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Introduction

According to the Belastingwet BES (Taxation Law BES) in the month of January all who have a duty to
keep an administration will have to submit a declaration to the inspector concerning the persons who
have been employed by the company in the past year, including directors, members of the supervisory
board and persons, which do not work in another manner than based on provision. In the same month
the company should also submit a declaration concerning third parties, which in the past year, other
than under employment, have executed activities and services for the company. In the event the
company does not, not timely or not completely submit the declaration as meant above, this will
constitute an omission for which the inspector can give him/her a penalty. For more detailed information
concerning the declaration obligations of the company with the duty to keep an administration, we do
refer you to section 8.87 of the Taxation Law BES (Belastingwet BES).

For whom

According to the Belastingwet BES companies with the duty to keep an administration are:

a. natural persons who have a company or execute a profession,

b. natural persons who are withholding agents,

c. entities.

For more detailed explanation and requirements concerning the administration obligation we refer
you amongst others to section 8.86 of the Taxation Law BES (Belastingwet BES).

Submit a declaration at the Belastingdienst Caribisch Nederland

Belastingdienst Caribisch Nederland has developed an online Collective Wage Sheet Wizard BES
(Verzamelloonstaat Wizard BES) for the submission of the declaration of employees and non-employees.
This Wizard, as of the return for 2011, will replace the (offline) Collective Wage Sheet Wizard from the
Inspector of Taxes N.A. (Inspectie der Belastingen N.A.), which has been used until now. By means of this
Wizard the employer can submit a Collective Wage Sheet in a simple manner. Hereby certain revisions
are executed in order to give the employers as much feedback as possible concerning complications
when processing the collective wage sheet. The new Collective Wage Sheet Wizard BES is available on
the website of the Belastingdienst via a secured portal. Submission of the Collective Wage Sheet, and
possible corrections on this, happens completely online. Via the portal and the Wizard, the employer
can also review the online status information concerning the processing of submitted Collective Wage
Sheets.

For questions concerning this process, the access to the portal, the use of the online Collective Wage
Sheet Wizard BES or for an example of a correct csv file which can be read, please contact us via
verzamelloonstaat@belastingdienst-cn.nl

1.1 Loggingin

You can log in by using a username and password. These are personal, for each user,
and assigned by BCN.

& Caribinch Nederiand
Belasongdenst

[ Getruiarsaaam [l

o
e

Wacstwoced:

After starting up the Application, the user can log in as follows:

1) Fill out the Username, as handed out to the employer by BCN,

2) Fill out the Password, this is also handed out to the employer by BCN, and
3) Click on Log In
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After you have logged in the Wizard will ask you to choose a new password. You do this by entering
the password which you received from the Belastingdienst (and which you just used to log in) in the
oud wachtwoord field. After that you enter the desired password in the nieuw wachtwoord field
and enter it once again in the nieuw wachtwoord herhaling field. You subsequently click on
‘Wachtwoord wijzigen’.

Important!
The password which you chose must be at least 8 characters long and contain at least one capital,

one number and one symbol (!@#$%"&*). After failing to log in twice your username will be
blocked automatically. In this case you should submit a reset request to the Belastingdienst.

1.2 Declaration employment- Collective Wage Sheet
In order to submit a new collective wage sheet for a certain tax year you should first create a new
collective wage sheet file.
This can be done in the ‘Verzamelloonstaat dossier’ tab with the task Opgave dienstbetrekkingen-

Verzamelloonstaat (2) in the Mijn taken task box.

m CaeSinch Nederand

mlormatie Virramellocnsiaal  Purtaal pebmathen sdossier

Ootererntunut Koot 60" maRTe -

The first step of this task is to indicate for which tax year the Collective Wage Sheet will be submitted.
This can be done by filling out the year at Belastingjaar. It is important to keep in mind here that the
collective wage sheet always relates to the previous year, so therefore it is not possible to enter a year
in the future. The application will show a blocking message here.

Dpgave gen - Ver

Voor welk belastingjaar wilt u de verzameiloonstaat indienen>

During the second step the address information of the company has to be filled out.

Copam Myntaben
| Opmeaw | savauen |

Adres gegovons imvoston

Hsndusnasn || |

CRIB Nurvnec 1234547001
Saataen
Mustumner *
MR
Wasrglaaty *
Land *

Clang * Nes oot wande -

By clicking on Volgende the Collective Wage File will be made.
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1.3 ReadFile
Employees and third parties do not necessarily have to be entered individually. They can also be
imported into a collective wage sheet file so-called in bulk via one or more CSV file(s).

More information about the CSV file and particularly the requirements which it should meet to actually
be able to import the data, can be found in Appendix A - Toelichting gegevensset.

To read a CSV file, the task Bestand inlezen (1) can be activated.

e inate Vs tarrseonstasl

Mg vezamedoorstaten
Acte! _“
| Wersgever wtormane + - ‘
Wersnanary B
ey [ o
Hascstanaam Bearife2 S"
Sriamawm. Raya Amaw
HasauTIner 2 .
Vignsan:
Weoeplasts: Krsteos
Laad: X
Provon 3-Boeane

In the File read screen the CSV file can be uploaded by clicking on Uploaden (1) and by selecting
the correct file.

Mgn taken
Sestand indezen

Usioad bestand

1 Belwngric Umeg aleen cav bestanoen cpioeceniniezen cie mtximesl 2045 Groot 240 en 10A008N 880 Je J00r SeleatnpTienat G
YRIDONAN & 204 01 120N TN
VOOr meer indormate verwiIet wy neav Pec socomees TRalohnag oo 08 LerTATS NSO SE0RISTIS8T S U 0P Per avrmusecad van
Sere eppicete surt lenugvinten

By clicking on Volgende (2) the type and the structure of the file which is to be imported, is checked.

If the file does not meet the set requirements, an error notification screen will be displayed.

This will indicate which lines of the CSV file contain the errors (1, below) and the user will have

to check the contents of the file or should contact the person or agency which provides the file.

In this respect each field should be configured in accordance with Appendix A. No data is required
in the mandatory fields, however the fields should be present and the date fields for instance
should be included in the file in the right way.

Bestand inlezen

Fouten in numerieke gedeelte

i e ziin fouten aangetroffen by het inlezen van dit bestand, gelisve deze fe comgeren en opnisuw te proberen. Kik op volgende om ferug fe kersn nasr uw

verzamelloonstaat. 0

De fouten bevinden zich in de volgends regel(s): 2

vore [ Vogemse |

When the application recognizes the CSV file and it can be imported correctly, the screen below will be
displayed. The result of the check and an overview of the contents (1) of the file will be displayed here.
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Bestand inderen

=y

Resultaat initiele controle

1 Hotgexozen CSV bemand s pecontroieend en ks venwernkt movoen

Aartal regels in het Destana 23

Aantal wernemers in het bestana 8

AR NSO WAOTIATACY In Dt Destind 0
ATy SENIRRDINTAN In hel Destaad "
Al CercenConlacIces in het Destasa 0
Aantal Tetakngen in het Destand 0

1 sowcp ascncen om petmvezes ven OF MON3 LT Al TSV Dastinc i starea

Z0/n) 08 FOgHE Gt Nt DOSIING pONIEN WO 20/ 07 68N MEKINIG (M Hat SCHe!m DEIDONT WONTHN &1 ZLA00 208 NATDe AXEN erDODen RCrow
AMBAKRIK VA0 8 SOOI ViR A DASTIOC KAS S 2008 AN AL K Srue Sret

U AUt 00 10000800 Vit OV Sro0ed COntOMEn el 00 1aak SSherm verversen
WonNed” a0 MIgUNs SUCCOSVO! MDINIEN 240 3/ 38 MeIONg i Nel SCNENT VOrTWNET A9 Net LICOMeN Va0 JOI0 TIAK &7 JUNN 08 ODANNLE 20K0n Meor
DICARDON HOrORD

Itis important that saving the lines of the CSV file and the validation of all data contained in the file
continue to take place in the background in the application.

Depending on the size and quality of the data this may take up to several minutes. Until all lines from
the file are copied into the collective wage sheet file and the contents have been validated, tasks will
be suppressed.

During the import and validation, a clear notification will appear, both in the collective wage sheet file
and the file overview, saying that the CSV file is (still) being imported at that moment:

To check whether the process of the import and validation of the data has been completed, one can go
back to the file overview and/or reopen the file concerned from there.

Within the file one can do the same with the task Schermverversen (1).

When the process of copying the lines has been completed, the red notification will disappear and
the user will have access again to the ‘familiar’ tasks (after executing the actions above).

The imported data are also visible in the various panels, like for example the ‘werknemers overzicht’ (1).

Acser  wacw e
Werkoaerans \ SR P
Anoeieme wioTemens
e CRE hummar
Wertgews rieem ans viiame 4
Acttemaan
Jene
Beves i gres
Cwerva
prrrere 1)
CRig
Seautanummer Acrtemam Baroeg
"0
“
e 0
e 0
g0
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1.4 Fillingoutemployee

The employer should indicate in the Collective Wage Sheet all persons from whom loonbelasting is
charged. There are three types of persons for whom the employer can pay loonbelasting.

«  Employee (Werknemer), this is the person who is employed by the company.

+ Anonymous employee (Anonieme werknemer), this is the person who is employed by the company but
of the employer does not have idenfication documents of this.

+  Third party (Derde), this is a company which or an individual who invoices the employer (contractor).

These persons should be entered out separately. To fill out an employee, the task Werknemer

opvoeren (1) should be activated.

Wfoemese Verzameflosastast  Portasl gedruhkersoos s
Do rowkan  \WrianeBoco staten

1lcec 02 1104520602040

[Cessiw worescnascen
e Wedkgover informatn
Wernsymaers
ANCOU e WA Belasangpsar 2010
| Derdericontnacions
It CRIS Numeer
| versies aveczent
=
Werkgevet ieloemite Heacelsnasmn:
Straatnaanc
"
Hussummar:
VWyasam
Woorpleats:

In the Werknemer fill out screen the following data is requested:

+  Persoonsgegevens werknemer (Personal information employee).

Burgerlijke staat (Civil status), when Ongehuwd (Single) is filled out, the questions concerning partner
will be skipped.

» Loongegevens.

+ Loonbelasting.

+ Dienstverband toevoegen (Add employment), when yes is selected here, you will de directed directly to
the screen to add employment as described in 5.5. Dienstverband opvoeren (Add employment).

« Afronden (Finalize), by clicking here the employee can be registered in the collective wage sheet.

v

T

1 srvimmeiwriore

- e Wt = e s — e | - s G - p———

-
e S
DR ot e
Py e o

e lasing s s oo or ~

T

Rt DU RN ~

e

e w® s vy oh b o N

04w g 3 e g »

|
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1.5 AddinganAnonymous Employee

An Anonymous Employee is an Employee who is employed by the Employer, but from whom the
Employer does not have identity information or does not know which other paid activities the
Employee also executes.

To fill out an Anonymous Employee, the task Anonieme werknemer opvoeren (1) has to be activated.

Wiorriats  Vriawelucestesl  Pontaal pets uier sdcoae

Dosser 100608 \e(Tametoonsianen

1080¢ 02119852060 2010 |

Daamec sigenpchagoen | a
Vearorasety
ASCOET WIS AR Eelanongiaer 2100
Deroencontadag
arsna cveracr

When filling out of the Anonymous Employee information, basically the same information is requested
as described in 5.2 Filling out Employee whereby a number of fields are not mandatory.

ARsnieme werknemar opserea

Aroneme werkrene:

1 O mtomasie cver een bepssice wesmener (a7 i Glensvetenst Se (VooBiImop) pees pemocnie
vy “ (g e b PIVE) AEell veraiue] maas v wiE W IOSABeINIDnY I Mpenivien

Foncorigeseeni (ancn ene wesTener

CRID Nummaer

Secutssumrme 1

Anraarasm -
Voot en witslen

Gedzamenstm T -

Susalraam
-
Wiemaam
Woorpisen
Lara

2] YA A4S waNe ™

Bugetjie siaal | sies ee nasrce =

1 Leor pegerens A cosrmer Danen co rete 05iln 7 L 1oceiee! aterond te wirsen unten Tuien Soor Ov Bepicate
PeORgeens wonter

Bervec

Lo *

Vaseningsiten dadsit
NAntNETAnTAl PANLDANe™ s

Foastars afoes (30000

1 ceorsrnnayg

IGANEUDEN ISl

{ Desnetena oevceyen

WIK U ee Saralvarand ieviegen? = @
e
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In the Anonieme werknemers panel (1), anonymous employees can be viewed. For each employee
a separate line is created.

All information of this person can be viewed by clicking on the Sedulanummer (2) or one of other
personal details shown (in the table).

By clicking on the drop down arrow (3), the employments, if added, will appear.
Itis also possible to filter data (g) and the number of items per page can be adjusted (5).

wlomade  Vermamcloonsast  Ferasl gedruderndossics
Dostler toskan  Vareameloorstatan

Han O tunaarm 001 73858251 2002

Sedusrurrat
[
Lohtemam
Buroes
'
CRIE Nevrrer Achneresary Bevoed

s
’
/
/s
’
/

By clicking on the sedulanummer of the anonymous employee or employee, the information of
the person concerned will be shown, see image below.

Do not confuse this with clicking on the blue arrow, which will open the employment data.

All information of the person concerned will be shown in a grey field, see next page.

S—
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1.6 Filling out Employment — Employee & Anonymous Employee

Registering the Employment of Employees and Anonymous Employees proceeds in an identical way.
This can be done immediately after filling out by answering Ja on the question Wilt u een dienstverband
toevoegen?

However, this could also be done at a later stage via the Employee line.
Via the Werknemers or Anonieme werknemers-panel (1) Employees can be reviewed.

When the Employment has not yet been added for the Employee, notifications will appear in front
of the concerning line (2). To add an Employment you should click on the pencil icon (3).

Rlamate  Wiranefooslas  Sortaal gedcuber ndan et

L
Handeinasam 001 223848347, 2092

Diassier ICoen

) Worcmemen
Vierknamers
Ancriemy weiaemere Seatmmumner
'
2 ook CRE Namner
Veriles ove
e —— Acttermaam
| wengever mamane
L2 o s oere o, Peree
o
£ 5ut 8w
Sedstasunmee CRE Merrront .
P 19001 M |
| BT ]
(AL /s @
& /9
b3 /e
> be /7 u

Meres poe pogna | 22 o

By clicking on the Pencil icon the pop-up here below will appear.
By default this will display the ‘Werknemer wijzigen’ option. However, here one should choose
Dienstverband toevoegen (1) to enter an employment of the Employee.

Werknemer wijzigen

Wat wilt u doen?

Wat wilt u doen?: * @) Werknemer wiizigen

) Diznstverband tosvosgen

In the next screen can be indicated when an Employee has been employed (1) and if it is relevant also
when he/she has left the Employment (2).

There will also be asked if another Employment has to be filled out (3).

Sedvarvmme 158001010t

v
Canem n genst * = ,.—\9/

Catom ut Sasgt e ,,._0
Nt

1 Oenstietens spcena .
="

Wit 4 rog een denstvertand scevaegen” *
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In the Werknemers panel now the connected Employment (1) is stated.

Wiomate  Verrameloontiast  Portaal pebrwher udcs s

o LAk
Manceisasar 001. 2238883487 . 2092 |
Astet
Dossiar sigenthapsen X -
Weknomens
ATPATI W T T Seduisrummar
Derzenconraams CRIS Nammer
Vesies ovean
oo eet——— Acttermaam
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ot
i e CRN Pharresat sctternanm Bernep
TT5310901 Achbarnasm 001 Becoep 031 g =
T
o Seastarunsier Catam in Sarat Dature ut Seost
Wl 1 101 1 3 /7 ®
Tie / ®

1.7 Fillingoutthird party

A third party is a person who or a company which has executed services for the Employer, but does not
appear on the payroll. This third party will send invoices to the Employer itself.

A third party can be filled out by clicking on the task Derde opvoeren (1).

Actet '_I =
| Warkgever stormane - -
| Wervnanarn { 2
Acoviere werkmaners | Belastingiar: 2011
[ber e dira ot CRM Woremer 00130851 ool en mmnn b ‘
i i
Sramawm. Rays AcaN A . €
L
FueauTIner a
Weknaan:
Wicosplasty: Koo
Land: n
(tend: 3-Bocan

In principle entering third-party data is done as described in 1.4 Filling out employee, however in this case
several personal details are not mandatory and several fields do not apply. The data which do not apply
are therefore not asked, see next page.
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Within the Derden/contractors panel (1) filled out third parties can be viewed. A line has been created

per third party (2). It is also possible to filter by specific criteria (3).

Dossler rockon Vs tamselloonstaton

Hoandehmaam 807, 223888 0 N2

lomaie  Vegsmeloostast  Pomaa gebrsiksadossorn

Secularumre

CHE Nurvsar

Az rann

lersep

Acrtaane

TN e LT
Acrvermasn (X0
Aovernasn 000
Ay i)
Acrvarnaan (00

fevonsan (06

SRR

By clicking on one of the data in the table, the data of the third party/contractor will be displayed.

Payments made to this third party can be displayed and viewed by clicking on the blue arrow at

the beginning of the line.
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In case of (error) notifications a flag is displayed in the panel name; see example below (7).

The notification list will also appear at the top of the screen (3).

By clicking on the drop down arrow left of the notification (g) the user can see all notifications of
this panel concerned (5).

In this specific example there are two notifications relating to the same person. These errors and
notifications are corrected by entering the right CRIB number and by adding the payments which
have been made to this person.

Mgn ve ramelioon stater
Ao widagen () Mgn aken
v LMroenconyacios (2)
(1053050408 Crtnuvemer van & " eved o) op '
| Ufiml‘ammomhiylmigu-wmrwa l
Actet
i g 3
| Weamemars
; t e de 1 et
/' (=) AT Versenurumer
Seastansmm Evroes
: ) Horoud
Vorsies ovetdd
| C Y Hasman  Metselay e 0
/ :)

Adding payment - Third party/ Contractor
Registering of a payment for third parties and contractors can be done immediately after filling out,
by answering Ja on the question Wilt u een betaling toevoegen?

However, this can be done at a later stage as well via the third party/contactor line.
To connect a payment to the third party this can be done via the Derden/ contractors - panel (1)

by clicking on the Pencil icon (2) of the concerning third party.

Wdcrmatie  VTAmeSconatast  Portaal gebsiersdos sl
Ooanemr rowhem  Ver JameSoons Laten

‘numq

Mandeisnaam 001-223338357 2092 1
Amet
Derden contraciors -
. S
CRE Nummer
Actier maam ' r
Sercer
u
CRB et Actier e Bereen ‘
1188582 P o1 -
Ve . . 23 °
= o ;s 9
LA
;S 9
P
i pagre M o
.

Because of this the pop-up here below will appear. By selecting Betaling aan deze derde toevoegen (1)
a payment will be connected to a third party.

Derde wijzigen

Wat wilt u doen?

Wat wilt u doen?: =
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In the following screen, the date (1) and the amount paid (2) to the third party should be noted.
As an extra option the executed activities/ and or given services can be noted (3).

There will also be asked if you want to fill out another payment (g).

| Ot | e |
AR Betalingim man disdin
lSchtarrass  Huamar
AT T—— |:|'- — '
o
Pecrig et Lan Geits
L
VeI wRTERAThR O Er [hiseron !
dunsten
L
L etatng covoaren
e L
WU Tl e LN pvTren? * h
e

By clicking on Afronden the connection will be finalized.

The payment will now be registered (2) in the Derden/contractors panel (1) under the third party or
contractor concerned.

By clicking on the drop down arrow (3) the payment will be displayed or hidden.

Woceatie  VertameBoonstasl  Poriasl gotruier sdossher

Dosner zcaken  Verzamefooostaten

Fandelsnaam 001.222888367. 2012 |

Derden'costracions v

Casiarummer e
CRD hwmmer

(acher raam

Sercer

L N
LR
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1.8 Submitting Collective Wage sheet

When a user has filled out all data, he/she can submit the Collective Wage Sheet to BCN by activating
the task Verzamelloonstaat indienen (1).

Immediately when the user decides to submit the collective wage sheet this will be submitted to BCN.
The date on which the user clicks on Afronden on the task Collective Wage Sheet’s screen, will be the
date registered as the date of submission to BCN. Afterwards it is possible to take the version back and
make corrections; however the user needs to be aware that BCN can see all versions which have been
submitted.

Itis also possible to submit the collective wage sheet with notifications. The application will not obstruct the
submission because of the notifications; however these notifications can have consequences for processing
the return at BCN. An incorrectly filled out collective wage sheet may have penalties as a consequence.

-

Mg Lainon
ViRrkpver siomane ¢ -
! Werhgeves [boamach
| warmaing
ATOTHETH WETHINTS 1 gl
[ —— R Hurmes A
asdainnam Daandal L
stratasm: R AT
AT i ]
Viiknaan:
Yiconplaala: Krsendce ™
[E - H [
Tiand: - atain

By activating the task Verzamelloonstaat indienen you will go to the next screen.
Here has to be indicated whom the user is, by answering the question Wie bent u? (1).
The user can choose between:

« Intermediary/Representative.

+  Employer itself.

Verraneloonilia? ndemn

Wi best u?

Before finalizing the submission the Application will draw the user’s attention to a compact
summary (1) of the Collective wage sheet and the notification (2) that the user is about to submit
this version.

Verramnefioomilas néens

Vorzsmellooratsst indsessn - ;vorescht
U st oo bl purd D H2E TSI SN O8 VECaMaBCOnsiaalin e denen

Felpn u ua viriie will i idd op Lirdi | Bl offdn gl i daeabatend
FrSn u 2ind winlie indg) el will Senin. senulbin Sig Lak ior of Anfelenar by M

Dy 25043092 '

Aokl werTHITHS 8N dRIE 3
Tothsl Egeheuden lacahaliag 1584

By clicking on Afronden this version will be submitted. Next the Application navigates the user to
the Versies overzicht (1) panel, where the version is stated under the status Ingediend (2).

Also the task Correctie en- of aanvulling (3) is now available. Herein the user can make a new
version with corrections and additions.

Fudpe  Dulun o T
m i s
a W Bgehiude

0 OHEE Banheling

1 3 Lo R
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1.9 Update employerinformation

When the information of the employer has changed, this can be updated by activating the task
Werkgever info bijwerken (7).

Indormane  Vorramolbonstant  Portaal gebnaterndoma
Uemtion soaben  Vortammbioonwiates

Nix ebem
Handeinnann 001 Z2NIENT 2002 !
acur
Desssir pgiratnippen =
nformate
Wrdne—ers |
T —
Arurveee merkr ey Belartngios we
i —
Tiahisverins | (8 Neremer 27887
Verims awgont
| Wetgever lnfcamage »  Mendebimaem: Mas Cetsraas 20
L
| seesmasm: Svastaasn (01 s
. ﬂy

e lasmer o1 iovkgen

Wikssem Wigases 001

Wos st Weoaptams 001

Lond Loed 00

Eiland: € Nt vam toepassing

In this task all data, except the CRIB number, can be changed. As the screen appears before clicking on
Afronden, the data will be saved in the Application.
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1.7 O Changing employee/ Anonymous employee

To change data of an employee or anonymous employee in a Collective Wage Sheet which has not yet
been submitted, via the Werknemers or the Anonieme werknemers panel (1) can be navigated to
the concerning employee. By clicking on the Pencil icon (2) you can choose to make changes.
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The change screen will appear and in order to change employee data, the user should click on
‘Afronden’ without changing the default selected option (1, below).

Werkaemer wizigen

Wat wilt u doen?

Watwitu doen? * & Wernemer wiapen

Dlenstvercand toevoegen

Volgende

By clicking on Volgende the current data will be shown.

These can be changed and will be saved when Afronden was clicked, where after the user will be
navigated to the Collective Wage Sheet file.
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1.7 71 Change employment

User Manual Online Collective Wage Sheet

In order to change an employment, the (anonymous) employee panel should be opened.
Subsequently the employment which is to be changed should be made visible by clicking on the arrow

next to the person concerned (1).

Now the data of the employment can be changed by clicking on the pencil (2) behind the right

employment (2).
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The opened screen contains the pre-entered data which is known at that moment and the correct
information needs to be entered (1). By clicking on Afronden (2), the next screen will appear in

which the employment is changed.
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Datum ut ot

After making the change(s), the user will return to the Collective Wage Sheet file.
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1.1 2 Changing third party/contractor

To change the information of a third party/ contractor, navigate to the concerning employee via
the Derden/ contractors panel (1). By clicking on the Pencil icon (2) the choice can be made to
make changes.
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To change the third party/ contractor information, Derde/ contractor wijzigen (1) has to be selected.
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All open fields (1) can be changed. By clicking on Afronden (2) the changes will be processed and
the user will return to the Collective Wage Sheet file.
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1.7 3 Change payment

In order to change de data of a payment to a third party, the Derden/contractors panel (1) needs to
be opened. Subsequently the payment which is to be changed should be made visible by clicking on
the arrow next to the person concerned (2).

Now the data can be changed by clicking on the pencil behind the right payment (3).
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The opened screen contains the pre-entered data which is known at that moment and the correct
information needs to be entered (1). By clicking on Afronden (2), the next screen will appear in which
the payment is changed.
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After implementing the change(s) the user will return to the Collective Wage Sheet file.
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1.14 Withdraw

When a version of the Collective Wage Sheet’s status is stated as In behandeling (In process), this can

be withdrawn. The version of the Collective Wage Sheet then will be eliminated and automatically
the previous version will remain submitted.

When the user is busy in version 2 and clicks on the task Intrekken, version 2 will be eliminated. At
that moment this version will be withdrawn everywhere and not be usable anymore. In case the same
tasks are activated while the user is busy with version 1, the Collective Wage Sheet will be eliminated
completely. The Collective Wage Sheet file however will be available to view without tasks and with
the phase Inactief. Thus, a new Collective Wage Sheet file has to be created.
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When the task Intrekken has been activated, the Application will draw the user’s attention (1) that
he/she is about to withdraw the Collective Wage Sheet and what the consequences hereof could be.
By clicking on Afronden (2) the collective wage sheet will be withdrawn and the user will return to
the Collective Wage Sheet file in the Inactief phase.
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1.15 Deleteall

Inside the Application there can be chosen for the task Alles verwijderen (1). This will delete all data
which are registered in the Collective Wage Sheet file in one single action when for instance a wrong
CSV file has been imported.

So the Collective Wage Sheet file remains in the ‘Actief’ status, however the anonymous employee,
employee and/or third party data will be deleted from the current version. Which will result in an
empty Collective Wage Sheet file.
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The Application will give the here below notification (1) and the user’s attention will be drawn to the
fact that when clicking on Afronden (2) all data inside of the Collective Wage Sheet file will be deleted.
Hereafter the deleted data will no longer be found.

To discontinue the task Annuleren (3) can be clicked.
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1.16 Delete Employee, Anonymous Employee and Third parties

For employees, anonymous employees and third parties this process takes place in a similar way.
This document will discuss the entire process of deleting a specific employee.

Based on this process deleting an Anonymous Employee and Third Party can be derived.
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By clicking on the Trash can behind the concerning Employee line (Werknemersregel) (1) the action
to delete an employee will be started.

Before the person will actually be deleted, the Application will give a notification first that the user is
about to delete the persons data and with that also the corresponding employments. By clicking on
Afronden (1) the person and the corresponding employments are being deleted.
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1.77 Delete employment

In order to delete an employment, navigate to the Werknemer/ Anonieme werknemer panel (1). Then click
on the arrow (2) of the person concerned to display the various employments. The employment can
subsequently be deleted by clicking on the waste bin behind the employment which is to be deleted (3).

By clicking on the waste bin, the Application once again displays a notification (1, below) saying that
the user is about to the delete the selected employment.
By clicking on Afronden the Application once again gives a notification that the user is about to delete

the selected employment.
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1.18 Delete payment

In order to delete a payment, navigate to the Derden/Contractors panel (1). Then click on the arrow
(2) of the person concerned to display the payments. The payment can subsequently be deleted by
clicking on the waste bin behind the payment which is to be deleted (3).
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By clicking on the waste bin, the Application once again displays a notification (1, below) saying that
the user is about to the delete the selected payment.

By clicking on Afronden in this screen the payment will be permanently deleted.
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1.7 9 Correction and/or addition

when the Collective Wage Sheet has been submitted, the tasks Correctie en- of aanvulling (1)
will be available.

This task can be used when the user wishes to make a correction or addition to the version which has
already been submitted. By clicking on this task a new version will be created wherein the user can
register the corrections and additions.

Itis important to know that when a second or higher version (which always appears after the task
Correction and/or addition) is submitted, this is always checked by a an employee of BCN (in the BSCN
system) to see if the newest version can and may be processed.

Correcting a Collective Wage Sheet will thus not happen unnoticed.
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By clicking on Afronden the Application will go back to the Collective Wage Sheet file where a new
version has been created in which the user has access again to all tasks, like importing files and
deleting data through which it is possible to enter the right data or implement the necessary changes.

The new version of the Collective Wage Sheet file should subsequently be submitted.
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1.20 My collective wage sheets

VertamuBioonsaien mr:.’

In order to go the list of collective wage sheets click on the Verzamelloonstaat tab (1) in the
horizontal menu bar; this tab will indicate that the user is in the Verzamelloonstaat section.
With this tab the user can return to this start screen from any task or form.

Under this tab, the Mijn Verzamelloonstaten subtab (2) can be found.

The vertical menu displays 1 item. The Mijn taken item (3) displays the tasks which are possible
within the ‘Bedrijvenportaal’ (Company Portal).
In this case this is Opgave dienstbetrekkingen- Verzamelloonstaat.

The collective wage sheets (g) of the user are in the middle of the screen. By clicking on a line,
the collective wage sheet file will be opened.

When there are several collective wage sheets it may be desirable to arrange them in a certain order.
This can be done by clicking on the (blue) headings of the table (5 & 6). For instance, by clicking on
the heading Huidige versie (6) all collective wage sheets will be arranged by version in ascending

or descending sequence.

Top left of the screen, the overview will show a summary of the number of displayed and total
lines (7). The number of items per page can be determined in the bottom right of the screen (8).

1.21 Collective Wage Sheet file

The Collective Wage Sheet file contains the following functionalities:

+  Phases; this file is in the Actief phase (1) and is available in the application.

+ Mijn taken (2), this menu bar lists all available tasks.

+ Information column, on the left, displays a panel (screen) per tab, containing certain
information about the file concerned (3).

« The tab which is displayed has a white background.
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Land:

Ellana:
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In this case that Werkgever informative panel is displayed. This contains information about
the employer who is submitting the collective wage sheet.

When a Collective Wage Sheet is created, this will be named version 1.
When this version is submitted and a correction is made, the system will create a next version in
which the corrections can be made.

In the Versies overzicht here will be indicated which version (1) is the Collective Wage Sheet and in
which status (2) itis. This is one of the most important panels considering that here is indicated which
is the last version and in which status this version is.
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The following statuses are available for the versions:

« Inbewerking, in this status the version can be modified.
+ Ingediend, when the version is submitted.

+ Ingetrokken, when the version is withdrawn.

1.22 Icons and buttons

The system icons and buttons which are used are uniform and are explained and displayed in
this chapter.

Here below the most used buttons are mentioned.

Volgende is used when the user wants to go to the next screen.
Afronden is used when the user wants to finalize a task.
m Opnieuw is used when the user wants to fill out a task again.

Annuleren is used when the user wants to cancel the task completely.

1.2 3 Datefields

Geboortedatum parner: ,ﬁm@-'.

Dratum gehuwd:; |:|E did-mem-iiij

Datum gescheiden: .—‘ ST 6
/

Ma Di Wo Do Vrij £a Zo
3031 1 2 3 4 5
6 7 & 9 10 11 12

Beroep: | 13 14 15 16 019
20 21 22 2 26
Loon:* | 27 28 29 1 3 4

5 6 7 8 9 10 1
rwenvingskosten forfait. * |

For all date fields a calender can be used. This can be recognized by the calendar icon (7).
By clicking on this icon the calendar (2) will appear.

The bold formatted date (3) is the current date. To go to a different date, you can click on the
concerning date. In case the date falls in another month, you can move, hereby using the little

arrows (¢ and 5).
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1.24 Options

Eiland: * Kies een waarde E] ‘

There are two options within the Application:

1) Kies een waarde (choose a value), here the user can choose an option by clicking on the arrow
on the right.

Ouderentoeslag toegepast * ) Ja

) Nee

2) Selection bullets, here a maximum of 1 option can be chosen.

1.25 Notifications

The Application has different notifications, to warn the user. Some notifications make sure that
the user cannot proceed before the notification is solved. Other notifications are just for the user’s
information and the user will be able to continue.

Here below a blocked notification is shown. When this notification appears, the user will not be able
to continue before the notification is solved. The notification always mentions which field it concerns
and why the notification appears (1).
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Bedaslingraar ap1a

Notifications which are not blocking, look like shown here below:

« Abovein the screen a horizontal Notification bar with a general notification appears.

+ Intheinformation column there is a little flag which indicates that there is a notification in
the concerning panel.

« Inthe line to which the notification refers, there is a clickable broad notification.

+ This notification can be solved by clicking on the Pencil icon and by correcting the information
of the notification.
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1.26 Drop down arrows

The Application contains drop down arrows in different locations.

These have been developed to make the screen clearer. By clicking on a drop down arrow (1),
broader information (2) will appear.

Yoornaam
CRIB Ingehouden
Sedulanummer en Achternaam Beroep
Mummer loonbelasting
initialen
8 Jeroen
A A 533
1970070707 , Aannemer Aannemer 33
> 2)
AR - Betalingen aan derden
Datum betaald Bedrag betaald  Versienummer
D Sedulanummer
aan derde aan derde opgevoerd
138 1970070707 22-02-2012 16457 1
1.27 Mandatory fields

When an input field is mandatory, this will be displayed by means of an asterisk or a notification
in case a field is either mandatory or not in combination with another field or detail in the screen.

criB Nummed(®)

1.28 Number fields

When numbers are filled out in the Application, it is important to indicate these with a comma (,).
Dots (.) will be ignored by the Application.

When for example there has to be written 2 dollars and 50 cents, this has to be written as 2,50 and
not as 2.50, since that this will result in 250.

Loon:* 2321,00
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