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InsiderLog

SUPPORT

VANLIGA MOMENT OCH FORKLARINGAR

| den hdr manualen gar vi igenom alla de vanligaste momenten i InsiderLog
och foérklarar hur de fungerar. Om du stoter pa problem ber vi dig att i férsta
hand besbka supportsidan som du nar via menyn till vanster i InsiderlLog, /

eller direkt pa www.insiderlog.se/support.

Dar har vi samlat fragor och svar for att hjalpa dig i ditt arbete med
InsiderLog, bada om sjélva systemet men ocksa generellt om MAR och
insiderinformation. Galler din fraga regelverket som sadant rekommenderar
vi att du férst tar del av den information som finns pa Fl:s hemsida

och i Nasdags FAQ.

GUIDE OVERBLICK

SUPPORT
LOG IN

ADMINISTRATORER

Lagg till ny administrator
Andra dina admin-kontouppgifter
Ta bort administrators-konto

INSIDERLISTA

Skapa ny insiderlista

Lagg till ny insider

Redigera insiderlista
Exportera stangd insiderlista
Stang insiderlista

INSTALLNINGAR

Installningar for utgaende mailserver
Privacy Policy
Email-mallar

F RAG OR? Exportera databas

Licensserver

Om du inte hittar svaret pa dina fragor |
denna manual, lankarna ovan eller pa
support-sidan sa far du garna skicka o0ss
ett mail pa adressen nedan:

» support@insiderlog.se


mailto:support@insiderlog.se
http://www.insiderlog.se/support

LOGGA IN

1. Varje kund har sin egen inloggningssida. Skriv in
“foretagsnamn.insiderlog.com” direkt in i webblasaren (utan "www") for att
komma at er inloggningssida.

o [ InsiderLog X % Y
= C [ companyname.insiderlog.com o D. 790 ©® » 0GP D0OE

lnsiderLog
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LOGGA IN

O

2. Skriv in din e-mailadress och tillhorande losenord. Tryck pa "Login”.

3. Du kommer nu fa en pin-kod i form av ett SMS till det telefonnummer som du angav vid
registrering av ditt konto. Skriv in pin-koden i den tredje rutan uppifran och tryck nu pa
"Login (with pin code).

Om du av nagon anledning inte far ett SMS med en pin-kod kan du trycka pa knappen
“Resend pin code” som dyker upp efter ett antal sekunder.

&) o [ InsiderLog X U Robin

< C [ companyname.insiderlog.se | f? & 5 :

\/ A pincode was sent to your mobile. Valid for 4
minutes.

InsiderLog

robin@insideriog.com £

TELIA 4G 10:49 @ 82% W

€ Meddelanden INSIDERLOG Detaljer

Log in with pincode

056123. The code is
valid for 4 minutes.

InsiderLog version : 1.12.5

Skicka




ADMINISTRATORER

Alla administratorer hittas i det hogra nedre hornet pa startsidan. Under varije
persons namn star det antingen om personen ar en administratoér med fulla
rattigheter eller begransade rattigheter, "MAIN_ADMIN" respektive
"SUB ADMIN". Harifran kan ocksa adminstrators-konton tas bort.

e Administratorer med fulla rattigheter (main-admins) kan 6ppna nya insiderlistor
och komma at alla éppna insiderlistor. Main-admins kan ocksa bjuda in nya
administratorer. Pa efterfoljande sidor gar vi igenom dessa moment.

. Administratorer med begransade rattigheter (sub-admins) kan oppna nya
insiderlistor och komma at insiderlistor som de har blivit tilldelade. Vidare kan
sub-admins ocksa bjuda in redan registrerade administratorer till listor som de

har tillgang till. Under rubriken fér skapande av insiderlistor gar vi igenom
processerna relaterat till detta.

InsiderLog
COMPANY AB
Robin Lundberg
ADVISORY DEMO AB TITLE LAST UPDATED INSIDERS STATUS
Project X 2018-02-07 09:53 0 Complete

HV" Start

= Active insider lists

B Closed insider lists

¥ Settings NEWS ADMINISTRATORS

) L/ e Tell your friends! John Engholm

john@sprofession...

(MAIN_ADMIN)

We now have more than 170 customers and are growing
? Support rapidly! Do you know another company that should also

use InsiderLog? amanda.l@sprofe...

(SUB_ADMIN)
Karl-Anton Brotmark o
% discount on n A karl-anton@inside...

Let us know at sales@insiderlog.com mazdak@insiderlo...
(MAIN_ADMIN)

=% Log out

If a new customer mentions that you
both of your companies will get a 25
next annual fee.

InsiderLog version : 1.13




ADMINISTRATORER

O

1. Klicka pa “+Add administrator” for att lagga till en ny
administrator med fulla rattigheter.

InsiderLog
COMPANY AB
Robin Lundberg
ADVISORY DEMO AB TITLE LAST UPDATED INSIDERS STATUS
556123-1111
Project X 2018-02-07 09:53 0 Complete
H_ Start
= Active insider lists
=
£ Settings NEWS ADMINISTRATORS
e My Account :
- ) I : :
Tell your friends! John Engholm john@sprofession...
& Contacts (MAIN_ADMIN)
We now have more than 170 customers and are growing
? Support rapidly! Do you know another company that should also
use Insiderlog? . amanda.l@sprofe...

= Log out

If a new customer mentions that you gave them the tip,

both of your companies will get a 25% discount on your
next annual fee.

Karl-Anton Brotmark
(SUB_ADMIN)

karl-anton@inside...

Let us know at sales@insiderlog.com mazdak@insiderlo...
(MAIN_ADMIN)

InsiderLog version : 1.13




ADMINISTRATORER

2. Skriv in mailadressen tillhorande administratoren.

o)

3. Tryck pa "Proceed”. Personen ifraga kommer nu att fa ett
e-mail med en inbjudan om att skapa ett eget konto.

Add administrator
This will invite a new administrator to the system

Email

An email will be sent with instructions on how to register




ANDRA KONTOUPPGIFTER

1. Klicka pa "My Account” i den vanstra panelen for att byta ditt I6senord,
telefonnummer eller sprak.

2. Fyll i uppgifterna. En pin-kod kommer att skickas till det registrerade
telefonnumret.

Notera att pin-koden maste fyllas i for att Gndringarna ska kunna sparas.

o e / [ InsiderLog x| L\
& C' | & Siker | https://www.insiderlog.com/ui/1.12.3/?b=https://test-demo.insiderlog.com/#!/my-account/ or v f? &% 5] ¢

InsiderlLog My Account

Robin Lundberg

-
CHEF
" 4 | S—

BASIC INFORMATION

BOLAGET 2 AB (PUBL)

Email* robin@insiderlog.com =
W/ Permanent insider list
I _ Name* Robin Lundberg
: Active Insigder lists
¥/ PDMR *
Phone number +46707460137

B Closed insider lists

<)

Language English

oo CY dd s o w o
W oellings

My Account

? Support

= Log out PASSWORD

New password

Repeat new password

SAVE

InsiderLog version : 1.12.5




TA BORT ADMINISTRATORSKONTO

(o] °

1. Klicka pa "My Account” i vansterpanelen och skrolla langst ned pa

sidan.

2. Klicka pa "Remove Account” for att ta bort ditt konto.

. ‘ ;

— C | & Saker | https://www.insiderlog.com/ui/1.12.3/?b=https://test-demo.insiderlog.com/#!/my-account/

Y InsiderLog X

InsiderLog PASSWORD

Robin Lundberg
CHEF

BOLAGET 2 AB (PUBL) New password

o la s r'.) alala ,:)
1 1 .{.d\)\.}"k;’(; \J/

Repeat new password

& Permanent insider list
= Active insider lists SAVE
§ PDMR

— {(-\" r*ﬁ'\o(‘»{ - ('\.‘r\ -y L iend s
B Closed insider lists

Current password* L

a :

ATy ( ) | ..

“ Y1 - ,-— [ 3 lﬂ. o

» OCLLIHIUS
L

Required
My Account

- CN 10 b
2 Support

= Log out

REMOVE MY ADMINISTRATOR ACCOUNT

You can only remove your own administrator account. If you wish to remove you accou lick the button to the right.

Remove account

InsiderLog version




INSIDERLISTA

SKAPA NY INSIDERLISTA

1. Logga in i InsiderLog.

2. Klicka pa "Skapa ny insiderlista” i det 6vre hogra hornet.

®@ o [ InsiderLog X ‘ Robin

— C | O https://www.insiderlog.com/ui/1.12.4/?b=https://companyname.insiderlog.com/#!/dashboard

or| f? & §J
InsiderlLog Start

Robin Lundberg

ACTIVE INSIDER LISTS

- . g ) ’J\L’\ ™ 3 Y ATT [\ »\-(\-[\‘;—o~|(\ ‘2l Ta ;; CT'AT T
— ] - ‘ — ] - j — —~ - a1
Start AR R - Wi UNrvMi LV NI et 1D Al WU W 1MUY
P-\'w'\qm'\r'\' ncitior lict
. ; - "o - 1Y
ermanent insiger iis

) s | -
pa Ve INnifar et
MV .!\.\).\J’vl HOAD

NEWS ADMINISTRATORS

. l i
Tell your friends! ﬁ??'?k‘f"dberg robin@insiderlog.com

We now have more than 170 customers and are growing rapidly! Do you know
another company that should also use InsiderLog?

If a new customer mentions that you gave them the tip, both of your companies
will get a 25% discount on your next annual fee.

Let us know at sales@insideriog.com




INSIDERLISTA

SKAPA NY INSIDERLISTA

3. Fyll i den grundlaggande informationen om insiderlistan.

e Client = Namn pa klient, ny eller gammal. Tidigare klientnamn finns sparade i databasen och kommer forslas nar du
borjar skriva.

e (Corpreg. no = Registreringsnummer for klientforetaget. Anvands for att sakerstalla att inte samma klient laggs till flera
ganger med snarlika namn.

* Projecttitle / event = Namnet pa det for insiderlistan tillhorande projektet, tex. Q2 rapport. Det du skriver har kommer
att vara med i mailet som gar ut till insiders som laggs till i listan, "Du har tillgang till insiderinformation kopplat till
projektet X".

 Inside information = Kort beskrivning av syftet med insiderlistan (det du skriver har kommer endast vara synligt for
administratorer och endast vid en export av listan). Detta ar inte ett obligatoriskt falt.

. Responsible persons = Namn pa person(er) som ar ansvarig for insiderinformation inom foretaget.

 Additional notes = Frivilligt falt, kan lamnas blankt.

InsiderLog

Robin Lundberg

ADVISORY DEMO AB _
556123-1111 Client Company AB

Start typing the name of existing client or create a new
Start

L . Corp reg. no 012395592
Active Insider lists

Closed insider lists

Project title / event Project Gamma
Settings e . , , . N
0 I his will be included in the email notice to all insiders
& My Account
5 Contacts Inside information Plans to acquire OS
Internal note, will not be shown externally

? Support | ” ’
(% Log out Responsible persons Robin Lundberg

Additional notes

Sub-admin(s) Select person... e

InsiderLog version : 1.13




INSIDERLISTA

SKAPA NY INSIDERLISTA

4. Nya sub-admins kan skapas och laggas till genom
faltet "Sub-admin(s)”

Skriv in mailadressen tillnorande den person du vill bjuda in. Om personen har blivit tillagd
tidigare bor ett forslag dyka upp nar du fyller i adressen.

Om personen ifraga redan har ett konto kommer hen bli informerad via e-mail
om tillgang till listan.

Om personen inte har nagot konto kommer hen att erhalla ett e-mail med instruktioner om hur
hen skapar ett konto och info om tillgang till den specifika listan.

siderlLog

obin Lundberg

JVISORY DEMO AB

Client Company AB

Start typing the name of existing client or create a new

T l:::_‘ -'.- P ._.—',-
) oldll

Corp reg. no 012395592

= Active insider lists

B Closed insider lists

Project title / event Project Gamma

This will be included In the email notice to all insiders

Inside information Plans to acquire OS

[ 'l J ;lf'—_-’-*.'. ~ .. eV a - .
I/ ' [‘I LdULlS

Internal note, will not be shown externally

C_.:l - Y ;.-—I.'
"‘-_—EI ['_.___'] |;_Jl E-__k.ll IL__I' l I_

Responsibl¢ persons _
amanda.l@sprofessionals.se

. karl-anton@insiderlog.com
Additic
john.engholm@insiderlog.se

info@insiderlog.se

noreply@insiderlog.com

john@insiderlog.com

Subradmin(s) Select person...

InsiderLog version : 1.13




INSIDERLISTA

SKAPA NY INSIDERLISTA

Valda sub-admins markeras enligt granssnittet nedan och kan tas bort
genom att trycka pa krysset jamte mailadressen.

For att lagga till ytterligare admins tryck under befintliga namn och
skriv in deras mailadress.

InsiderLog

Robin Lundberg

ADVISORY DEMO AB Client Company AB

096123-1111

Start typing the name of existing client or create a new

& Start
Corp reg. no 012395592

i= Active insider lists

Closed insider lists Project title / event Project Gamma

Settings This will be iIncluded In the emaill notice to all insigers

» My Account
Inside information Plans to acquire OS

) Contacts
Internal note, will not be shown externally

? Support

# Log out Responsible persons Robin Lundberg

Additional notes

karl-anton@insiderlog.com john@insiderlog.com

Sub-admin(

—_—

InsiderLog version : 1.13




INSIDER LIST

ADD INSIDER

Input the email address of the person you want to add as insider. You can include
several addresses by separating them on separate lines (press enter).

Set the date and time (in UTC) when the person(s) got the information.
Press proceed and they will receive an automatic email with instructions.

If for some reason you don't want to send them an email you can uncheck that box,
but then you need to inform them and collect their confirmation manually. This is not
recommended.

Add insider

Adds the person to the Insider list

Email john@insiderlog.com

Received 2018-03-15 i

JTC time : Thursday. March 15, 2018 13:46:2.

v| Send e-mail to the insider so it can confirm information. If the box is not checked,
you will have to add the information and get a confirmation manually.

Proceed Cancel
‘  INSTructons on Now 10 reqistel




INSIDERLISTA

REDIGERA INSIDERLISTA

1. 1 vyn Over aktiva insiderlistor, klicka pa insiderlistan som du vill redigera.

2. Fran oversiktsvyn pa bild nedan, klicka pa "Edit insider list” for att

redigera den grundlaggande information om listan som fyllts i sedan
tidigare.

Project Gamma

InsiderLog
Robin Lundberg
ADVISORY DEMO AB CLIENT > COMPANY AR Edit insider list C ose insider list

ACTIVE INSIDER LIST > PROJECT GAMMA

Plans to acquire OS

EERY1D2 14414
200129-1111

[::x & o ‘___l._
“J |_ ﬂ'_-.l.[ |»_

LAST UPDATED INSIDERS SUB ADMINS

Active insider lists TITLE RESPONSIBLE CREATED

_ Project Robin 2018-02-07 2018-02-07 0 karl-anton@insid .com,
Settings Gamma Lundberg 14:42 14:44 john@insiderlog.c
My Account
& Contacts
INSIDERS
Support
Search... Q 0 Found
TIME NAME COMPANY EMAIL STATUS
10 ¢

InsiderLog version : 1.13




INSIDERLISTA

STANG INSIDERLISTA

Klicka pa insiderlistan som du vill stanga.
Du kan stanga den aven om listan ar "Incomplete”.

1. Klicka pa “Close insider list”.

2. Skriv in datum och tid for nar informationen inte langre ansags vara
insiderinformation (skriv tid enligt UTC).

3. Klicka pa "Proceed”. Insiderlistan kommer stangas och alla som stod med pa
listan som insiders kommer automatiskt att bli informerade om att listan har
stangts.

Close insider list

If you close the list all insiders will be automatically notified that this is no longer
considered inside information and the list will be moved to archive. You cannot undo this.

Date closed 2018-02-07 izzd 15:47

Date and time when the information was no longer
considered inside information (input time in UTC)

[ PP |
rFroceed Cancel




INSIDERLISTA

EXPORTERA INSIDERLISTA

1. Klicka p

2. Klicka pa "Export” for att fa ut insiderlistan och all tillhérande information i

d

o)

"Closed insider lists” | vansterpanelen.

en PDF i utskriftsformat. Exporten inkluderar den grundlaggande

informationen insiderlistan och en kronologisk logg over alla andringar som

InsiderLog

Robin Lundberg

- 1 —
CHEF
/i —

BOLAGET 2 AB (PUBL)

Closed insider lists

e

Nt @ ey R e
a s — 2Tl
&‘;ﬁ (W |- [. l\_ ] f Jl l..__.'l -

InsiderLog version : 1.12.6

gjorts.

Closed insider lists

TITLE RESPONSIBLE

Project Alpha Robin Lundberg

Project Beta John Engholm

Project X John Engholm

Project Y John Engholm

Project Mac John Engholm

Project Liz Robin Lundberg

Project Citrus John Engholm

CREATED

2018-01-22
14:10

2018-01-09
12:23

2018-01-09
12:26

2018-01-10
13:46

2017-10-03
12:58

2017-11-21
10:34

2018-01-10
13:48

CLOSED

2018-01-22
14:26

2018-01-18
15:34

2018-01-18
15:33

2018-01-18
15:33

2018-01-18
09:18

2018-01-17
12:00

2018-01-10
14:06

INSIDERS GROUP

MAIN ADMIN
GROUP

MAIN ADMIN
GROUP

MAIN ADMIN
GROUP

MAIN ADMIN
GROUP

MAIN ADMIN
GROUP

MAIN ADMIN
GROUP

MAIN ADMIN
GROUP

AN A1 NN

EXPORT




INSTALLNINGAR

InsiderlLog

Robin Lundberg

Start
W/ Permanent insider list
Active Insiqder lists
/ PDMR

Closed insider lists

Settings

e My Account
? Support

(% Log out

OVERBLICK AV INSTALLNINGAR
(endast tillganglig for main-admins)

Instdllningar for utgaende e-mail

Dessa installningar ar forinstallda och bor
endast andras om mailkontot behover
uppdateras, tex. om losenordet har andrats.

Privacy Policy

Har kan du lagga till en lank till en intern
privacy policy som insiders behover
konfirmera varje gang de bekraftar sin status
som insider.

Email-mallar

Vanligen las igenom informationen pa var
support-sida innan du andrar de befintliga
mail-mallarna. Se rubriken "Jag vill andra
mailmallarna” har www.insiderlog.se/support.

Exportera databas

Exportera en komplett kopia pa databasen.
Detta kan goras for att manuellt uppratthalla
back-ups.

Licensserver
Har kan man manuellt uppdatera till senaste
versionen. Detta gors vanligtvis automatiskt.


http://www.insiderlog.se/support
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