manage Users

joeadmingebiie Liniked = Actions »

Returms
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4. When the permissions page presents, scroll down to the ONR return permissions section.
There are 7 different levels of permission: None - Viewer - Submitter - Editor - Verifier -
Editor and Verifier - Administrator/Manage Access. However, different returns will have
different levels of access available. Where a button is not present to be selected, this
indicates that level of access is not relevant to that particular return type.
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‘ONR Returns

All ONR Returns

02. Draft

some permission may not present as an option on particular returns

5. Toamend existing permissions, select the button under the level of access the user is to
have for each returnand then hit the save button. The changes will take effect straight
away.

CBI00404455 Dublin Credit Union

ONR Returns

Al ONR Returms

6. If auser triesto amend their or another user’s permission but does not have the option to
do so, or a particular returnis not presenting to be edited, then that user does not have the
required permission to edit that access. The user will need to either request the portal
administrator makes the amendment or gives them the required permission to make the
amendment themselves. There should not be any requirement to request the CBIto amend
permissions on the firm’s behalf. Please request your Portaladministrator makes the
required amendment.



