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The purpose of these guidelines is to guide, assist and help users who want to use EY's online checklist
to validate an entity's financial statements prepared in accordance with reporting class B to D under the
Danish Financial Statements Act.

The quidelines provide explanations and illustrations of the work with the web application to make the
preparation of a checklist as efficient as possible.

The quidelines are intended for all users, and we recommend that the guidelines should be used as a
reference guide in case you have any questions as to the use of the web application.

Contents of the programme

Checklist - structure and completion

When using the checklist, you must start by selecting language, company details and then the checklist
will be adjusted to the particular circumstances that may be relevant for the entity in the financial year,
by answering a few introductory filter questions. Finally the actual checklist questions are answered,
which are structured according to the components of the annual report in the sequence typically stated
in the annual report.

To avoid erroneous adjustments of the checklist, the filter questions should be answered carefully by a
person who has insight into the entity and its affairs. The customisation can be changed later on.

The filter questions are not set up so that complete filtration is made according to the specific affairs of
the entity as potentially this could delete questions to which N/A has been selected.

A filtering process addressed only to special affairs of the entity in the financial year ensures that the
user does not unintentionally filter out relevant checklist questions and at the same time gives the user
information on presentation and disclosure requirements that could be relevant for the individual entity
and which the user did not identify in the first place.

A checklist question answered by "YES" indicates that the user of the checklist has checked that the
presentation and disclosure requirements have been complied with in the annual report in question. A
"No" answer indicates a potential error or oversights in the annual report, and the consequences
thereof should be considered carefully. A question can be answered by "N/A" if the question is not
considered relevant to the annual report in question, e.q. if the question relates to a certain financial
statement item, which the entity does not have or the like.

If there are questions to financial statement items for which the requirement is deemed not to be
material and the question e.g. is answered by "N/A", the user of the checklist should provide comments
for this reply in the comment field to the questions. This could also be relevant in connection with "Yes"-
answers where it is not obvious to the reviewer how the requirement has been observed. In other words,
it is important to use the checklist correctly and to provide comments on the individual questions, which
ensures that the checklist can be presented as appropriate documentation.

Filling in of the checklist is made electronically and the checklist applications show, i.a. how far you have
progressed in filling in the checklist, and you may also forward the checklist for review, i.e. the checklist
can be filled in by an employee, who subsequently forwards it for review to another employee or to the
auditor.

You can print the results to document that the checklist has been completed and to control the entity's
annual report. When the checklist has been created, a report of the checklist can be printed containing
the answers to the filter questions, the checklist questions and any comments.



1.2

2.1

EY

Electronic accounting checklist - Danish Financial
Statements Act
User's guide

Support

If you have any questions in connection with the use of the checklist, please contact EY's Professional
Practice department (PP).

Professional questions can be directed to:

Carsten Jeppesen
Telephone: 2529 4846
E-mail: Carsten.Jeppesen@dk.ey.com

Technical questions can be directed to:

Anders Duus
Telephone: 2529 4060
E-mail: Anders.Duus@dk.ey.com

Accessing the EY checklist

Navigate to EY's online checklist for validation of an entity's annual report prepared in accordance with
reporting class B to D under the Danish Financial Statements Act., "the EY checklist", by clicking the link
below.

https://eytjeklisten.sbp.eyclienthub.com/

EY
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Login

Users who have previously used "the EY checklist" should log on as follows:
= Enter your "E-mail address"

= Enter your "Password".

Click "Log in" to start using the application.


mailto:Carsten.Jeppesen@dk.ey.com
mailto:Anders.Duus@dk.ey.com
https://eytjeklisten.sbp.eyclienthub.com/
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Create new user

Users who have not previously used "the EY checklist" must register as users in the system. Click "New
user" below the "Log in" button.

Forgotten password

If a user has forgotten the password to his or her user profile, click the link "Forgot your password?".
This will create an e-mail that is sent to EY's support team.

Create new user

EY

Greate User
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When creating a new user, the following information must be entered:
= E-mail address

= Password. Please note: Passwords must contain at least 10 characters and consist of numbers,
letters (upper-case and lower-case) and special characters

= Confirm password
=  First name and last name

Click the "Create User" button to access the application.
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Overview

CVR number Name of entity Year end E ®» 0 2 s & ¢ 7

@ Createnew P

2023 © PP-TOOLS

When you have logged in, the overview of checklists that you have created is shown. This page contains:

1. Anoverview of checklists created. From the overview, it is possible to open, delete, create copies,
roll-forward and to view information about a checklist.

2. Click the "Create new" button to create a new checklist.
It is possible to search the overview of checklists created.

4. The language of the application is chosen by clicking the individual flags. The language selection
affects:

- Menus

- Infotexts

- Buttons

- Column headings in the individual table views.

5. Option of viewing the individual user profiles. Here, it is possible to change password as well as first
name and last name.

6. Button for logging out of the application.

7. Button to make roll-forward of checklist from previous financial year.
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Creating a new checklist

You may create a new checklist in two ways depending on whether a brand new one needs to be created
or whether a checklist has been prepared for the previous financial year in the application:

1. Creating a brand new checklist (5.1)
2. Roll-forward of checklist (5.2)

Creating a brand new checklist

Step 1- Creating a brand new checklist

Use the "Create new" button to create a new checklist.

Step 2 - Select checklist language

R
i

Checkiist language

Here, the language selection is independent of the language selected for the application. The selection
solely relates to the language of the questions and answers shown when completing the checklist.
Please note: The selection cannot be changed later on.



5.2

EY

Electronic accounting checklist - Danish Financial
Statements Act
User's guide

Step 3 - Enter company details

» New checklist

# Main menu

Klist language

rails ity
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After selecting checklist type, you can enter the entity's basic information. All fields must be filled.

When keying in the CVR no., the application will automatically suggest entity name and financial year.
This can subsequently be changed manually.

Roll-forward of checklist

Step 1- Make roll-forward of checklist from previous financial year

If a financial statements checklist has been prepared for the last financial year in the application, roll-
forward can be made by clicking the button c (no. 7 in paragraph 4 in this guideline).

Steps 2 and 3 - Select checklist language and enter company details

Please confirm rollforward of the checklist

You have choosen to perform rollforward for the below client. Please confirm the client master data below and click "Ok". Please not that
language and reporting class cannot be changed at a later stage

Checklist language Dansk v

Company EY Godkendt Revisionspartnerselskab
CVR number 30700228

Financial year start date 01-07-2024

Financial year start date 30-06-2025

Reporting class D v

The majority of the questions will be automatically pre-filled with the answers given in the latest checklist, but it is still necessary to read
each question and confirm that the answer is correct for the current annual report

Ok Cancel

Continuation is proposed of details from the checklist that is rolled forward. Continuation of start date
and end date of this financial year from the previous financial year is also proposed.
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Here, the language selection is independent of the language selected for the application. The selection
solely relates to the language of the questions and answers shown when completing the checklist.
Please note: The selection cannot be changed later on.

Changes to master data must be made manually provided that they are not in accordance with the
factual circumstances. The data must then be approved by clicking the button "Ok".

Answer filter questions

In this step, you may adjust the checklist to the particular circumstances that may be relevant for the
entity in the financial year. When selecting reporting class, the entity must answer a number of
mandatory questions.

In addition to the mandatory questions relating to the reporting class and type selected, a number of
guestions must be answered, which will customise the final checklist in a number of areas.

Answers to the individual questions can be selected via the drop down menus or using the tabulator and
the letters "Y" or "N".

You must answer all filter questions to complete the creation of the checklist. If not every filter question
has been answered, the application will warn you and mark the questions that have not been answered
when you click the "Create" button.

Every filter question must be answered by either "Yes" or "No".

In addition to answering filter questions, it is possible to:

1. To get help to gain a better understanding of the individual questions. Help texts are shown in italics
under each individual question and shown with an 9 icon.

2. Tosend an e-mail to EY if you believe that there is an error in the questions asked. You may do so
by clicking the ‘f[‘icon next to each question.
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Working with the filtered checklist

Once you have answered every filter question, the final checklist is presented. This checklist includes
several questions, which are to be answered via the drop down-menus by "Yes", "No" or N/A. If the
checklist is a roll-forward, a "Confirm"-button will show next to each question that has been rolled
forward.

You can navigate through the checklist as you do not have to answer all questions to proceed to the

next tab. However, we recommend to fill in the checklist chronologically from the top to the bottom as
there may be internal consistencies based on which checklist questions may appear or disappear based
on the answers provided to the individual checklist questions, e.g. questions relating to going concern.

« 3
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As shown above, the screen has the following features:

Indication of the percentage of the checklist that has been completed.
Indication of the percentage of the individual area that has been completed.
Save changes to the checklist.

Share the checklist with another user.

Send a checklist to another user for approval/review.

S A T o e

Print a report of the checklist containing the answers to the filter questions and the checklist
guestions, etc. (can only be made when the checklist is complete).

~

Edit the individual answers to the filter questions.

Return to the main menu showing the checklists created.

The individual questions.

10. Answer choices for the individual questions.

11. "Confirm"-button to confirm that last year's answer is also relevant for this annual report.
12. Tick showing that the answer has been confirmed unchanged from answer provided last year.
13. Option to write a detailed comment on the individual questions.

14. Option to view references to the Danish Financial Statements Act.
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15. Option to see which filter questions have triggered the individual questions.
16. Help text to gain a better understanding of the individual questions.
17. Option to send an e-mail to EY if you believe that there is an error in the questions asked.

18. Option to an example of how the presentation or the information can be disclosed in the financial
statements.

Sharing checklists

As described above in "Working with the filtered checklist", there are two ways to share the checklist
created.

1. Share checklist

2. Send for review

Share checklist

When you click the "Share checklist" button, the following screen is shown.

Share checklist

E-mail address

Annuller

Click + to add the e-mail address(es) of the user(s) to share the checklist with. When added, click "Ok".
The system will then create an e-mail to be sent.

10
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a - = Link til regnskabstjekliste for EY - Message (HTML)

Insert  Options  FormatText  Review  Developer  PDF-XChange @ Tell mewhat you want to do

= . v 2! ) . > .
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@ = ! High Import
! High Importance -
Paste Bru|w-a-E = Address Check  Attach Attach Signature New View
~ ¥ Format Painter - Book Names Filer ltem=  ~ ¥ LowImportance  peeting Poll  Templates
Clipboard M Basic Text 5 MNames Indude Tags 5 FindTime | My Templates ~

To...
=

Caun
Send

Subject | Link til regnskabstjekliste for EY

Regnskabstjeklisten for EY, CVR-nr. 30700228 for perioden 01-01-2018 - 31-12-2012 er oprettet og kan tilgas via linket: wwuw.ey-tjeklisten.com.

Huis du ikke tidligere er registeret som bruger pé www.ey-tjeklisten.com, skal du for at kunne tilgd tjeklisten oprette en brugerprofil ved at angive fornavn og efternavn
samt vaelge et password. Derefter ledes du automatisk videre til tjeklisten for EY.

Denne mail er automatisk genereret p3 vegne af Anders Duus fra EY's online regnskabstjekliste pa wwiv.ey-tjeklisten.com.

The e-mail will contain a link to the EY checklist, and the recipient must then register with the specified
e-mail address or log into the application. Please note: If the specified e-mail address does not exist in
the system when the user logs in, the checklist will not be shown.

Send for review

Once the checklist has been completed, you may forward the checklist for approval by another user.
You do so by clicking the button "Send for review". The following screen is shown:

Share checklist

E-mail address

+ Add e-mail address

Annuller

Click ¥ to add the e-mail address(es) of the user(s) to share the checklist with.

When added, click "Ok". The system will then create an e-mail to be sent.

11
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a L Regnskabstjekliste for EY er klar til review - Message (HTML)

Message Insert Options Format Text Review PDF-XChange Q Tell me what you want to do
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Clipboard [F} Basic Text ] Mames Include Tags [F} FindTime My Templates ~
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Send

Subject Regnskabstjekliste for EY er klar til pevigw

hegnskabsqekllsten for EY, CVR-nr. 30700228 for perioden 01-01-2018 - 31-12-2018 er klar til dit review og godkendelse.

Hvis du ikke tidligere er registeret som bruger pa www.ey-tjeklisten.com, skal du for at kunne tilga tjeklisten oprette en brugerprofil ved at angive fornavn og efternavn
samt valge et password. Derefter ledes du automatisk videre til tjeklisten for EY.

Denne mail er automatisk genereret pa vegne af Anders Duus fra EY's online regnskabstjekliste pa www.ey-tjeklisten.com.

The e-mail will contain a link to the EY checklist, and the recipient must then register with the specified
e-mail address or log into the application. Please note: If the specified e-mail address does not exist in
the system when the user logs in, the checklist will not be shown.

Reviewing/approving a checklist

When receiving a checklist for review/approval, the recipient can open the checklist from the overview
of checklists created.

CVR number Name of entity Year end E & o & [ ]

32442342 Test company 31122023 b = o @ 8 c
& Create new

2023 © PPTOOLS
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If the checklist is opened, the user will see a summary of the checklist. See the illustration below:

& Welcome

ts » Test company for 02-12-2023 - 31-12-2023

Checklist for Test company
CVR number: 32442342 1

Accounting period: 02-12-20 12-2023

Reporting class: D

~ Change of answers to filter uestions

Answers to the following
when the checklist w

ave been changed after the checklist wi
ted. It should be checked that the current answer:

ted. Changes in answers to filter questions mean that other checklist questions have been asked than those asked

er questions are correct
Filter questions Original answer Current answer

Isthe company a co-operative society? 2 No

2023 © PP-TOOLS

As shown above, the review screen may include the following features:
1. Basic information about the entity. This part will always be shown in the review screen.

2. Questions requiring attention. This section shows the questions in the checklist that the reviewer
should pay special attention to. These may include:

- Checklist questions answered by "No", incl. comments.
- Comments on checklist questions answered by "Yes" or "N/A",
- Changes to filter questions.

3. Option to print a report of the checklist containing the answers to the filter questions and the
checklist questions.

4. Approve the completed checklist. Please note: When the checklist is approved, the answers are
locked for editing. The checklist can only be unlocked if the user who created the checklist cancels
the approval.
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