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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:

Please enter your user name and password

English - Nederlands

pR—
Password: - = -

forgotten password?

| ok | I Cancel I

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.

AN,

Client Portal

As part of our commitment to provide the highest levels of anline security, we are strengthening our customer authentication
processes. To complete this one-time process we request that you provide contact phone numbers and a contact email address. In
the future, we shall use these details to contact you with an activation code whenever yvou login from a computer that is not
registered with us.

Please select your preferred language

Language |Eng\|5h hd

Please enter your contact phone numbers in the fields below. In the future, we will use these numbers to provide you with
a one-time activation code whenever you login from a computer that is not registered with us.

Phone Type Country Code Phone Number

Business Imlh— l—l—l—
Mobile [onreesmees =[v | [ [ [ |
other  [imemm EF 1 [

Please provide the e-mail address that you would like to use to receive an activation code. [s

E-Mail Address 1

E-Mail Address 2|

If you are currently using a computer that you plan to normally use for accessing portals, you can enable it for secure and
convenient access with a Digital Certificate. Your Digital Certificate will authenticate you and eliminate the need to provide an
activation code each time you access your account. We strongly recommend that you anly enable computers that you plan to
normally use for accessing portals.

W Enable this computer with my Digital Certificate for future secure and convenient access to portals.

o

Important Note!
Upon clicking Continue, two "Potential Scripting Violation” warnings vill appear. These warnings inform you that the site is (1) requesting a
new certificate on your behalf and (2) adding it to your computer.

Click Yes to the two warnings to ensure proper installation of your digital certificate.

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.

COMODO TF CERTIFICATE SUBSCRIBER AGREEMENT

Y
ComodoTF CERTIFICATE SUBSCRIBER AGREEMENT j

IMFORTANT - FLEASE READ THIS AGREEMENT CAREFULLY BEFORE
APPLYING FOR, ACCEPTING, OR USING A COMOCDOC TF CERTIFICATE.
BY USING, AFFLYING FOR, OR ACCEFTING A COMODO TF CERTIFICATE
OR BY CLICKING CN "I AGREE" BELOW, YOU ACKNOWLEDGE THAT YCU
HAWVE READ THIS AGREEMENT, THAT ¥YOU UNDERSTAMD IT, AND THAT
YOU AGREE TO THE TERMS AS FESENTED HEREIN. IF YOU DO NOT
ACCEPT THE TERMS CF THIS AGREEMENT, OO NOT APFLY FOR,
ACCEPT, CR USE A COMODO TF CERTIFICATE AND DO NOT CLICK "I
AGREE" BELOW.

Thiz agreement between vou (the "Subscriber” or "vou") and Comodo
CA& Limited ("Comodo™), which has its principal place of business at 26
Office Village, 3rd Floor, Exchange Quay, Trafford Read, Salford,
Manchester M5 3EQ, United Kingdom, governs yvour use of Comaodo's
digital certificate =ervices.

hd
1 MimEimibimme =med Tk e ok e -

W 1 agree

Check “T agree” and press "Submit".

Step 3. The following screen appears with a notification.

AN,

Client Portal

Generating Digital Certificate Request...

Potential Scripting Yiolation =]

'E This Web site is requesting a new certificate on your behalf, You should allow only trusted Web sites o request a certificate For you,
L

Do you want ko request a certificate now?

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

Client Portal

Installing Digital Certificate now....

Potential Sci Yiolation X

This Web site is adding one or more cerkificates to this computer, Allowing an untrusted Web site to update vour certificates is a security risk, The Web
' site: could install certificates you do not brust, which could allow programs that you do ot trusk to run on this computer and gain access to wour data,
L

Do you want this program to add the certificates now? Click Yes if wou trust this Web site, Otherwise, click Mo,

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

General Agreement
Specific Terms & Conditions Applicable to Use of the PwC Client Portal

These Terms and Conditions ("the/these Specific Terms & Conditions") are supplemental to the signed Engagement Letter
which addresses both the terms of the various services being provided by PwC and the General Terms & Conditions
applicable to all services provided by FricewaterhouseCoopers Accountants N.W. and/or PricewaterhouseCoopers
Belastingadviseurs N.W. Theze Specific Terms & Conditions cover the use of the internst portal which facilitates the
exchange, review/approval and transmission of tax returns and other documents.

1. Definition of terms used in these Specific Terms & Conditicns:

PwC Client Portal: The portal maintained by PwC which facilitates electronic communication between PwC and its clients,
including the various modules of the web applications.

Client: ~ny legal entity, partnership, enterprize (including representatives of any of theze parties), natural persaon, client
user or additionally authorized client user making use of the PwC Client Portal.

Client User: Any Client contact person who has been given limited administrator access to the Client’s internet portal.
Additionally Authorized Client User: Any user who is additionally authorized by the Client’s contact person to have
(limited) access to the client’s internset portal.

EDM: The First Day Motification requirement ("eerstedagsmelding regeling™), under which the employer is required to notify
the Tax Authorities of new employees at the |atest by one day prior to the employee’s first working day.

Tax Return: Tax returns for company tax, income tax, wages withholding tax and turnover taw (WAT).

ICL: Report of intra-Community supply (of goods and services).

User Certificate: The electronic/digital certificate iszued by the certification authority for security purposes.

Pw(: PricewaterhouseCoopers Accountants M.V, or PricewaterhouseCoopers Belastingadvissurs N,

EKA: The Electronic Copies of Assessment(s) ("Elektronische Kopie Aanslag(en)”), which (if the Client has indented via
PwC to receive such) are to be made available via the PwC Client Portal and are subject to these same Specific Terms &
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.

A,

Client Portal

This computer is not registered with us so you will need an activation code to log in to your account. Please select the phone
number or email address that you would like to receive the code at. Afterwards, yvou will be given the opportunity to register this
machine with us so that you will not need an activation code next time.

Phone SMS
0 soxex-xo-3405 T

E-Mail Address

@ brooe@xs4allnl

Click here if vou have already received an activation code

Choose the applicable radio button and press "Continue".

LN,

Client Portal

Please type your activation code into the space provided. If you plan to regularly use this computer to access your account in the
future, we recommend you register it with us. Registering means you will not need an activation code the next time you want to
login using this computer. To register this computer, you should check the box 'Enable this computer with my Digital Certificate for
future secure and convenient access to portals.'

Please enter your activation code to login
Activation Code |

You have already installed the maximum number of certificates allowed. No more digital certificates can be installed. Please, contact
us for more details.

[T Change security settings

Go Back |

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.

= |

pwc

Contacts
Welcome

Tax returns

File

Dear mrs Arlita Velthuis, Welcome
News ) . . X Welcome at PwC acceptatie-
Welcome at PwC acceptatie-omgeving. You have just logged on successfully. smageving. We are also at your %
Tax returnsarchive  Here you can view, approve, or add comments to various types of documents. disposal in the field of fiscal

advice. Please feel free to contact

The following documents have been prepared for you recently: us-

Questions?
IEninsh vl Status messages

Questions? Please zend us your
guestions and comments. Flease
mail us at
Paul.Vlemmix@nl.pwe.com

Tax returns awaiting approval: 1
Reports awaiting approval: 0
Reports for inspection: 0
Mews for inspection: 0

Total: 1 new documents

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

this following sign {E) 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.

s

pwc

TEST IIT

Overview
Welcome

Tax returns
Management contact information

File
News
Client data
Tax returns archive
Company: TEST III Address: P.O. Box 1469
Contact: Mrs Arlita Velthuis Zip code: 1000 BL
I English vl Telephone: Town: AMSTERDAM
Mobile phone: +
Fax: Country: MEDERLAND
Log off (a:glri“rlzasrsly e-mail E-mail: udyou.cp@nl.pwe.com
Intermediary: Mr Paul Vlemmix VAT number:
CIT number: 8181.22.353 PIT number:
Chamber of
PTR number(s): no PTR-number! Commerce
number:

Usage data

User name: tezarlvell79 Password: FEEEEEEE

Change password

Intermediary

Company: PwC acceptatie-omgeving Address: ;homas R. Malthusstraat
Contact: Mr Paul Vlemmix Zip code: 1066 JR

Telephone: (020) 568 6666 Town: AMSTERDAM

Fax: (020) 568 6888 Country: Mederland

E-mail: Paul.Vlemmix@nl.pwc.com

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.

e
\\—/ 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

A

ntera | Advanced search

]

L=l ylaUl ol

cu

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.

.

pwc

TEST IIT

Hetcome -

Tax returns

News |Searchin [Taceums =]
Tax returns archi Type |.9J| types of retums =l
Status | All status =l

Period [1 =] Ly

English -
o8 [y

Log off

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.

a

CIT

Welcome

Tax returns

File

News
e -____

05-06-2011

[\?l | 2009 | 12:18 | Wait for approval | \l'lew |

IEninsh 'l

Log off

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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pwc

For inspection
Welcome
Tax returns
File Corporate income tax
client TEST 111
News
Tax return number 8181.22.353
Tax number -
Time period Full year 2008

Tax return rapport ‘l@ View report
English B

o notices have been placed...

Log off

Add notices

|

T Before you can approve the return and submit it to the Tax Authorities, you
must first confirm that you have reviewed and checked it. You can then approve
‘the return and submit it to the Tax Authorities by clicking on the “Accept” button.

If you do not agree with the return, you should reject it by clicking on the
“Reject” butten.

As authorized representative, 1 hereby confirm on behalf of TEST I, hereinafter “the
Taxable Entity”, that I have read and concur with the contents of this return.

Furthermore, T authorize PricewaterhouseCoopers Belastingadviseurs N.V. and/or
PricewaterhouseCoopers Accountants N.V. and/or PricewaterhouseCoopers Compliance
Services B.V. and the third parties they have engaged (hereinafter: 'PwC') to file this
return electronically with the Tax Authorities on behalf of the Taxable Entity. On behalf
of the Taxable Entity I confirm that I am aware that I remain responsible to the Tax
Authorities for the timely fiing of the return and also that 1 am aware that the use of
electronic systems such as this involve the risk of breakdown in data transmission
between the Tax Authorities and PwC and that any liability of PwC in relation thereto is
limited to three times the amount of the fees paid or payable for the return (andfor
other documents) in question and the related services, unless the liability is related to
an intentional act or wilful recklessness on PwC part

Status of the tax return:

f Tax return uploaded/prepared

 Wait for approval (05-06-2011 12:18)
Approved by client
Sent to Tax Authorities
Received correctly by Tax Autherities

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.

Are you sure you want to reject the tax return?

Eelow, you hawve to enter a reascon for rejection.

ﬂl Cancel |

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.

A

Temporary Permanent I Permanent IT
Welcome -
Overview
Tax returns
File enter your s earch criteria | Advanced search
o -———-
Tax returns archive
No files found

IEninsh 'I

Log off
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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.

cIr
Welcome
Tax returns
- Year: 2003 | 2004 | 2005 | 2006 | 2007 | 2008 | 2009 | 2010 | 2011 | 2012 |
L) [ p— arch citeria . Advanced search
e -—————
07-06-2011
| | 2009 | 13:38 | Geweigerd door client | Vuew |
English =l
Log off

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.

PwC
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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).

i

TEST IIT
Holdingportal Link cliént-users Additional client-users
Welcome

Tax returns

Tax returns archive

File
-

News
| No company found |

Add company l

IEninsh 'l
Log off

Click on the

button to add the portal(s). The following window appears:

TEST IIT
Holdingportal Link cliént-users Additional client-users
Heieome TEST III - II
Tax returns
File Add company
News User name ||

Tax returns archive Password | - |
Management
IEninsh vl
Log off

PwC

Page 15 of 22



Add company

Enter the username and the password of the new entity and then click on the button.

Repeat this for every new entity.

C N
\\\—/ Your intermediary can help you by doing this for you in the PwC system.

i

TEST 11T
Holdingportal Link cliént-users Additional client-users
o= TEST III ;u
Tax returns

File
Company Contact
News

Tax returns archive TEST IV Mrs Arlita Velthuis
. i

| Add company '

IEninsh 'l
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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.

A

pwc

TEST IIT

Welcome

Tax returns

File

News

Tax returns archive

Management

IEninsh 'l

Log off

Holdingportal

Link cliént-users

View additional client-users

Additional client-users van TEST III

Additional client-user -

No employees

Create new additional client-user

Additional client-users van TEST IV

Additional client-user _

Mrs Arlita Velthuis

Additional client-users

&

The button |

Create new additional client-user

| 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.

A

pwc

TEST IIT

Welcome
Tax returns
File

MNews

Tax returns archive

IEninsh 'l

PwC

Holdingportal

Link cliént-users

Additional Client-users

Add additional dient-user - Step 1 - 4

Gender: mro T
First name: I—
Infix: I— %
Surname: I—
E-mail: I—
Mobiel nummer: I—
Language: m

Mext
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Please note that e-mail is a required field.

A

pwc

TEST IIT

Welcome

Tax returns

IEninSh 'l

Use the button

Holdingportal

Link cliént-users

Additional Client-users

Add additional dlient-user - Step 1 - 4

Gender:

mr -
First name: I—
Infix: l—
Surname: I—
E-mail: I—
Mobiel nummer: I—
Language: Im
MNext
Mext .
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.

i

pwcC

TEST IIT

Welcome
Tax returns
File

News

Tax returns archive

Holdingportal

Link cliént-users

Additional Client-users

Koppelen extra cligntgebruikers aan ondernemingen

Add additional client-user - Step 2 - 4

Management Rechten op ondernemingen:
M TesT I
[T TEST 1w
English -
nghs J et
Log off
. Mext
Click to go to the next screen
PwC
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s

pwc

TEST IIT

Welcome

Tax returns

Heoldingportal

Link cliént-users

Additional Client-users

File Add additional client-user - Step 3 - 4

News
. Welcome |Fu|| contral j
Financial Online INO access j

Management
Web Payroll |No access j
Fiscal news INO access j
Tax returns + archive IACCESSibk—Z! j
IEninsh | FDN [No access |
cIT |N0 access j
File |No access j
Log off News |No access j

MNext

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 appro

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.

ve.

=

pwe

TEST IIT

Holdingportal

Welcome

Tax returns

News
Gender:
Tax returns archive First name:
Infix:
Management Surname:
E-mail:

Mobiel nummer:
Language:

English -

welcome
Financial Online
Log off Web Payroll
Fiscal news
Tax returns + archive
FDN
=3}
File
News

Link clignt-users

mr
Ruud

Mohlmann

udyou.cp@nl.pwe.com

051844557
English

Rechten per onderneming

Full control
Mo access.
Mo access
Mo access.
Accessible
Mo access
Mo access
Mo access
Mo access.

Additional Client-users

File Add additional dient-user - Step 4 - 4

TESTII hd

Disclaimer

Client Portal, for the use

T ves, 1 agree with the

The Client is wholly responsible for its use of the PwC Client Portal, for the user names and passwords
allocated, for the determination and allocation of rights to Additionally Authorized Client Users
irrespective of the identity of the applicable PwC Client Portal User) via the user names and passwords
allocated. The Client and/or the Additionally Authorized Client Users shall make use of the PwC Client
portal only with their own individually allocated user name and password. PwC and any third parties
involved with PwC shall not be respansible, or be held responsible, for the Client’s use of the PwC

of the user names and passwords allocated and for the use of the user names.
and passwords allocated to Additionally Authorized Client Users. The Client shall provide only the
information requested within the context of the service provision, shall in ne way violate third party
intellectual property rights, and shall in no way interfere with or commercially exploit the system. The
Specific Terms & Conditions to use the PWC Client Portal are applicable.

disclaimer.

PwC
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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.

i

TEST IIT
Holdingportal Link cliént-users Additional client-users
Welcome
Tax returns
(D View additional client-users
News

Additional client-users van TEST III
Tax returns archive

Additional client-user _
Management
Mr Ruud Mohlmann

Create new additional client-user

|Eng|ish 'l Additional dlient-users van TEST IV

Additional client-user _
Mrs Arlita Velthuis
Log off
The button | Create new additional slient-user | 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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i

pwc

19 B.Vv.
Holdingportal Link clignt-users Additional client-users
Welcome
Tax returns
Fi%  \iew contact information
News

Additional client-user data .

‘ax returns archive

Management Contact: Chr. Henk Kalkman E-mail: wdyou.cplnl.pwc.com
Mobiel nummer: 0653723405
Language: Nederlands
English x .
9 | Rights " 19 B.V.
Welcome Full contrel
Financial Online Mo access
Web Payroll N access
Log off Fiscal news Mo accass
Tax returns + archive Apcassible
FDIN Mo access
cIT Inspact

File No agcess
News Mo access

[ Changs _Jl _ Dulets |

User name: scnhanical Password:

Sample letter:

Sample fasx:

Reguiil & Aew paidward

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 |_Change | ang [_Delete |6 do this. If the

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

e

pwc

TEST IV
Additional client-users
Welcome
Management
You are about to change the access password for 'Ruud Mohlmann' and to forward it to the user.
IEninsh 'l Are you sure you want to change and send the password?

Log off

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

TEST 1V
Additional client-users
Welcome
Management
The password for Ruud Mohlmann has been changed. The new user name and the first four
characters of the password have been sent to the user by e-mail {arlita.velthuis@nl.pwc.com).
IEninSh vl Please provide the last four characters of the password to the user.
Log off

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.
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