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Reporting

GUIDE IN

ENGLISH

GUIDE: REPORTING TO SKi

AS A SKI-SUPPLIER YOU MUST REPORT YOUR
REVENUE ON ALL THE SKI-AGREEMENTS

If you need help with reporting S K I &
Contact: indrapportering@ski.dk
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How to get started

When you are a supplier of a SKI agreement you are obliged to report your revenue on the SKi
agreement concerned.

The reporting is part of the customers' and your documentation that the sales take place under or-
derly conditions and in accordance with the contract you have entered with SKI.

As a supplier of our framework and dynamic procurement system agreements, you are also sub-
ject to a loyalty obligation. This means that our customers must not be led to believe that a pur-
chase has taken place on a SKI agreement, if this is not the case.

How you report your sale

You need to log in to Mit SKI where you upload your file under the menu item 'Indrapportering' (Re-
porting in English). Here you can also find a template with formatting and data requirements for
your reporting file.

You must be aware that the reporting requires that you are registered as the person responsible for
reporting (Indrapporteringsansvarlig in Danish). Contact your SKI user administrator at your com-
pany if you do not have access to the system. Your user administrator must give you the role 're-
porting responsible’ (Indrapporteringsansvarlig in Danish).

Step by step: Guide to reporting
1. Loginto Mit SKI

2. Goto ‘Indrapportering’. You must have the role 'Reporting responsible' (Indrapportering-
sansvarlig) to be able to do the reporting. Contact the SKI user administrator at your com-
pany if you do not have access.

3. Download the template. In the template, you can see the specific formatting and data re-
quirements for your reporting file by hovering your mouse over the red triangles on the
headlines. Please do not edit the headlines.

4. Under 'Indrapportering' you can see the latest reports for each of your agreements. Click on
‘mangler’ (missing in Danish) next to the SKl-agreement and the relevant month you want
to report for, to upload template that you have filled out.

5. Choose Upload indrapportering, if you wish to upload a single document for all your
agreements or for several months at a time.

It is also a requirement that you register zero turnovers - see how you do it and find answers to
other questions you may have in our FAQ further down the page.
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Auditor's statement

On most SKI agreements, you as a supplier are obliged to send an auditor's statement for the pre-
vious year's turnover (calendar year) no later than on the 31st of March. We use the auditor's state-
ment as documentation and security for the correctness of your company's reports. It appears in
the framework agreement of individual SKI agreements whether there is a requirement for an audi-
tor's statement.

If you need help with reporting

Please write to indrapportering@ski.dk.
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Frequently Asked Questions (FAQ)

There are errors in the Excel reporting sheet?

If you hover the mouse over the red triangles on the sheet, an explanation will appear of how the

columns should be filled out.

ATTENTION! There must not be any empty lines in the data sheet. This applies to between the
first row (with the headings) in the individual columns and the reported data, and between the fol-

lowing lines in the data sheet.

The system will not accept the data formatting?

1. Mark the column
2. Click on the Data tab
3. Click on Text to columns
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4, Click on delimited and next

Guiden Konvertér tekst til kelonner - trin 1 af 3 x

Guiden Tekstimpaort har fastsat dataene til at vaere Afgraencet.

Wieelg Neeste, his det er komrekt. ENers skal du vaelge den datatype, der bedst beskrnrer dataene,
Oprindelig datatype

i der bedst beskrnver datasne:

- Tegn som komma eller tabulatorer adskiller haert Tedt.

Felter &f vendtie. eller hajrejusterede med mellémium mellem hveat

Eksempel pd markerede data:

akruzadacs
1=12=-2023

Annuller % Tilbage Udfar




5. Click on tab and next
? b

Guiden Konmvertér tekst til kelonner - trin 2 af 3
Her kan du angive de afgreensere, dataene indeholder. Du kan se, hwordan teksten vil se ud i

datavisningavinduet nedenfor.
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6. Click on date (MDY) and finish

Her kan du markere hver kolonne 69 angive datatype.

Eolonnedatalammal
: Standard

“Standard’ konverterer numeriske vandier til tal,
datowardier til datoer og alle andre waerdier til tekst.
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The system will not accept the line total formatting?

1. Mark the column
2. Click on the Data tab
3. Click on Text to columns
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4, Click on delimited and next

Guiden Konvertér tekst til kolonner - trin 1 af 3 [ *

Guiden Tekstimpaort har fastsat dataene til at weere Afgreenset.

Veelg Neeste, hs det er korrekt. ENers skal du vaelge den datatype, der bedst beskinrer datasne,

Oprindelig datatype
g d jiltype der bedst beskriver datasne:

- Tegn som komma eller tabulatorer adskiller hwert feft.

Fetter er venstre. eller hajrejusterede med mellemoum mellem hvert

Eksempel pd markerede data:

akruradars
1-12-3023 |

Anmnuller < Tilbage Udfar




5. Click on tab and next

Guiden Kemeertér telst til kolonner - trin 2 af 3

7 *
Her kan du angive de af greensere, datagne indeholder. Du kan s¢, hvordan beksten vil se ud i
datavisningsvinduet nedendor.
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6. Click on Standard and Finish

Guiden Konvertér tekst til kelonner - trin 3 af 3

T
Her kan du markere hver kolonne og angive datatype.
Kolonnedataformat

Tekst
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datoweerdier til datoer og alle amdre waerdier til tekst.
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How do | report a zero-turnover?

You must always report your turnover - also if you do not have a turnover. This is where you make
a zero-reporting

1. Log in to Mit SKI
2. Go to Indrapportering
3.Click on Mangler (missing in English) for the month in question in which the reporting must be

made
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4. Click on Bekraeft (confirm in English)

BEKRAFT 0-INDRAPPORTERING

for september 2023 ko |
' 7 P alision 01.01 - Testaftale
fm stamdatalesrsng (2020)

fesran
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Or you can fill out the excel sheet as shown below:
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Statsabon Virksomhedens navn na na na na 0 stk 0,00 DKK Dato for perioden Rammekontrakt nummer delaftale nummer

Where do | find my previous reporting files?

1. Log in to Mit SKI
2. Go to Indrapportering

3. At the bottom of the page you can find Arkiv (archive in English) where you can download your
old files

=3

o . -
)
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Where can | find the management and auditor's statement?

1. Log in to Mit SKI

2. Goto Ledelses- og revisorerklaering

3. Download skabelon (Template in English)
4. Upload the auditor's statement

5. Find previous auditor's statements

6. Download previous auditor's statements

LEDELSES- OG REVISORERKLARING
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How do | create or edit an existing user?

1. Log in to Mit SKI

2. Go to Min profil (My profile in English)

3. Go to Mine informationer (My information in English)

4. Click on Opret eller rediger brugere i brugeradministrationen

¢

bA'IV \

MINE INFORMATIONER

BRUGERADMINISTRATION

You will then be forwarded to our user administration system, where you can add and edit the em-
ployees who must have access to the reporting.

To start with you log in to the system with your own SKIl-profile.
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Create a new user

s P . Anae Larsen
sar (%, Brugeradministration 0
2.Create a
new user by
clicking on

1. See the users n -
'Opret bruger’
from your P g
organization on

the list Orgenisition Status - Ilull!l v o ”

Biuger Oiganisation Sidste login Status Rolles Tags
dema sptintg Globetzam A/S [ Deaiiveres ]
demo@sprnta.com
Lasse Sigh Klirgaard Globetzam A/S 30.07 2024 [ Aiiv ] Levsiardersuperaruger
Iskglcbeteam com
Ala Tast Globetzam A/S [ e | Ny e test
alatestglobeteam.com
Anne Larsin Globeteam A/S 26.08.2024 [ Acir Erugesedninstetor | (_Indapporierngsansradig ) _Leversdsrsuperbuger
anne@rasiisn di
SS0-ester Globetzam A/S [ e ] Ermesdnnstaty | | InFaponer ngsansrang C)
TEstssogtestsse. ok
v Testerz Globetma AS [ § Wy
test2@estsso. g

1. See users from your organization on the list below

2. Click on Opret bruger

3. Fill in all the fields with the person’s full name, e-mail address and organization

4. Tick the boxes next to the roles that the person should have — please remember to tick the box
next to the role ‘Indrapporteringsansvarlig’ (Reporting responsible in English) otherwise this

person cannot access the reporting system and report your turnover

5. Click on Gem (Save in English)

Anne Larsen

Brugeradministration o

Globeteam A/S

1. Write the e-mail address and OPRET NY BRUGER 2. Give a user access to

SKI's systems by choosing

name of the person you want
to create as a user and ROLLER h one or more roles. If you

G G Udfyld information om brugeren. S T QR (] 1 e
G = Styr brugerens rettigheder ved at til- og fravelge roller fra listen| roles grant access to, you

nedenfor. Lees mere om rollerne her. can click on the link.

Please note: £l
You can only choose between

. E-mail D Indrapporteringsansvarlig
the organizations that SKI has Giver mulighed for at indrapportere omstning pé
created. You cannot create new SKk-aftaler.
sub organizations. Fuldenavn
D Leverandgrsuperbruger
. Giver mulighed for at uploade kataloger i SKI's PIM-
Use the tag function below Fulde nam syen E ! E
instead if you need to group
our users. See slide 18 Brugeradministrator ot Test

Organisation Kan oprette, redigere og slette brugere samt tildele

toller inden for egen arganisation

alates(2globeteam com

Globeteam A/S
Anne Larsen Blok
annegestsso.dk

Vderligers informati .
et o lerligere informationer > 3- When you Cllck ,,Gem,, “
testssotestsso.dk Tags (Save in English) you will

. create the user. The new
Tester2d Glot

g a N
welcome letter by e-mail
with a link where they can

Testerdd Glot create a new password for
testerdd gestsso.dk themselves.

tesi2@iestsso.dk

Fandt 17 brugere.
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Editing an existing user

e 03 Anne Larsen
Brugeradministration O mecina v
Opretbruger 2+
=
Bruger Organisation sidste login St Roller ags
Lasse Sigh Kligazrd Slobeteam A/S 30.07.2024 <D teage
sk@globeteam. com Rediger bruger
Ala Test Globezeam A/S [ s ] Ny s
zalatesy@globeream.com
- . — - REDIGER BRUGER 1. You can edit a
n0 Larson Globeteam A/S 28.08.202 D —— o
anne(@tesisso.ck user by c!'*'ng
- - on the edit icon
A %
Slobeteam A/S [ g [ s — ( Rgdxger" in
Danish) next to
- g the user’s
Tester24 Globeteam A/S «D Y tost information !n the
test2@testsso.d e  Panmegonas user overview.
1
1
Slebercam A/S iy ) —t—— 5 2. Here you can
0.k . edit the user’s
o information and
Allan Blobeieam A/S o et select/deselect
bop@tester.dk roles. Click "Gem”
to save your
changes
L o2 ANreum

1. You can edit a user by clicking on the edit icon (‘Rediger’ in Danish) next to the user’s infor-
mation in the user overview.

2. Here you can edit the user’s information and select/deselect roles. Click on ‘Gem’ to save your
changes

3. Tick the boxes next to the roles that the person should have — please remember to tick the box
next to the role ‘Indrapporteringsansvarlig’ (Reporting responsible in English) otherwise this
person cannot access the reporting system and report your turnover

4. Click on ‘Gem’ (Save in English)
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If you need help with reporting,
please contact us on:

E-mail: indrapportering@ski.dk

SKI &

Staten og Kommunernes Indkgbsservice
Montagehallen = Pakkerivej 6 = 2500 Valby = Telefon +45 33 42 70 00



