INSTRUCTIONS

Stock Exchange Information and News
Distribution Agencies
FINANSINSPEKTIONEN
07 February 2020

Version 1.1

TABLE OF CONTENTS

2

Logging in to the Reporting Portal

3

Identify a news distribution agency

4

Reporting stock exchange information

6

Stock exchange information

6

News distribution agency

8

FINANSINSPEKTIONEN

Logging in to the Reporting Portal
The log-in to Stock Exchange Information (previously called
“Financial Reports”) and Major Shareholding Notifications is now
located in the Reporting Portal. In order to log in, you must first
register as a user. For more information about how to register, refer
to the instruction manual for the Reporting Portal.
If you are filing reports on behalf of a company, or you are a news
distribution agency, an authorised signatory from the company in
question will need to delegate authorisation to you to do this. The
authorised signatory of companies that use news distribution
agencies also need to identify these agencies in the Reporting Portal.
These instructions describe how to do this.
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Identify a news distribution agency
In order for a news distribution agency to be able to issue press
releases for a company, an authorised signatory for the company
needs to identify the agency in the Reporting Portal.
In order to do this, the authorised signatory must first register as a
user, i.e. create an account. Authorised signatories are automatically
imported into the portal after the system has been updated with
information from the Swedish Companies Registration Office. These
updates occur five times a day: 6:00 AM, 10:00 AM, 1:00 PM, 4:00
PM, and 7:00 PM.
Authorised signatories can then log in to the Reporting Portal, go to
“Administer authorisations”.

Then select the role of Authorised Signatory/Company
Administrator.
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Identifying a news distribution agency:
1. Use the “Search company” field to search for the company
for which you are an authorised signatory.

2. Search by for the full company name or company ID.

3. Double-click on the company name.
4. Go to the “Edit News Distributor” tab.

5. Select the news distribution agency from the list under the
heading “News Distributor”.
6. Save.
The news distribution agency is now able to distribute the
company’s stock exchange information.
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Reporting stock exchange information
Submitting entities subject to the Transparency Directive administer
their authorisations within the company via the Reporting Portal.
The instructions for this are provided below. Information is also
available in the instruction manual and instruction video for the
Reporting Portal.
STOCK EXCHANGE INFORMATION

An authorised signatory needs to register as a user and delegate
authorisations:
1. Log in to the Reporting Portal and select “Authorisation
Administration”.

2. Select the role “Company Administrator”.

3. Click on “Manage reporting authorisations” in the menu on
the left.
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4. Select “Stock exchange information” from the drop-down
menu to pull up the company.

5. Search for the persons who will be delegated authorisation,
click the box next to their name, and click Add.
6. Save.
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NEWS DISTRIBUTION AGENCY

News distribution agencies also need to administer their
authorisations within the company. The instructions for this are
provided below. Information is also available in an instruction
manual and instruction video for the Reporting Portal.
1. Log in to the Reporting Portal and select “Authorisation
Administration”.

2. Select the role “Company Administrator”.

3. Click on “Manage reporting authorisations” in the menu on
the left.
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4. Select “News distributor” from the drop-down menu to pull
up the company.

5. Search for the persons who will be delegated authorisation,
click the box next to their name, and click Add.
6. Save.
Once authorisation has been delegated, the users will be able to
submit reports for companies that specify them as a news
distribution agency.

For questions related to these instructions, please contact
rapportering@fi.se.
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