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1. Client Portal

In this manual, it is assumed that you already possess your username and password for the portal and the URL
for the portal website. When you apply the URL, you will see the following screen:

The portal is available in both English and Dutch. Your intermediary has pre-set the language on the portal. You
can always change the language setting. Your selection will be saved on the portal.

1.1. Installing the digital certificate
To further optimise the portal’s security your intermediary uses Comodo security. When logging
onto the portal for the first time, you need to follow an automatic process that will install a digital
certificate on the web browser.

Once you have done this, the registration process is complete.

The following screenshots show the installation process for the digital certificate. The language
setting for these screens depends on the language setting of the browser.

If the certificate has not been installed correctly, you will not be authorised to log onto the portal. In
that case the incorrect certificate needs to be deleted before the (correct) certificate can and must be installed.
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Step 1. When you log on for the first time, the following screen is displayed.

On this screen, you are requested to enter a telephone number and an e-mail address. These details will be used
to provide you with a one-off activation code in the event that you register on a computer that is not registered
with Comodo. Then tick the box in front of "Enable this computer with my Digital Certificate.... ". Click on
"Continue".
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Step 2. On the next screen that appears you are requested to accept Comodo’s terms and conditions.

Check “I agree” and press "Submit".

Step 3. The following screen appears with a notification.

Please press "Yes" in the dialogue box.
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Step 4. Please press "Yes" again in the next screen that comes up.

Step 5. In the next screen you are requested to accept PwC’s terms and conditions.

You now have access to the portal, the registration process is completed.
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1.1.1. Logging on to another computer
If you wish to log on to the portal on a computer different from the one on which you installed the certificate,
you are requested to reregister with Comodo. You will receive an activation code for this on the e-mail address
that you registered. The code can also be sent to your mobile.

Choose the applicable radio button and press "Continue".

Enter the activation code in on this screen. Press "Continue".

If a certificate has already been installed on the computer, you will be sent a notification and will need to select
one of the certificates installed.

Once accepted, you will have access to the portal.
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1.2. Welcome
The Welcome screen shows you the number of tax returns and reports that have yet to be approved as well as
the reports that have been published on the portal for you to view.

When you move the mouse over the number behind the tax returns and reports for you to approve and view,

this following sign appears. If you then click with your mouse on that number, a screen will open showing
a detailed overview of the tax returns, the reports and the newsletters.
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1.3. Contacts
In the "Welcome" section under the tab Contacts your personal details are shown.

You can change these details by using the Edit button. Your intermediary receives a notification by e-mail that
includes the request to make changes. Once your intermediary has submitted the changes, you will receive a
confirmation by e-mail.

All messages from the portal (for example the first part of your password or the message that your tax
return requires your approval is posted onto the portal) are sent to the e-mail address entered on this screen.
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1.4. Search function
The portal has a search function that enables you to search tax returns and reports. On each section, except for
the section "Welcome" the field enter your search criteria is displayed

Type the term you want to search for in this field (search terms must contain at least two characters) and press
ENTER. All returns will be displayed in which the search term appears in one or more of the columns. If you
want to display all returns again, clear the search field and press ENTER.

An advanced search window is also available, by clicking on the link Advanced search.

Here you can provide detailed information on what you are looking for. In this way you can, for example, easily
obtain an overview of all returns that still need to be approved. Regardless of what you selected under Search in
extra fields appear in which you can refine your search. Click on the SEARCH button to start the search.
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1.5. Returns
On the tab Overview in the section "Returns" you will find the returns that you need to approve or that you have
approved.

Additionally, for each kind of return there is a tab which includes all returns of that particular type that you still
need to approve or that you have approved. If your intermediary has indicated that you can view more portals,
an overview of the client for which the returns can be shown is provided in the drop-down list in the top-right of
the screen. (see 1.7.1 Holding portal)

If you click on the button the details of the return will be displayed. The return is included in this
window as a pdf file.
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By typing text in the box and then clicking the ADD NOTICES button you can add additional comments.

If you agree with the return, you should tick the box in front of the sentence “Before you can approve the return
…..”and then click ACCEPT.

If you do not agree with the return, then you should click on the REJECT button. In the window that then
appears, you are required to provide us with your reasons for rejecting the return.

When you approve or reject the return, you will be informed by e-mail.
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1.6. File
In the section "File" you will find all documents which have temporarily or permanently been placed on your
portal for approval or reference.
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1.7. Returns archive
Under the tab Overview in the section "Returns archive" you can find all returns that have been rejected by you
or that have been approved or rejected by the Tax authorities.

In addition, for each type of return there is a tab in which all returns of that particular type are displayed,
whether approved or rejected. Returns are sorted by fiscal year. If your intermediary has provided you with
access to more portals, then the drop-down list in the top-right of the screen provides an overview of the client
for which the returns are available.
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1.8. Management
If you have more than one portal (for example a holding company with several companies), and you want to
view all the portals for your companies, then you only need to log in once to view all your portals.

1.8.1. Holding portal
Once your intermediary has activated your holding portal option, you are able to determine which other portals
need to be shown at the same time. You can define this using the section "Management". The tab Holding portal
provides you with an overview of the linked portal(s).

Click on the button to add the portal(s). The following window appears:
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Enter the username and the password of the new entity and then click on the button.

Repeat this for every new entity.

Your intermediary can help you by doing this for you in the PwC system.



PwC Page 17 of 22

1.8.2. Additional client users
On the tab Additional client users a maximum of 10 additional users can be given access to the portal in
addition to the main user. You can contact your contact person with PwC for this extra functionality.

When you click on the tab Additional client users the following window appears.

The button enables you to add a new extra client user. The window
below shows you how you can document the user details and rights in three steps. In the first of the three steps
you should enter the details of the new user.
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Please note that e-mail is a required field.

Use the button to go to the next window.

In this window you can link the additional client user to the company or companies you granted access for. If a
holding portal is not applicable, this step is will be skipped.

Click to go to the next screen
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In this window you determine which rights the extra client user has for the various sections of the client portal.
This enables you, for example, to determine in the Welcome section whether the user has access to the Tax
return + archive tab using the drop-down menu. If he is given this access, the user sees the tab in the Welcome
window. You can then also determine whether the user is only allowed to read the information or whether he is
also allowed to approve.

If a holding portal is applicable you have to repeat these steps for all entities.

Once you have given the rights , click on the button to continue with step 3.



PwC Page 20 of 22

This window provides you with an overview of the details that you have entered for the additional user. If you

agree with the disclaimer, then thick the box “Yes, I agree with the disclaimer” and these details The
new user will receive the first part of the password by e-mail. You or the main user have to provide him/her
with the second part of the password.

The button enables you to add additional client users. By using the

button you can view the details of previously added users. If you click on the button for an
extra client user, you will see the following detailed window:
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Here you will also find the second part of the password of the new user.

You can change or delete the client user details. Use the buttons and to do this. If the

user requests for a new password you can click the button .
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The following screen appears:

Click on "Yes" to confirm, or "No" to cancel. If you confirm, you will see the following window:

The password has been changed. The new user name and the first four characters of the password have been
sent to the user.

The second part of the password will be sent to you. Please provide the user of the second part of the new
password.


