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1 INTRODUCTION 

The LEASEUROPE DATA ENTRY SYSTEM (LDES) is a web-based software for 

creating and administrating specific predefined questionnaires on the one 

hand and an application for carrying out surveys based on these 

questionnaires on the other hand. 

This user manual will guide you through the process of filling out a 

questionnaire on the basis of an example for the Ranking Survey 2009. 
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2 REGISTRATION 

By choosing the link on the Leaseurope website to the Registration for the 

Ranking of Top European Leasing Companies www.leaseurope-

des.org/rankingregistration you will get the following Login-screen: 

 

After reading the text please click the next-button to receive the following 

screen. 
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Please fill in these fields and click the next-button to get the following screen: 
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Select the right category-type for your company and click the next-button. 

Depending on what you selected above you'll get one of the following two 

screens: 

for Parent or Stand Alone Companies:  for Subsidiary Companies: 

  

 

Please select the options that correspond to your situation and click the next-

button to get the following screen: 

 

Please fill in these fields and click the next-button to get the final Registration 

form: 
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3 DATA ENTRY SYSTEM 

3.1. Logging-in 

By choosing the link on the Leaseurope website to the Data Entry System 

www.leaseurope-des.org you will get the following Login-screen: 

 

If you received an e-mail with your personal access codes from Leaseurope 

previously, please type in your username and your password in the 

appropriate fields on the Login-screen. Then click the Login-button to enter 

the system. If you don't have any access codes, but your e-mail address is 

registered at Leaseurope already and you are admitted to use the system, 

you can request them by clicking the link Get username/password below the 

Login-button. Please type in your e-mail address in the box (see below) and 

click the Send-button to receive your access codes automatically by e-mail. 

 
NB. Please contact Leaseurope at j.bucyte@leaseurope.org if you have trouble 

entering the system, have not registered or have not yet received access 

codes 
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3.2. Filling in a questionnaire 

After having logged in successfully, you will see a list of all active surveys 

(available questionnaires) you are assigned to. 

 

Choose the survey you want to fill in. Selecting the Ranking Survey 2009 by 

clicking on it will open the following summary: 
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To begin with, you should read the Guidelines. Afterwards, you can 

change/enter your personal data by clicking the Change-button in the 

"Personal Data"-area. 

To start entering data, please click on the link for the first Data Group 

(1. DISTRIBUTION CHANNELS). You will get a new screen with various 

fields to enter values (see below). 

 
 

The second Data Group asks to describe the types of leasing products covered 

by the figures reported: 
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The third Data Group focuses on your outstanding contracts: 

 

Please keep in mind that, unless specifically stated, every amount has to be 

filled in in thousands of Euros as you can read in the header of the Data 

Group. 

Here you can see the different questions. If there are notes available, you will 

see them by a mouse-over of the blue  i -symbol next to the question or by 

clicking on this blue  i -symbol. Additionally, you will find a list of all notes at 

the bottom of the screen, marked with small letters. These notes are 

designed to help you fill in the survey. 

The small box to the left of the 2009-fields in the column of the 

~ symbol is an indicator whether your values for the actual year are 

estimations or not. Please select this box when filling in figures that are 

estimations (for the current year). 
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Then fill in your values in the boxes below the actual year (2009 in this case). 

If you have to enter decimals, please use the , or the . as the decimal point, 

but please do not use separators for thousands! Please also fill in the 

values of the previous year in the column right to the actual values. 

Fields highlighted in yellow mean that you do not have to fill in data here. 

These values are a sum of others and will be generated after clicking one of 

the Save-buttons on the bottom of the screen. 

Clicking the Save & check-button will check the values (for the current year) 

you have filled in for plausibility/consistency. For example, if the value you 

filled in exceeds a predefined limit, it will be highlighted by a red exclamation 

mark ! . In this case, please double-check to make sure the figure you have 

entered is correct. If your data is indeed correct, you can leave it unchanged 

and carry on filling in the form. If the value is not correct, you should modify 

it accordingly. By clicking on the exclamation mark you will get plausible 

limits of the value. Please adapt the value you filled in and continue with the 

rest of the survey. 

However, if a double exclamation mark !! (critical value) appears, you will 

have to correct the particular value otherwise you will not be able to send 

your data to Leaseurope. Again you will get plausible limits for the value by 

clicking on the double exclamation mark. 

Please do not refresh the site in your browser while you are entering data 

before clicking one of the Save-buttons because this will make the browser 

receiving the stored values again so that the actual entered values may be 

lost. 

After going through all of the Data Groups you will be redirected to the 

summary-page where you now can see the status of your Data Groups (see 

below). Please correct/fill in errors/missing values by entering the particular 

Data Group (highlighted in red, e.g. 9 Error(s)/Missing). 
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After finishing your entries please submit them to Leaseurope by clicking the 

Submit-button (see above screen) in the Data Transfer-area on the 

summary-page. 

If you try to submit a questionnaire with critical errors you will get the 

following screen: 

 

Please click on the Critical-link to open the particular Data Group and find the 

critical values marked with a double exclamation mark !!. There you can 

enter/correct the missing/incorrect critical values and again try to submit your 

data after clicking one of the Save-buttons. 
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If the questionnaire still contains implausible values (highlighted by the single 

exclamation mark ! ) but no critical values, you can submit after 

confirming that you are aware you may be sending incorrect data (see 

below). 

 

If you want to correct these data before submitting, please click Cancel and 

go back to the particular data group and edit your wrong/missing values 

highlighted with red exclamation marks !. 

Once you are satisfied with your questionnaire, please click the Submit- 

button and confirm your transfer. 

 
 

The status of your questionnaire now changes from in process to 

submitted.  
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