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Introduction 

1. This guidance note is relevant for all System Administrators of Irish 

authorised Investment Funds (“IF‟s”) required to assign the filing of 

regulatory returns on behalf of IF‟s. 

2. “System Administrator” refers to the person tasked with assigning the 

reporting returns listed below or alternatively maintaining the function 

themselves and performing the filing requirements themselves as the 

System Administrator to the IF. 

3. IF returns addressed in this guidance note are as outlined below. 

 
Return Applicable 

Funds 

Responsibility 

for Filing 

Frequency 

1. IF Annual Audited 

Financial 

Statements 

 

UCITS & Non-

UCITS IF‟s 

System 

Administrator / 

Delegated 

Service Provider 

or Third Party 

Annual 

2. IF Interim Financial 

Statements* 

 

UCITS & Some 

Non-UCITS IF‟s 

System 

Administrator / 

Delegated 

Service Provider 

or Third Party 

Annual 

3. IF Annual Sub-

Fund Profile 

Return 

 

UCITS & Non-

UCITS IF‟s 

System 

Administrator / 

Delegated 

Service Provider 

or Third Party 

Annual 

4. IF Annual Update 

of Key Investor 

Information 

Document (“KIID”) 

– UCITS only 

 

UCITS IF‟s Only 

System 

Administrator / 

Delegated 

Service Provider 

or Third Party 

Annual 

5. IF Annual Financial 

Derivative 

Instrument (“FDI”) 

Report – UCITS 

only 

 

UCITS IF‟s Only 

System 

Administrator / 

Delegated 

Service Provider 

or Third Party 

Annual 

 

6. IF Regulatory 

 

 

 

System 

 

Ad Hoc 
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Report -  reporting 

of IF material 

breaches, material 

errors, significant 

matters and 

suspensions 

UCITS & Non-

UCITS IF‟s 

Administrator / 

Delegated 

Service Provider 

or Third Party 

* As Applicable To IF That File Interim Financial Statements 

 

 

 

 

4. The filing requirements of Depositaries and Independent Statutory Auditors 

are automatically delegated to each entity by the Central Bank.  The IF 

System Administrators is not responsible for assigning these two returns. 

 
Return Responsibility for 

Filing 

Frequency 

7. IF  - Independent Auditor 

Statutory Duty Confirmation 

Letter 

Auditor Annual 

8. Depositary Regulatory Report 

-  reporting of IF material 

breaches, material errors and 

significant matters 

Depositary 

 

Ad Hoc 

 

5. This guidance note may be updated periodically and the most up-to-date 

version will be available on the Central Bank‟s website at:  

http://www.centralbank.ie/regulation/industry-sectors/funds/Pages/default.aspx 

 

Important Notes 

 The System Administrator should take care to ensure that persons 

assigned to perform specific return filings will submit the return accurately 

and in a complete manner.  IF‟s will be required to resubmit incorrect 

returns. IF‟s submitting incorrect returns may be subject to sanction.  

 Once submitted the return in “locked” and cannot be altered unless the 

return is “unlocked” by the Central Bank.  An IF wishing to unlock a return 

must follow the procedure as outlined in the Online Reporting System User 

http://www.centralbank.ie/regulation/industry-sectors/funds/Pages/default.aspx
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Manual, which can be found on the Central Bank‟s website at: 

http://www.centralbank.ie/regulation/industry-sectors/funds/Pages/default.aspx 

 The Online Reporting System User Manual provides instructional support 

and guidance on the ONR System. The manual focuses on access, 

navigation, use and management of the ONR System. The manual does 

not cover the content of individual Return Forms or the definitions of fields 

within Return Forms.  Users should refer to the published guidance for 

completing specific returns. See link  at: 

http://www.centralbank.ie/regulation/industry-sectors/funds/Pages/default.aspx 

 The Central Bank will notify the System Administrator and the delegate or 

third party user of late filing by email notification on the 2nd & 5th business 

day post the submission due date. Late returns will be recorded by the 

Central Bank for further action, if required. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.centralbank.ie/regulation/industry-sectors/funds/Pages/default.aspx
http://www.centralbank.ie/regulation/industry-sectors/funds/Pages/default.aspx
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Log-In Procedure 

For each IF, the System Administrator will receive letters issued by the Central 

Bank which will contain the System Administrator‟s login name and password, 

along with the IF‟s unique Central Bank Institutional Code (“C”code).  To Log-In to 

the ONR System for that IF, the System Administrator will be presented with the 

requirement to enter the Institutional Code (“C”code), Login Name and Password.   

As per the screen below. 
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Once the System Administrator logs-in to the ONR System the below screenshot 
will appear.  The System Administrator may elect to  
 

i) file the returns itself; 

ii) create log-in access for a third party user to assign a return filing to 

that person;  

iii) delegate the return filing to the IF fund administrator or IF legal 

advisor as pre-populated by the Central Bank.   

iv) any combination of the above.   

 
 

Assignment Functions 

Delegation of Returns Page 7 

Assign to Third Party Page 18 

System Administrator Self File Page 25 
 

 
 

1. Main Page 
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2. Delegate Function 

When delegating a return the System Administrator can only delegate to either the “IF fund 

administrator” or “IF legal advisor”, the options available when delegating are limited to 

these two service providers. If the system administrator would like to assign a return to a 

party other than the “IF fund administrator” or “IF legal advisor” please refer to page 18 

where it details how to create a third party user on the system to file a return on behalf of 

the IF. 

 

To delegate a return the Central Bank has pre-populated the “IF fund administrator” and “IF 

legal advisor”, the System Administrator should select the option “Delegate Return 

Submission” from the screen above on page 6. Once the System Administrator selects this 

option the following screen will appear: 

 

 

The System Administrator will see that each return is termed “Not Delegated” and no 

relationship exists. In order to delegate the return submission, the System Administrator 

must select the return type and select to either delegate to the “IF fund administrator” or “IF 

legal advisor”. When delegating a return you can only delegate to the pre-populated 

selections provided by the Central Bank. The Central Bank holds each IF‟s specific fund 

administration firm and legal advisor on a central system and will input each IF‟s specific 

fund administrator and legal advisor into the drop down menu for System Administrators to 

select. The Central Bank requests that System Administrators review the prepopulated 

names and ensure that the “IF fund administrator” and “IF legal advisor” are correct. If 

incorrect we request that the Central Bank be notified immediately. 

 

The below will work through delegating each return type as listed in the above screenshot: 
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3. Key Investor Information Document (KIID) UCITS Funds Only 

Once the KIID is selected per the above listing the below screen will appear.  To delegate 

the return of the KIID, the System Administrator will complete the following: 

 

 

 

A.) Start Date: The Start Date is the date return filing was delegated by the System 

Administrator.  The System Administrator must assign a date prior to the first reporting date 

for the KIID, being 31 December 2013.   

E.g. The KIID has a reporting date of within 35 business days of the end of each calendar 

year.  The next calendar year-end is 31 December 2013 (no requirement to submit for 

2012 through the ONR System as 2012 submission date has passed). It is imperative that 

the System Administrator assigns a start date prior to 31 December 2013.  If not, the 

delegate will not see the return for the reporting date.  

 

B.) End Date: The System Administrator should only enter an end date if known. 

Otherwise this field should be left blank. The end date represents the date to which the 

delegate is to perform the return filing duties up to. If the System Administrator is aware of 

the date that the delegate will be ceasing to act, then the System Administrator should 

include this date.  

E.g. The System Administrator wants to delegate the KIID filing to a legal firm to file the 

return on an annual basis. If the System Administrator is unaware of when the legal firm 

will cease to perform this function the System Administrator should leave the end date 

blank. Alternatively if the System Administrator is aware of a change to the legal advisor 

and no longer wants the current legal advisor performing the KIID filing the System 

Administrator can end date the relationship on a specific date and re-assign the KIID filing 

function to a new party as they desire.  
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Note: Please see paragraph detailing, deleting of returns and changing of delegate 

function once reporting date activated (page 26) 

 

C.) Delegate to: 

 

 

 

For all IF KIID returns the Central Bank has pre-populated the “Delegate to” field with the 

IF legal advisor and IF fund administrator. Once the System Administrator has entered the 

adequate details and has decided on the appropriate person to delegate the return filing to 

from the pre-populated choices, the System Administrator should save the details where 

the below overview screen will appear detailing person delegated to and the start date of 

delegation:  
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4. Financial Derivative Instruments (FDI) UCITS Funds Only 

Once the FDI is selected per the above listing on page 4 the below screen will appear: 

 

 

A.) Start Date: The Start Date is the date return filing was delegated by the System 

Administrator.  The System Administrator must assign a date prior to the first reporting date 

for the FDI. 

E.g. The FDI must be submitted to the Central Bank within 4 months of the IF financial year 

end date. For IF‟s with a financial year end of 31 December 2012, the FDI must be 

submitted within 4 months of the year end date. When selecting the start date to assign the 

FDI the System Administrator must assigns a start date prior to 31 December 2012.  If not, 

the delegate will not see the return for the reporting date 31 December 2012.  

E.g. The IF‟s financial year-end is 31 December 2012. The System Administrator when 

delegating the FDI return to the IF‟s fund administrator or the IF‟s legal advisor must enter 

a start date, which is prior to the first reporting date being in this case 31 December 2012. 

 

B.) End Date: The System Administrator should only enter an end date if known. 

Otherwise this field should be left blank. The end date represents the date to which the 

delegate is to perform the return filing duties up to. If the System Administrator is aware of 

the date that the delegate will be ceasing to act, then the System Administrator should 

include this date. 

E.g. The System Administrator wants to delegate the FDI filing to the IF legal advisor to file 

the return on an annual basis. If the System Administrator is unaware of when the legal 

advisor will cease to perform this function, the System Administrator should leave the end 

date blank. Alternatively if the System Administrator is aware of a change to the legal 

advisor and no longer wants the current legal advisor performing the FDI filing, the System 
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Administrator can end date the relationship on a specific date and re-assign the FDI filing 

function to a new party as they desire.  

Note: Please see paragraph detailing, deleting of returns and changing of delegate 

function once reporting date activated (page 26) 

 

C.) Delegate to: 

 

 

 

For all IF FDI returns the Central Bank has pre-populated the “Delegate to” field with the IF 

legal advisor and IF fund Administrator. Once the System Administrator has entered the 

adequate details and has decided on the appropriate person to delegate the return filing to 

from the pre-populated choices, the System Administrator should save the details where 

the below overview screen will appear detailing person delegated to and the start date of 

delegation:  
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5. Fund Profile  

Once the Fund Profile is selected per the above listing the below screen will appear: 

 

 

A.) Start Date: The Start Date is the date return filing was delegated by the System 

Administrator.  The System Administrator must assign a date prior to the first reporting date 

for the Fund Profile. 

E.g. The Fund Profile must be submitted to the Central Bank by 30 June each year. All 

Fund Profile information must be reported at 31 December for all IF‟s regardless if the 

financial year end of the Fund differs to 31 December. When selecting the start date to 

assign the Fund Profile, the System Administrator must assign a start date prior to 31 

December 2012.  If not, the delegate will not see the return for the reporting date 31 

December 2012.  

E.g. The IF‟s financial year-end is 31 July 2013. The System Administrator when 

delegating the Fund Profile return to the IF‟s fund administrator or the IF‟s legal advisor 

must enter a start date, which is prior to the first reporting date being in this case 31 

December 2012 and not its financial (accounting) year-end date. (Fund Profile reporting is 

per Calendar Year end date) 

 

B.) End Date: The System Administrator should only enter an end date if known. 

Otherwise this field should be left blank. The end date represents the date to which the 

delegate is to perform the return filing duties up to. If the System Administrator is aware of 

the date that the delegate will be ceasing to act, then the System Administrator should 

include this date.  

E.g. The System Administrator wants to delegate the Fund Profile filing to the IF fund 

Administrator to file the return on an annual basis. If the System Administrator is unaware 

of when the fund administration firm will cease to perform this function the System 
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Administrator should leave the end date blank. Alternatively if the System Administrator is 

aware of a change to the fund administrator and no longer wants the current fund 

administrator firm performing the Fund Profile filing, the System Administrator can end date 

the relationship on a specific date and re-assign the Fund Profile filing function to a new 

party as they desire.  

  

Note: Please see paragraph detailing, deleting of returns and changing of delegate 

function once reporting date activated (page 26) 

 

C.) Delegate to: 

 

 

For all IF Fund Profile returns the Central Bank has pre-populated the “Delegate to” field 

with the IF legal advisor and IF fund administrator. Once the System Administrator has 

entered the adequate details and has decided on the appropriate person to delegate the 

return filing to from the pre-populated choices, the System Administrator should save the 

details where the below overview screen will appear detailing person delegated to and the 

start date of delegation: 
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6. Financial Statements - Interim Return 

Once the Financial Statements Interim Return is selected per the above listing the below 

screen will appear: 

 

 

A.) Start Date: The Start Date is the date return filing was delegated by the System 

Administrator.  The System Administrator must assign a date prior to the first reporting date 

for the Interim Financial Statements. 

E.g. The Interim Financial Statements must be submitted to the Central Bank within 2 

months of the period end date. For IF‟s with a period end of 30 June 2013 the Interim 

Financial Statements must be submitted within 2 months of the period end date. When 

selecting the start date to assign the Interim Financial Statements, the System 

Administrator must assign a start date prior to 30 June 2013.  If not, the delegate will not 

see the return for the reporting date 30 June 2013.  

E.g. The IF‟s period-end is 30 June 2013. The System Administrator when delegating the 

Interim Financial Statements return to the IF‟s fund administrator or the IF‟s legal advisor 

must enter a start date which is prior to the first reporting date being in this case 30 June 

2013. 

 

B.) End Date: The System Administrator should only enter an end date if known. 

Otherwise this field should be left blank. The end date represents the date to which the 

delegate is to perform the return filing duties up to. If the System Administrator is aware of 

the date that the delegate will be ceasing to act, then the System Administrator should 

include this date. 

E.g. The System Administrator wants to delegate the Interim Financial Statement filing to 

the IF fund administrator to file the return on an annual basis. If the System Administrator is 

unaware of when the fund administrator firm will cease to perform this function the System 
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Administrator should leave the end date blank. Alternatively if the System Administrator is 

aware of a change to the fund administrator and no longer wants the current IF fund 

administrator performing the Interim Financial Statement filing, the System Administrator 

can end date the relationship on a specific date and re-assign the Interim Financial 

Statement filing function to a new party as they desire.  

 

Note: Please see paragraph detailing, deleting of returns and changing of delegate 

function once reporting date activated (page 26) 

 

C.) Delegate to: 

 

 

For all IF Interim Financial Statement returns the Central Bank has pre-populated the 

“Delegate to” field with the IF legal advisor and IF fund administrator. One the System 

Administrator has entered the adequate details and has decided on the appropriate person 

to delegate the return filing to from the pre-populated choices, they should save the details 

where the below overview screen will appear detailing persons delegated to and the start 

date of delegation: 
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7. Financial Statements - Annual Return 

Once the Financial Statements Annual Return is selected per the above listing the below 

screen will appear: 

 

 

A.) Start Date: The Start Date is the date return filing was delegated by the System 

Administrator.  The System Administrator must assign a date prior to the first reporting date 

for the Annual Financial Statements. 

E.g. The Annual Financial Statements must be submitted to the Central Bank within 4 

months of the financial year end date. For IF‟s with a year end of 31 December 2012 the 

Annual Financial Statements must be submitted within 4 months of the year end date. 

When selecting the start date to assign the Annual Financial Statements the System 

Administrator must assign a start date prior to 31 December 2012.  If not, the delegate will 

not see the return for the reporting date 31 December 2012.  

E.g. The IF‟s financial year end is 31 December 2012. The System Administrator when 

delegating the Annual Financial Statements return to the IF‟s fund administrator or the IF‟s 

legal advisor must enter a start date which is prior to the first reporting date being in this 

case 31 December 2012. 

 

B.) End Date: The System Administrator should only enter an end date if known. 

Otherwise this field should be left blank. The end date represents the date to which the 

delegate is to perform the return filing duties up to. If the System Administrator is aware of 

the date that the delegate will be ceasing to act, then the System Administrator should 

include this date. 

E.g. The System Administrator wants to delegate the Annual Financial Statement filing to 

the IF fund administrator to file the return on an annual basis. If the System Administrator is 

unaware of when the IF fund administrator will cease to perform this function the System 
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Administrator should leave the end date blank. Alternatively if the System Administrator is 

aware of a change to the IF fund administrator and no longer wants the current IF fund 

administrator performing the Annual Financial Statement filing, the System Administrator 

can end date the relationship on a specific date and re-assign the Annual Financial 

Statement filing function to a new party as they desire.  

 
Note: Please see paragraph detailing, deleting of returns and changing of delegate 

function once reporting date activated (page 26) 
 

C.) Delegate to: 

 

 

For all IF Annual Financial Statement returns the Central Bank has pre-populated the 

“Delegate to” field with the IF legal advisor and IF fund administrator. Once the System 

Administrator has entered the adequate details and has decided on the appropriate person 

to delegate the return filing to from the pre-populated choices, the System Administrator 

should save the details where the below overview screen will appear detailing person 

delegated to and the start date of delegation: 

 

 



Assignment of Reporting Responsibilities for Irish Authorised Investment Funds (IF’s) 

18 
 

 
8. Third Party System User Access 

The System Administrator can assign a third party other than the pre-populated choices at 

delegation (IF Fund Administrator / IF legal advisor) the responsibility for filing returns on 

behalf of the IF. To allow a third party make a return the System Administrator must not 

delegate the return type during the delegation process. Instead, the System Administrator 

must keep the return type as being “Not Delegated” i.e. as if the System Administrator 

were to make the filing itself.  

 

From the below screen shot we can see that the System Administrator has opted not to 

delegate the “Financial Statements - Annual Return”.   By keeping the return as “Not 

Delegated”, the System Administrator can (i) grant a third party access to the ONR System 

to carry out this return filing or (ii) make the return filing itself.    

 

 

 

In order for the System Administrator to assign a third party access to the ONR System the 

System Administrator must select the “Manage User Accounts” option from the main 

screen below: 
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Once the System Administrator selects the “Manage User Accounts” the System 

Administrator will be brought into the below screen where the System Administrator can 

manage the assignment of a return to the third party: 

 

 

 

The System Administrator begins the process of assigning to a third party by selecting the 

“Add User” button (per the above screen shot) whereby the System Administrator will be 

brought to the below screen where the details of the new user must be entered: 
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When inputting new third party user details, the System Administrator is required to create 

a user name and password for the third party user. The System Administrator must notify 

the third party user of his/her login name and password once created by the System 

Administrator. The ONR system will not automatically send the user an email notifying 

them of their Log in name and Password, it is the System Administrator responsibility to 

advise the user of his/her Log in name, Password and Central Bank C-code for the IF. 
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Note: The Central Bank advises that when the System Administrator is completing 

the “Account Type” field, the System Administrator only provides the third party 

service providers with “User” access and not “Business Administrator” access. 

(Please see below for a further explanation on this point).   

 

 

  

 
“Business Administrator” Accounts  

 
Business Administrator accounts are primarily in place for larger institutions with multiple 

divisions, where a „Chinese Wall‟ structure is required to restrict transfer of sensitive 

information between divisions within the firm.  

If the System Administrator allows the Business Administrator “to administer at own level” 

this will allow the Business Administrator to create other parties with Business 

Administrator Access who in turn will be able to create users with similar Business 

Administrator Access. 

 

The primary difference between System Administrator access and Business Administrator 

access is that the Business Administrator(s) does not automatically have access to all of 

the returns he/she can only see and assign the returns assigned by the system 

administrator and cannot delegate any of the returns to the IF fund administrator or IF legal 

advisor. The Business Administrator will be assigned their ONR account profile and roles 

by the System Administrator.  
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Where the System Administrator has given responsibility and access to do so, the 

Business Administrator can create, edit or delete other Business Administrator accounts 

and other User accounts for that return. The functions assigned may include set up and 

management of other accounts, notification of login details, resetting passwords, setting 

profiles to provide the ability to view, create, submit and/or amend returns.  

 

E.g. System Administrator assigns the Financial Controller in the third party Investment 

Management Company “Business Administrator” access to the ONR System and also ticks 

the box allowing the User “user to administer at own level” and assigns the FDI return filing 

only. The Financial Controller in the third party Investment Management Company has 

decided that a Senior Manager within the Investment Management Company will perform 

the filing function rather than the appointed Financial Controller. As a result of receiving 

“Business Administrator” access with the ability to “user administer at own level”, the 

Financial Controller in the Investment Management Company can grant access to the 

Senior Manager and issue him/her with a username and password in order to make the 

FDI return filing.  The access granted can be either at “Business Administrator” level similar 

to the access the Financial Controller has or as a “User” which only allows the Senior 

Manager to submit the return and does not allow him/her to set up anyone else as a 

“Business Administrator” on the ONR System for the IF FDI Return filing. 

 

    
“User” Accounts  
A “User” will have the ability to view, edit and amend returns, as determined by the user 

level access and return type assigned by the System Administrator/Business Administrator.  

User Accounts are administered by the System Administrator or Business Administrator. 

The System Administrator/Business Administrator may set up one or more User Accounts 

for a particular IF return type. The User account cannot create or edit other User accounts. 

  

E.g. The System Administrator assigns third party Investment Management Company 

access to the ONR System to complete the FDI return filing. The System Administrator 

decides that the Financial Controller in the third party Investment Manager Company is the 

only person to have access to the ONR System. The Financial Controller cannot further 

assign this function to anyone else in the Investment Management Company or have 

access to add additional users to undertake the return. 

The benefit of providing “User Access” it to ensure that only the specific person tasked with 

performing the filing requirement by the System Administrator / Business Administrator is in 

fact the person who actually performs the task. 

The Central Bank advises that when the System Administrator is completing the 

“Account Type” field, the System Administrator only provides the third party service 

providers with “User” access only 
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Third Party Assigned Access – User View 

Once all details have been entered, verified and saved the System Administrator will be 

brought into the below screen where the System Administrator decides what return type 

they wish to assign to the particular third party user and assign the appropriate role for 

each return to that user. 

 

 

 

If the System Administrator sets up the third party user as a business administrator and 

grants them access to administer at their own level and wants the third party user to have 

the ability to create additional business administrators and users to make the return filing 

they must select the return to be assigned as an “Administrator” role. All business 

administrators who have returns assigned to them in an administrator role will be able to 

view/edit/submit the assigned return. 

If the System Administrator wishes to allow the third party service provider access to 

view/edit/submit the particular return type only, they must select the “Edit” role beside the 

particular return type.  

If the System Administrator only wishes for the third party to have viewing access of the 

return, then the System Administrator must select “View” as a role type.  

 

The below table outlines the various user types available when creating third party users: 
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Third Party User Access Types 

 

Function 
   System Administrator  

Account 
Business Administrator  

Account 
User  

Account 

 
    

             
Delegate a Return    
Amend Delegate     
View Delegate    

             
View a Return    
Amend a Return    
Submit a Return    

             
Edit Profile    
Change Password    

             
Add a User Account    
Reset a User Password    
Edit a User Profile    
Disable a User Account    
Delete a User Account    
Edit a User’s Access    

             
Export to Excel    
Messages/email notification    
Print Return    
Tasks    
 

 

NOTE: “View” type access can be beneficial to allow IF Directors gain access to the 

system in order to view any of the returns on the system. The System Administrator can 

add as many “Users” as they wish with “View” access. The System Administrator must be 

careful however to only assign “View” access and not “Edit” access, otherwise the user will 

be able to amend and alter the return filing. 

 

Once the System Administrator has set up the third party user the System Administrator 

will see details as per below screen: 



Assignment of Reporting Responsibilities for Irish Authorised Investment Funds (IF’s) 

25 
 

 

 

The System Administrator can also edit user details, reset passwords or delete a user 

using the icons as per below:  

  

 

System Administrator “Self File” 

The System Administrators can Self File a return type. To allow a Self File, the System 

Administrator must not delegate the return type during the delegation process. Instead, the 

System Administrator must keep the return type as being “Not Delegated”.  Furthermore, 

the System Administrator should not assign a third party access to the ONR System to 

carry out the return filing.  By keeping the return as “Not Delegated” and by not assigning a 

third party access to the ONR System to carry out the return filing, the System 

Administrator can make that return filing itself.   

From the below screen shot we can see that the System Administrator has opted not to 

delegate the Financial Statements - Annual Return.  By keeping the return as “Not 

Delegated”, and furthermore, by not assigning a third party access to the ONR System to 

carry out the return filing for the Financial Statements - Annual Return, the System 

Administrator can make the return filing itself.   
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9. Deleting/Amending Delegated Returns 

The ONR System is designed to avoid return filings being “orphaned” or “isolated” through 

changing of service providers or by ending the service provider delegation date. 

Depending on when the System Administrator appoints a delegate service provider and 

also the date the System Administrator wishes to end the relationship will determine 

whether or not the request will be granted on the ONR System. 

 

E.g. System Administrator delegates an FDI reporting requirement to the IF fund 

administrator as pre-populated in the Central Bank drop down list on the 25
th
 December 

2012. The IF year-end is 31 December 2012 and the FDI report is required to be filed 

within the 4 month reporting deadline being 30 April 2013.  If the System Administrator 

decides on the 29
th
 of December that the IF fund administrator is incorrect and would 

rather delegate to the IF legal advisor instead, then the System Administrator may change 

this delegate relationship by end dating the IF fund administrator on the 29
th
 December 

2012 and delegating to the IF legal advisor on this date instead.  

 

If, however, on the 2 January 2013 the System Administrator decides that they no longer 

want the IF fund administrator to perform the return filing, the System Administrator cannot 

end date the IF fund administrator as the return is now “active” as the 31 December 2012 

reporting date has passed and the IF fund administrator is now required to submit this 

return. Once the IF fund administrator makes the return filing only then can the system 

administrator end date the delegate relationship and delegate or assign the return to a new 

service provider. 
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Once the IF fund administrator submits and signs-off the FDI return only then can the 

System Administrator end date the delegate and appoint a new delegate to complete the 

filing going forward. When the System Administrator attempts to end date the delegate 

relationship in an active period of delegation the below error will appear: 

 

 

 

If the IF fund administrator were to change during the active period of delegation and the 

System Administrator did not want the IF fund administrator to submit the FDI return, but 

rather wanted the newly appointed IF fund administrator to perform the FDI filing then the 

System Administrator must contact the Central Bank and request to have the old IF fund 

administrator deleted and the return type re-assigned to the new IF fund administrator. The 

below screenshot illustrates where a System Administrator can request such a change 

through the “Submit a Request” button: 
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10. General Guidance 

Changing System Administrators 

An IF can only have one designated System Administrator. If the System Administrator 

changes, the IF must notify the Central Bank immediately via the „Submit a Request‟ 

process. The resigning System Administrator must notify the Central Bank of the details of 

the new System Administrator in order to get that person assigned to the IF. 

 

 

 
Report Generation 

Reports will only be generated on the ONR System for filing with the Central Bank once the 

reporting date for that return type has passed. 

E.g. System Administrator delegates the “Financial statement annual return filing to the 

fund administrator. The year-end reporting date of the IF is 31 March 2013. The fund 

administrator will see that they have been delegated to perform the annual return filing by 

seeing the IF name when they select “Financial statement annual” return after logging in to 

the ONR System using their specific log-in user name and password but will not be able to 

submit or view the particular return until the reporting date has passed i.e. 1 April 2013 or 

after.    

 

Sign-off 

System Administrators/Business Administrators/ Users can all sign-off returns on the 2 

eyes principle. There is no requirement for an in-putter and subsequent approver. All users 

that can edit data and sign-off unless “View” only option is selected at set up stage. All 

returns must be completed in full before a User can sign-off and submit the return to the 

Central Bank. 
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Accessing User Guidance material 

The Central Bank is providing users with a large library of User guidance material and 

online training. To access this information Users can do so by selecting the “Guidance 

material” link in the ONR system. See screenshot below: 

 

 

 

Submitting a Request 

If users would like to submit a request to the Central Bank in relation to a filing they can do 

so through the “submit a request” link within the ONR system 

 

Email Notification 

System Administrators, delegates and third party users will receive pre- notification emails 

on the 3rd business days before the return submission date. Email notification of late filings 

will also be sent on the 2nd & 5th business day post the submission due date. System 

Administrators can configure what third party users can receive these notification emails 

(see general ONR User Guidance for details on how to assign emails to users). 

System Administrators can turn off pre-notification emails but cannot turn off late filing 

email notifications.  

Email verification of return submission to the Central Bank will only be sent to the user who 

submits the return to the Central Bank. Email verification will not be sent to multiple users.  
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