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INTRODUCTION

Two input assistants allow you to enter the administrative submission of salary and pension accounts
statements on ‘MyGuichet’ application.

One input assistant is dedicated to filling-in the electronic procedure "ACD : ECS/P - Online
declaration of salary or pension account statements" on ‘MyGuichet’ application.

A second input assistant is dedicated to filling-in the electronic procedure for cancelling (partially or
completely) a submission of salary and pension accounts statements: “ACD : ECS/P - Manual
cancellation request of a submission of salary or pension statement”.

The objective of this document is to present the various features of the application.

GLOSSARY

e MG: MyGuichet.

e SAS: Salary Account Statements (ECS).

e PAS: Pension Account Statements (ECP).

e SPAS: Salary and Pension Accounts Statements (ECSP).

e ACD: Administration des contributions directes (Luxembourg Inland Revenue)
e Applicant: A physically connected person identified by a Luxtrust certificate

e Sender: The sender is the person (natural or legal) in charge of submitting the declaration of
salary and pension account statements to the ACD. It can be a fiduciary, an accounting firm or
the employer.

e Debtor: The debtor is the person (natural or legal) who pays the salaries and / or the pensions.
It usually is an employer or a pension fund.

e Beneficiary: The beneficiary is the natural person who receives a salary or a pension.
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1. ACCESSING THE APPLICATION

The submission of salary and pension accounts statements begins when the applicant selects a
procedure on MG from a private personal or professional eSpace. A new electronic procedure is then
initiated in the applicant’s private personal or professional eSpace. MG directs the applicant to the
input assistant.

All pages of the application are composed of three parts:

» The top bar displays the logo of MyGuichet, the full name of the applicant, a link redirecting to
the help page and the logout link.
>

MyGuichet St Garode &

o Gmoes Coep Professionals

Figure 1: Home page — Top bar

» The central part contains:
o At the top, an explanatory message describing all the steps of the current procedure
(visible only on the first step).
o On the left, a menu allowing navigation amidst the different steps of the procedure. At
each step:
= The link of the active step is highlighted
= The links to the previous steps are active
= The links to the following steps are inactive
o On the right, the form to complete in the current step.
o At the bottom, the main actions of the page (Continue, Cancel, etc...).

» The lower band contains the links to the online help, contact information and support as well
as legal notices.

Help

Nz dazutoraane
Corencr gy ~orcy

AcTewpndty

Figure 2: Lower band

Description of the Homepage:

The homepage contains (central part):
o General information of the SPAS file and the list of its statements.
o The history of creation and modification actions.
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Salary and pension account statements file

o To submit salary or pension account statements, please provide following information:
- First, the information on the file, the sender and the debtor,
- gt least one account statement (salary or pensicn).
All account statements must relate to the same fiscal year.

For more information, please consult the manual available here.

General information

Reference of the file: Debtor information
Name

Fiscal year:

Sender information Contact person

Reference Identification number Surname and first name Period Type Action

History (] User guide

o] ]

Figure 3: Homepage — Central part
In this page, five actions are possible:
» Edit the general information;
Add a salary account statement;
Add a pension account statement;

Resume later;

vV V V VYV

Finish the input;

In the case of a new file, only the action of entering general information is possible. The “Resume
later” action becomes available when the general information is being entered. The addition of new
accounts statements is possible when the general information is completed. Finally, the input can be
finished after at least one account statement has been entered.
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2. INPUT OF GENERAL INFORMATION

This feature can be accessed by clicking on "Edit these data" in the central part of the homepage.
Entering general information is done in four steps:
> Information on the submission.
Information on the sender.

>
> Information on the debtor.
>

Summary.

2.1. INFORMATION ON THE SUBMISSION

Input of general information

0 The input of generdd infarmation of the

Step 1 - Information on t

Step 2 - Information on 1

Steg 1 - Information on the debtos

Step 4 - Summary

Information on the submission * Mandatory field

Infarmatian on the submission * ©

Fiscal your * Select o yeor - o

Cancel |

Figure 4: Input of general information — Information on the submission

The fields for this step are:

» Information on the submission (mandatory): unique reference of the submission used to
communicate between the applicant and the ACD.

Note: This reference number will be required for any cancellation procedure of a submission.

» Fiscal Year (mandatory): indicates the fiscal year that applies to the account statements of
the file.

Notes:
- The fiscal year determines the list of further questions for entering general information and
SPAS.

- All accounts statements of a file must concern the same fiscal year.

The next step is accessed by clicking on the button "Continue". The button "Cancel" has the same
behaviour on all pages: a cancellation must be confirmed before the user is redirected to the
homepage and the input is lost.
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2.2. INFORMATION ON THE SENDER

Input of general information

* Mastatory fiek!
Information on the sander

First nama *
Company
Phone ¢
Fan

Email

Addrass * Lstablshment address e 7]

Figure 5: Input of general information — Information on the sender

The fields for this step are:

» Surname (mandatory): name of the sender;

» First name (mandatory): first name of the sender;

» Company (optional): name of the company in charge of the submission (for example an
accounting firm);

Phone (mandatory);

Fax (optional);

Email (optional);

Address (mandatory): the address can be establishment or a P.O. Box:

VV VYV
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By checking the address type “Establishment Address”, input fields to a physical address are

displayed.
Address* @ Establishmentaddress ©® P.O.Box @

Number *
Street * ‘ |
Postcode * I:l
Locality *
Country * ‘ Please select a country -

Figure 6: Information on the sender — Establishment address
The fields for this step “Establishment Address” are:

. Number (mandatory);
. Street (mandatory);

. Postcode (mandatory);
. Locality (mandatory);
e  Country (mandatory).

By checking the address “P.O. Box”, input fields for mailing address are displayed.

Address * © Establishment address @ P.O.Box @
P.O. Box |:|
Postcode *
Locality *
Country * | Please select a country -

Figure 7: Information on the sender — P.O. Box

The fields to enter for the “P.O. Box” are:

. P.O. Box (optional);

. Postcode (mandatory);
. Locality (mandatory);
e  Country (mandatory).

The button “Pre-fill” is available at the top of the form. It allows the applicant to complete the input
fields with information from their personal or professional eSpace.

The “Back” button navigates to the previous step.
The button “Resume later” saves the entries and allows the applicant to resume later.

10
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2.3. INFORMATION ON THE DEBTOR

Input of genera! information

* Mendatory Reid

Infoematica on Yhe deitor Pra by v

Peron * ‘atara Luga (Y]

st e

Figure 8: Input of general information — Information on the debtor

Since 2016, a read-only pre-filled field is present:
» Reference of the debtor: Unique reference used to identify the debtor for further
communication with the ACD.
Note: This reference will be required for any cancellation procedure of a submission or SPAS.
The fields for this step are:
» Specify whether the debtor is a natural or legal person (required). By checking the type

“Natural”, input fields for an individual are displayed.

Person® @® Natural legal @

Identification number * ‘ ‘

Surname * ‘ ‘

First name * ‘ ‘

Figure 9: Information on the debtor—Natural person

The fields for a natural person are:

e Identification number (mandatory): the identification number is provided by the
National Registry of Natural Persons (RNPP) ;

11
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o For natural persons, it is 13-digit long and positions 5 and 6 must form a number less
or equal than 12.
e  Surname (mandatory);
. First name (mandatory);

By checking a type of person “Legal”, the fields for a legal person are displayed.

Person * Natural ® legal @

Identification number * ‘ ‘

Company * ‘ ‘

Trade register number * ‘ ‘

Figure 10: Information on the debtor — Legal person

The fields for a legal person are:

e Identification number (mandatory): Number provided by the National Register of Natural
Persons;
o Forlegal persons, it is 11-digit long and positions 5 and 6 must form a number greater
than 12.
e Company (mandatory);
e Trade register number (optional).

» Specify a P.O. Box, Establishment address or both for the debtor (mandatory). The
operation is the same as the previous step, except that for the debtor two types of addresses
can be entered simultaneously.

> Indicate a contact person for which the information are:
e  Surname (mandatory);
. First name (mandatory);
e  Phone (mandatory);
° Fax (optional);
° Email (optional).

The button “Pre-fill” is available on the top of the form. It allows the applicant to complete the input
fields with information from their personal or professional eSpace.

12



LE GOUVERNEMENT
DU GRAND-DUCHE DE LUXEMBOURG

2.4. SUMMARY

Input of general information

Salary and pension account statement file

docmation on the wubeiccion

Email

tstablishenent nddress

Fatablichonent address

Conluct person

]

Figure 11: Input of general information — Summary

\)

quapital

This step summarises the information entered by the applicant in the previous steps. This information

is read-only. The information is saved by clicking on the “Confirm” button.

The applicant is then redirected to the homepage where the newly specified general information can

be viewed. The user can also cancel or go back to the previous step.

The “Resume Later” action is however not possible because this is the final step.

13
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3. INPUT OF A SALARY ACCOUNT STATEMENT

As mentioned in the first part, entering account statements becomes possible once the general
information is completed.

Add as account statement of salary is done by clicking on the button under the General Information.

Note: to avoid the whole submission to be refused by the ACD (see 6 Correcting a mistaken
submission):

- The reference of account statement is required in case of a cancellation procedure for this
account statement.

- All dates must concern the specified tax year.

- All amounts must be expressed in Euros (no more than 2 decimals). There is no need to
specify the currency in the input field.

14
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3.1. INFORMATION ON THE BENEFICIARY

The addition of a SAS is done in three steps. The first step “Information on the beneficiary” is
accessed by clicking on the “Add” button.

Input of 3 salary account statement

it takes place In 3 stops

for more information, please corou® the manual avsdable here

vt * Mandatory feld

Cass * Seginning of the period  End of the peviod

v =3 3 p )

Resgme leser I

Cance

Figure 12: SAS — Information on the beneficiary

The fields for this step are:

» Reference (mandatory): unique reference of the SAS used to communicate between the
applicant and the ACD and in case of cancellation procedure.

Birth Date (mandatory since 2016): birth date of the beneficiary;

Identification number (mandatory): identification number of the beneficiary;

Surname (mandatory): Name of the beneficiary;

First name (mandatory): First name of the beneficiary;

YV V VY

15
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» Establishment address (mandatory): the fields are identical to those defined for the
establishment address of the beneficiary;

» Period (mandatory):
e  Start date (date mandatory);
e End date (date mandatory);

» Tax Class (mandatory): at least one tax class must be entered for the fiscal year indicated in
general information.
e Class (mandatory): Three values are possible: 1, 1a and 2;
e Beginning of the period (mandatory);
e End of the period (mandatory).

It is possible to add a new tax class by clicking on the “Add” button located at the end of the table, or
to remove one by clicking on the red cross that appears at the end of each row (at the exception of the
first row which cannot be deleted).

On this page it is possible to proceed with the next step (“Continue”), cancel (“Cancel”), or save
(“Resume later”).

16
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3.2. SALARY DETAILS

Input of a salary account statement

Informanon oo the berehoary
Salary detamls
Tazakie in Lusembourg * Fully Parttally Noratall @
Tazation regime® #  Neomal regime Hate taxation ragime (7]
Wihhalding tas

|Rate Beginning of the pericd End of the pariod

LI ] =] X
L)
Gros income *  ©

| Type* Amourt [€) *
l L %
Lo

Compensations by the CNS* Yoz © No
Mvo‘ Amount (€} *

Exemptions® O Yoy O Mo ©

Witkhalding tases (€]* | | e

Tempecury budget baluncing tas (€] * | |

Tax orndit ©

| Type Amount (€]

|
Tax creciit for winpknwes
Single-purent tae crudit

Contm | e e

Figure 13: SAS — Salary Details

17
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The fields for the step “Salary Details” are:

>

>

Taxable in Luxembourg (mandatory). The list of available options are:
e “Fully’;
e ‘“Partially” (this option displays the question “Number of the days” - optional);
e “Notatall”.

Taxable in Luxembourg * @ Fully ©® Partially © Notatall @

Number of days

Figure 14: SAS —Taxable in Luxembourg

Taxation regime (mandatory): “Normal regime” or “Rate taxation regime”.

The option “Normal regime” is selected by default and displays the question “Withholding
tax” (optional).

In the case of a primary account statement, it is not necessary to fill out the taxation rate.
In other cases, the “Withholding tax” is defined by the following fields:

. Rate (mandatory);
. Beginning of the period (mandatory);
. End of the date (mandatory);

Taxation regime* @ Normal regime &' Rate taxation regime @
Withhelding tax
Rate Beginning of the period End of the period

LB B~

Add

Figure 15: SAS — Rate taxation regime - Rate

Selecting “Rate taxation regime” will display the table “Rate”, where at least one withholding
rate must be entered.

Taxation regime* © Normal regime @ Rate taxation regime @

Rate * ‘

Figure 16: SAS — Rate taxation regime — Withholding tax

Gross income (mandatory): at least one payment must be filled for the period indicated
above. Gross compensation is defined by the following fields:

e Benefit in kind (mandatory): free text to describe the nature of compensation;

e Amount (mandatory): income value in Euros (two decimals), can be 0 or negative;

18
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» Compensation by the CNS (mandatory); if “Yes” is selected, at least one period must be
specified. A period is defined by a start date and an end date (both mandatory).

Compensations bythe CNS* @ Yes © No @

Beginning of the period * End of the period *
E= E= ~
Add

Figure 17: SAS — Compensation by the CNS

» Deductions (mandatory): “Yes” is selected by default to simplify the input of deductible social
contributions. If no deduction is applicable, select “No”.

Each deduction is defined by:
e Benefit in kind (mandatory): List of options to select from:

Deductible social contributions;
Non-deductible social contributions;
Travel expenses;

Fees;

Extraordinary expenses;

Spouse allowance;

Special expenses;

Other — Please specify;

e Amount (mandatory): amount in Euros (two decimals).

If the option “Other — Please specify” is selected, the field “Name” (nature of the deduction)
must be specified.

The deductions “Fees”, “Extraordinary expenses” and “Other — Please specify” can be
selected multiple times.

Deductions* @ Yes © No @
Type* Amount (€) *
Special expenses v ?(,
Add

Figure 18: SAS — Deductions

> Exemptions (mandatory): if the option “Yes” is selected, at least one exemption must be
filled. Each exemption is defined by:
e Type (mandatory): List of options to select from:
- Overtime hours;
- Night, public holidays, Sunday supplement;
- Salary Supplement;

19
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- Other — Please specify;
e Amount (mandatory): amount in Euros (two decimals).

If the option “Other — Please specify” is selected, the field “Name” (nature of the exemption)
must be specified.

Only the exemption “Other — Please specify” can be selected multiple times.

Exemptions* @ Yes © No @
Type* Amount (€) *
Night, public holidays, Sunday supplem |~ ?(-
Add

Figure 19: SAS — Exemptions

» Withholding taxes (mandatory): Amount in Euros with two decimals;
» Tax of temporary budget balance (mandatory): Amount in Euros with two decimals;
» Tax credit

e Tax credit for employees (optional): Amount in Euros with two decimals;
e Single-Parent tax credit (optional): Amount in Euros with two decimals.

On this page it is possible to proceed with the next step (“Continue”), cancel (“Cancel”), or save
(“Resume later”).

20
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3.3. SUMMARY OF A SALARY ACCOUNT STATEMENT

This step summarises all the information filled in by the applicant in the previous steps. This
information is read-only.

The information is saved by clicking on the “Confirm” button.

The applicant is then redirected to the homepage where the newly created statement is displayed. The
user can also cancel, or go back to the previous step. The “Resume Later” action is however not
possible because this is the final step.

Input of 3 salary account statement

Wbertifeation ramber 19710813005
e guize tirth date
Sanrarne
Hirst exaenie At

Etahinhiment sddiens

Tox clam

Class  Beginning of the periog Eng of the geriod

Yasable in Lusambourg

Rate taxation regime

Rste  Begnning of the period End of the period

1000 2014-11-01 014-11

Grost income

Benafit in kind Amaunt (€)

Compensations by the CNS

Deductions

Exemptions

Withholding taxes (€)

Tax crndit

Benefit in kind Amount {€)

Tancrudh

@l parent Las et

Canfu A.A.;x Dk

|

Figure 20: SAS — Summary
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4. INPUT OF A PENSION ACCOUNT STATEMENT

As described in the first part, managing pension account statements becomes possible once the
general information is completed.

Adding a pension account statement is done by clicking on the button under the General Information.

Note: to avoid the whole submission to be refused by the ACD (see Chapter 6 Correcting a
mistaken submission):

- The reference of account statement is required in case of cancellation procedure for this
account statement.

- All dates must concern the specified tax year.

- All amounts must be expressed in Euros (no more than 2 decimals). There is no need to
specify the currency in the input field.
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4.1. INFORMATION ON THE BENEFICIARY

\)

quapital

The creation of a PAS is done in three steps. The first step is accessed by clicking on the “Add”

button.

Input of a pension account statement

ON GO00UNt statemant takes place in 3 steps

o the beneficiary

Availdoe here

For mors infy

rmation, please consult the manus

eformation on the benefic
i * Mandatory fieke

Flaage celect a country

mwm* 0

Clogs * Bugmnag of the peciad
M

£nd of the pericd

Congnue Camces Resame et

Figure 21 : PAS — Information on the beneficiary

The fields for this step are:

>

» Reference (mandatory): unique reference of the PAS used to communicate between the

applicant and the ACD.

Birth date (mandatory since 2016): birth date of the beneficiary;
Surname (mandatory): Name of the beneficiary;
First name (mandatory): First name of the beneficiary;

YV V VYV

establishment address of the sender;
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Identification number (mandatory): identification number of the beneficiary;

Establishment address (mandatory): the fields are identical to those defined for the
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» Period (mandatory):
e  Start date (mandatory);
. End date (mandatory);
» Tax Class (mandatory): at least one tax class must be filled for the fiscal year indicated in
general information.
e Class (mandatory): Four values are possible: 1, 1a, 2 or NA;
e Beginning of the period (mandatory);
e End of the period (mandatory).

Like for SAS, it is also possible to add a new tax class, or remove one with the exception of the first
row.

On this page it is possible to proceed with the next step (“Continue”), cancel (“Cancel”), or save
(“Resume later”).
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4.2. PENSION DETAILS
Input of 2 pension account statement
Information on the reciplent b f]‘ﬁd‘
Pension details
Taxable in Luxembourg * Fully Partially Notatall @
Withholding tax
Seeranes Rato Baginning of the End of the perod
period
£ ] %
Add
Grow income * ©
Benein in bind * Amount (€] *
{ x
Add
Deductions * ® Ye: v ©
Beneft in kind * Amount (€) *
{ Sodal contributions ] ‘ ~
Add
Exomptions ¢ Youe Ne ©
Withholding tazes (€) * ‘ ©
Temporury budget balancing tax * | g
Tax crodt ©
 Benefit i kind Amaunt (€]

Tax crudit ber prensiorery

Single-porert tas credit

Continue Bach l Canth Resume |t I

Figure 22 : PAS — Pension details

The input fields for the step “Pension Details” are:
» Taxable in Luxembourg (mandatory): List of options to select from

e “Fully’,
“Partially” (this option requires to enter the “Number of the days”)

e “Notat all”.

25



LA,
LE GOUVERNEMENT \k
DU GRAND-DUCHE DE LUXEMBOURG \

quapital

Salary and pension account statement file

» Withholding Tax: In case of a primary account statement, it is not necessary to fill out the
taxation rate.

In any other case, the Withholding tax is defined by the following fields:
e Rate (mandatory);

e Beginning of the period (mandatory)
e End of the date (mandatory);

Withholding tax

Rate Beginning of the period  End of the period
B2 B X
Add

Figure 23 : PAS — Withholding Tax

It is possible to manage different rates for withholding, wages, deductions and exemptions by
using the “Add” and “Delete” actions.

» Gross income (mandatory): at least one payment must be filled for the period indicated
above. Gross income is defined by the following fields:
e Type (mandatory): free text to describe the nature of compensation;
e Amount (mandatory): income value in Euros with two decimals;

» Deductions (mandatory): see screenshot below.
Deductions* @ Yes @ No @

Type* Amount (€] *

Social contributions EI ‘ ~

Add

Figure 24: PAS — Deductions

e Type (mandatory): List of options to select from:
o Social contributions;

o Fees;

o Special expenses;

o Extraordinary expenses;

o Other — Please specify: this option displays the field “Name”

e Amount (mandatory): amount in Euros with two decimals.

If the “Other — Please specify” option is selected, the “Name” (nature of the deduction) must
be specified.

Deductions “Business expenses”, “Extraordinary expenses” and “Other — Please specify”
can be selected more than once.
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» Exemptions (mandatory): see screenshot below.

Exemptions* @ Yes © No @

Type* Amount (£) *

| .

Add

Figure 25 : PAS — Exemptions

quapital

If the applicant indicates that at least one exemption must be applied, each exemption is

defined by:
e Type (mandatory): description of the exemption;

e Amount (mandatory): amount in Euros with two decimals.

» Withholding taxes (mandatory): Amount in Euros with two decimals;

» Tax of temporary budget balance (mandatory): Amount in Euros with two decimals;

> Tax credit

e Tax credit for employees (optional): Amount in Euros with two decimals;
e Single-Parent tax credit (optional): Amount in Euros with two decimals.

On this page it is possible to proceed with the next step (“Continue”), cancel (“Cancel”), or save

(“Resume later”).
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4.3. SUMMARY OF A PENSION ACCOUNT STATEMENT

Input of a pension account statement

quapital

Information on the beneficiary

Pension details

Information on the beneficiary

Reference 2016-A001-H331-2
Summary
Identification number 1971081900352
User guide Birth date 19/08/1971
Surname MAUS
First name Kath

Establishment address

12 route de Thionville
L-1244 LUXEMBOURG

Luxembourg
Period  From 01/01/2016 to 12/31/2016
Tax class
Class  Beginning of the period End of the period
1 01/01/2016 06/30/2016
1a 07/01/2016 12/31/2016

Pension details

Taxable in Luxembourg

Withholding tax

Not at all

Rate Beginning of the period

End of the period

15.00 | 01/01/2016 12/31/2016
Gross income
Benefit in kind Amount (£)
Pension 15000.00
Deductions
Benefit in kind Amount (£)
Social contributions 1500.00
Exemptions No
Withholding taxes (€)  2000.00
Temporary budget balancing tax (€) 1000.00
Tax credit
Benefit in kind Amount (£)
Tax credit for pensioners 500.00

confirm

Figure 26 : PAS — Summary

This step summarises all the information filled in by the applicant in the previous steps. This
information is read-only.

The information is saved by clicking on the “Confirm” button.
The applicant is then redirected to the homepage where the newly created statement is displayed. The

user can also cancel, or go back to the previous step. The “Resume Later” action is however not
possible because this is the final step.
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5. RESUME A FILE

Filling a SPAS file can be done in several occurrences.

The applicant may complete or amend a SPAS file (transmittable or not) before transmitting it to the
ACD. If the file contains erroneous data, they are displayed in red and an error message informs the
applicant.

Salary and pension account statements file

General imfarmation
Neberence of the fie Dedtor nformation LT app—
2016-4001-H331 Nefmener of the debine 2014-A003-h331-088-1
RS Mame GROSS COSP
woia Mentification number 20005678901

Contact pervon  MALLS Feter
Sessder mburmalion

MALL ety
|
Add 3 1alery scooune ASd 1 DERS0n STOTT
statermars stadocamet
Reference dentdication rumbec Surname 3ad first name Period Tyoe =
LSOO 201
ON1900752 MALS saen

Em Cwets ]

20162008 H331-1 197108150055 MALS Kath ;“;\ Salary gan || Detess

@

History LIS g

Pieish the gt |

Figure 27: Screen File SPAS
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5.1. CHANGE THE GENERAL INFORMATION
From the “Salary and pension account statements” page, a click on “Edit these data” allows to change
the general information.
This is done via the same 4-step wizard used to create the file.
Changing the general information is not possible if the file has already been transmitted to the ACD.

The fiscal year cannot be changed if the SPAS file contains at least one account statement.

5.1.1. Information on the submission

The application displays the first step “Information on the submission” The input fields are pre-filled
with the information previously indicated.

If the file SPAS file contains at least one statement, the tax year is displayed in read-only.
5.1.2. Information on the sender

The application displays the second step “Information on the sender” The input fields are pre-filled
with the information previously indicated.

The applicant may update the information of the sender, click on “Continue”, or “Resume Later”.
5.1.3. Information on the debtor

The application displays the third step “Information on the debtor” The input fields are pre-filled with
the information previously indicated.

The applicant may update the information of the debtor, click on “Continue”, or “Resume Later”.
5.1.4. Summary on the general information
The application displays the summary: all the general information data is read-only.

The applicant clicks on “Confirm” to save the entry and go the “Salary and pension account
statements” page completed with the new general information.

The applicant may also “Cancel” the changes, or go “Back” to the previous step.
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5.2. CHANGE A SAS OR A PAS

From the “Salary and pension account statements File” page, the applicant clicks the “Edit” button
associated to an SAS or PAS.

This is done via the same 3-step wizard initially used to populate the file.

If the file has not yet been submitted to the ACD, all statements can be changed.

Salary and pension account statements file

General imformation

Neference of the e Debtor nformation St e tata
2016-A001-H331 Nefmence of the debine 2018-A005- 13310881
Faeal vese Masse GROSS COSP

Memtification number 20003678901
Contact pervon ML Eeter

i
Sesder mlurmalios

MALS tatry

A3d 3 1alery scooune ASD 3 SERS0N ST0OUNT
statermars Hanarent
Reference wdentdixation rumbec Surname aad first name Fetiod Type Action

ON1900752 MALS satn o rserk Pens

om ] (oo ]

2016-2001$331-1 197108180055 MALS Kath :' 3 ~‘; ‘ salay fan || Detess

@

Lses guide

— 1

Figure 28: Modification — salary and pension account statement file
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5.2.1. Change a SAS
A SAS can be modified by clicking the “Edit” button.

Reference identificotion number Surname and first mame Period ype - Action

Figure 29: Change the SAS

The application displays the first step “Information on the beneficiary” (see 3.1 Information on the
beneficiary). The input fields are pre-filled with the information previously indicated for the SAS.

The applicant updates the information on the beneficiary (see 3: Input of a salary account statement)
by clicking on “Continue”.

The application displays the second step “Salary details” (see 3.2: Salary details). The input fields are
pre-filled with the information previously indicated for the SAS.

The applicant updates the salary information by clicking on “Continue”.
The application displays the step summary: all data entered for this SAS are displayed in read-only.

The applicant clicks on “Confirm” to save the entry and go the “Salary and pension account
statements” page completed with this SAS.

5.2.2. Change a PAS
A PAS can be madified by clicking the button “Edit”.

Reference identification number Surmame and first name Period Type v Action

Figure 30: Change the PAS

The application displays the first step “Information on the beneficiary” (see 4.1 Information on the
beneficiary). The input fields are pre-filled with the information previously indicated for the PAS.

The applicant updates the information on the beneficiary (see 4: Input of a pension account statement)
by clicking on “Continue”.

The application displays the second step “Pension details” (see 4.2: Pension details). The input fields
are pre-filled with the information previously indicated for the PAS.

The applicant updates the information by clicking on “Continue”.
The application displays the step summary: all data entered for this PAS are displayed in read-only.

The applicant clicks on “Confirm” to save the entry and go the “Salary and pension account
statements” page completed with this PAS.
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5.3. DELETE A SAS OR A PAS

From the “Salary and pension account statement file” page, the applicant clicks on the “Delete”
button associated to the SAS or PAS to delete.

Salary and pension account statements file

Debtor information
Nefmence of the debine 2014-A003-1331-088-1

Reference dentAianian rumeec Surname andg first name Feriod Type Action

Figure 31: Delete — salary and pension account statement file

5.3.1. Delete a SAS
A SAS can be deleted by clicking on the “Delete” button.

Reference identificotion number . Surname and first mame Period Type - Action

Edn I Deiere [
Figure 32 : Delete a SAS

The application displays a summary of the SAS. The applicant may “Cancel” the deletion, or proceed
with the deletion by clicking on the “Delete” button at the bottom of the page. In either case, he is
redirected to the main page.

5.3.2. Delete a PAS
A PAS can be deleted by clicking on the “Delete” button.

Reference Identification number Surmame and first name Period Type v Action

Figure 33: Delete a PAS
The application displays a summary of the PAS. The applicant may “Cancel” the deletion, or proceed

with the deletion by clicking on the “Delete” button at the bottom of the page. In either case, he is
redirected to the main page.
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6. CORRECTING A MISTAKEN SUBMISSION

quapital

The applicant has previously completed a SPAS file and sent it to the ACD from MG. The prerequisite
checks (or "semantic checks") conducted by the ACD identified clearly incorrect information in relation
to other sources of information at his disposal. The entire file is returned to MG with the list of errors

found by the ACD. The status of the file is now “To be corrected”.

My procedures

Initiate @ new administrative procedure

Select a procedure h Submit a form
K, ' 4 F f
among all the procedures In the 10 the aamimistration F 3
ot dlogue o r
Monitor my administrative procedures
r
l Al o pesoeaton art Mox * ’
19 sroceduren. Show the groceshons 18030 Prucodurss o page 1 10 ¥
Updated v Name Apphcant «
211172014 160047 | DIRECH . EXiralt o comots salaine ot EnUOD Balbat
sttt
2014 160045 | DIRECH : Extran de compte cslgire o peouon 0 Balhet
Lsssstany 1%

Figure 34: Screen SPAS in Error — Status To be corrected
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The application displays in red the errors detected by the semantic control. The applicant is informed
via an error message at the top of the page.

Salary and pension account statements file

° Fleass correct the genecal information
Plesse moaify the Incorrect statements

General Information

fzferunce of the file
AMe-M0L-Hux1)

Fisecsl yasr
ais

Sender Information
NUAUS Keety

Debtor Information
Raferunce of the debtor 2016.A001 #4331 DEB-1
Nama GROS5S CORR
Identification number J0005s 28901
Contset parsan ALK Pator

LAE s Sets

Addl & sy wroun ASJ & panisen e
vatomem Eatement
Reference Identification number . Surname and first name Period Type . Action
1/, 6 -
2016-A001-N222-2 1971001900352 MAUS Kath 1://”//:::‘ Penvien fue Deferte
02/02/2016 - N
2016-AD01-H331-1 1571081900355 MAUS Koth 12/31/2016 Salary b Defete |
User guide

History

Ssume Lt ]

Figure 35: Screen SPAS in Error

At each step, the application displays the erroneous input fields in red.

All errors must be corrected before the file can retransmitted to the ACD.
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/. MODIFY A SUBMITTED FILE

When "modifying" a SPAS that has been submitted to the ACD, a cancellation request is sent to the
ACD and a new SPAS is created by duplication. The applicant can then modify and submit it again to
the ACD.

7.1. DISPLAY A SUBMITTED FILE

Once the file is submitted to the ACD, two columns are added to the screen:

- The “Cancel” column, which allows selection of the SPAS for which a cancellation request
must be issued.

- The “Status” column, which shows the status of each individual SPAS and SPAS can be
sorted by clicking on the title of the column.

Since 2016:
- ltis possible to correct the debtor of a submission
- ltis not possible to delete a SPAS with the status “Submitted”, “Corrected” or “Cancelled”;
- The “Correct” action is available to correct a SPAS with the status “Submitted”.

In addition, an action “Cancel all the submission” appears when the file is submitted (see 9: Cancel
a transmitted file).

The other actions are identical to those described for a non-transmittable case.

The last modification date and the ID of the user who made this change are displayed under the list of
SPAS. One option allows seeing all the history of previous changes.

Salary and pension account statements file

Tefuramcs of the file Debtor information

Reforence of the debtar 101

Contact parson DESAUTE Banaet

Carcel Statun Reference dentification number Surname and first name Period Type Action

Figure 36: Change a transmitted file — Main screen
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7.2. CORRECT THE DEBTOR OF A SUBMISSION

To correct the debtor of a submission already submitted to the ACD, the applicant has to click the
button “Correction of the debtor”.
The “Information of the debtor” screen is then displayed.

Input of general information

mformmation on the debtar
* Mardativy lield

eI o
Refersnce of the debtar * O
Fenan * N » | 0
©
ARt
Add . 12
-1
mho
Contact parice @

oefum Cancel Arsurre latet

Figure 37: Information of the debtor

A read-only first pre-filled field is present:
> Reference of the debtor: Unique reference used to identify the debtor for further

communication with the ACD.

Note: This reference will be required for any cancellation procedure of a submission or SPAS.

In this page, we can save the correction (“Confirm”), cancel (“Cancel”), or save (“Resume later”).
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Salary and pension account statements file

Referemee of the file Debtor information Cortecton of the dettes

A ADOL-HAS Referamee of the debtor 2016 A001- HI34DEB-2

Name A3 Consulting2

|demitheation

mber 2072219784

Comtoct person DESAUTE Sesor

Coancel Samtun Refevence - Identification number Sarname sevd fust npeme Pericd Type Action

Figure 38: Change a transmitted file — Main screen after correction of the debtor

It is not possible to both correct a debtor and correct or delete a SPAS.

” o«

When the correction of the debtor is saved, the “Add a salary account statement”, “Add a pension

account statement” and “Cancel all the submission” buttons are not enabled.

The button “Cancel the correction” can be used to go back to the initial situation. A confirmation
popup is displayed.

As long as the submission is not transmitted, it is possible to correct the information of the debtor by
clicking on the “Correction of the debtor” button.

7.3. CANCELLATION REQUEST OF A SUBMITTED SPAS
To request a cancellation of a submitted SPAS, the applicant simply checks the corresponding box in
the Cancel column.

The display of this SPAS is then greyed out as well as the action “Correct”. Only the cancel checkbox
remains active.

If the applicant un-checks this box, the display reverts to normal.

Cancel Status Reference dentification sumber Surname and first name Fariod Type Action

v

Figure 39 : Change a transmitted file — Cancel

If the applicant interrupts his input for later resume, the selected SPAS status remains “Submitted”
and will be checked during the resume of the file (the process will have the “Non-transmittable”
status).

The submitted SPAS that are cancelled are greyed out in the application and have the status
“Cancelled”. No action is possible on these SPAS.
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7.4. CORRECT A SUBMITTED SPAS

The file is submitted to the ACD, therefore:

- The SPAS, for which a cancellation has been requested, have the status “Cancelled” and
are greyed out. No action is possible on these SPAS.

- The SPAS that are in “Preparation” become “Submitted”. These SPAS can’t be deleted:
instead a cancellation request can be requested.

To correct a submitted SPAS the applicant clicks on the corresponding “Correct” button. This SPAS is
then checked in the “Cancel” column and its display is greyed out to indicate that the cancellation is
requested. The “Correct” action is no longer available on this SPAS.

A new SPAS with a status of “Preparation” is added to the list. Its data is duplicated from the
previously selected SPAS.

Salary and pension account statements file

Reforence of the flie Debtor infarmation
JN14-ADOL-HE34 Refurance of the debtor 20i0-AD03-KI34-065- 2
Name AlnS Conuling

Idemtification number

Cortact parsen DESAUTE Berof

Swrname and first
namse

Cancol Status Reference Identification rasmbar Pariod Typa Action

Figure 40 : Change a submitted file — Modify a SPAS

If the applicant clicks on the “Cancel correction” button of the correcting SPAS:
- The correcting SPAS is deleted;

- The corrected SPAS is again available and the “Correct” action is enabled.

If the applicant interrupts his input for later resume, the selected SPAS remains “Submitted” and will
be greyed out in the future resumption of the file (which will have the “Non-transmittable” status).
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8. DUPLICATE A SUBMITTED FILE

In order to duplicate a file:
- The file to duplicate must concern the current fiscal year or the preceding two years.
- The file must be submitted.

DIRECH : Extrait de compte salaire et pension {assistant) TEST #

Status ok

v procedre by samall or postal madl Administyation des Conts Butions
Directes (MRECH)
burs foomation pn This preceduis
Fie Hstory Mssages

TOTAL: 1 form, 0 annax, 0 supporting document

BYrorm @ annex T Supporting document ©

F CUAECH . Extrait de compte salake ot peasion (assistant] TEST Sent

jert On JOV10/2014 14:10:18

E4

You U agn e frms et attac the SERorUng damaments N e tn s T prosscu s
Haca Duplicate l

Figure 41: Screen Duplicate a file — Button Duplicate

Click on the button “Duplicate”
Confirm the duplication of the procedure x

Arg you sure you want to duplicate the proceduma?

Dugpsicats Back

Figure 42: Screen Duplicate a file — Validation «Duplicate»

Procedure duplicated.
Complete the required information under the tab "File’
before sending your application.

Figure 43 : Screen Duplicate a file — Confirm «Duplicate»

The new file has the status “In preparation” in the selected private personal or professional eSpace.
The applicant specifies the fiscal year in the input screen, and updates the general information.

Some information is missing at this point, so errors are displayed in red and an error message informs
the applicant. Adding, editing and deleting SPAS are possible.

When a file contains errors, it is impossible to finalise the input of the file, therefore the action "Finish
the input" is inactive.
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9. CANCEL A SUBMITTED FILE

From the “submitted SPAS file” page, the applicant may request a complete cancellation of a file
submitted to the ACD. The cancellation request will generate a new annex for the current electronic
procedure on MG.

The complete cancellation request for a file requires no input from the applicant. A confirmation of the
intention is necessary: for this, the application displays in read-only the information below:

- Information on the sender

o Name and surname of the sender are replaced with the name and surname of the
currently authenticated applicant.

- Information on the debtor

- Reference of the file: unique reference and fiscal year

The proposed actions for a complete cancellation request are:

» Confirm: Displays a modal confirmation window, informing that all the data will be
irrevocably invalidated after transmission of the cancellation to the ACD.

e After confirmation, the application displays a confirmation page indicating that the
process has been updated in the electronic procedure on MG;

e Otherwise same as below.

» Cancel: Displays a confirmation page indicating that the cancellation request has not been
confirmed and therefore, the electronic procedure on MG was not updated. An action “Back
to file” allows the applicant to navigate back to the file.
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10. MANUAL CANCELLATION REQUEST

Anyone connected to MG can create a request for a manual cancellation of a submission or
statement. These requests are covered by the ACD which will, if necessary, cancel the submissions or
invalidate the cancellation requests.

This specific procedure applies to exceptional situations that prevent the original debtor or the sender
to update the file (change of accounting firm, death ...) and will be subject to verifications by the ACD.

10.1. INFORMATION ABOUT THE SUBMISSION

10.1.1. Cancelation type
In the first screen is displayed:
- The fiscal year of the submission to cancel
- The cancellation type (mandatory): choice between:
o Thefile: This option cancels a whole submission (hence all SPAS in the file);

o The statement(s): This option cancels only the SPAS mentioned afterwards in the
cancellation request.

Manual cancellation request of the submission of salary or pension account statements

Infoemation on 1he submisson =
* Manilatory fisld

Figure 44: Manual cancellation request — Information on the submission
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10.1.2. Cancellation of the whole submission

Two mandatory fields are displayed by the selection of this option:

o Reference of the file: the exact information previously entered in the “Details of the
submission” for the file to cancel must be entered here (this information is case-
sensitive).

o Reference of the debtor: The reference previously given in the “Information of the
debtor” for the file to cancel must be entered here; this is the only information of the
debtor’s identity to be filled by the applicant. If the debtor of the submission has been
previously corrected, the reference to be entered is the latest reference.

Manual cancellation request of the submission of salary or pension account statements

the
Irffertration on the sutenision - atory field

nto

O

Figure 45: Manual cancellation request of the whole submission

10.1.3. Cancellation of one or more account statement(s)

The choice of this option enables to enter one or more references of salary or pension account
statements.
Additional information about the sender will be requested in a dedicated step of the input assistant.
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Manual cancellation request of the submission of salary or pension account statements

Infocmation on the sutmbision " et

B One or more accoont statementis)

o The message reforence iz ta mdicate that spectfied in the detalls of the deposit and in the POF #fe assonated with your
Initial appecach
I thers have been several sutessive Ceposits R0 one process, we must U0 @5 much of cancellation proceedings there
Was Oeposits COUA: referance T0 resume o a5 Indicatad in the detals of the depost and POF sssociated with each deposit
1t 13 possible to canced several excerpts if and only If they have been filed with the same message reference. Otheraice, it
will be necessary to make many anewitnent proceedings.

ferencs of e mesiage *

R i A - ©

Contmee Canced

Figure 46: Manual cancellation salary or pension account statement

The reference of the message to be entered is the one indicated in the details of the submission and
in the PDF associated with each submission.

If there have been several successive submissions into one process, it is necessary to do as many
cancellation proceedings as submissions to the ACD.

It is possible to cancel several statements only if they have been filed with the same submission.
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10.2. INFORMATION ON THE SENDER

The input fields are identical to the inputs of the sender for a SPAS file.

Manual cancellation request of the submission of salary or pension account statements

* Mandatory Sield
Irformation on the sexder

Sumame *
Firt name *
Company
FPhone *

Fax

Figure 47: Manual cancellation Information on the sender

The button “Pre-fill” is available on the top of the form. It allows the applicant to complete the input
fields with information from their personal or professional eSpace.
The fields to enter for the step “Information on the sender” are:

- Surname (mandatory): Name of the

- First name (mandatory): First name of the

- Company (optional): Name of the Company in charge of the submission (for example a
fiduciary);

- Phone (mandatory): Phone number;
- Fax (optional): Fax number ;
- Email (optional): Email address;

- Address (mandatory): The address can be from type Establishment address or a P.O. Box:
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By the selection of the type “Establishment address”, the fields to enter for an establishment address
are displayed.

Address * ® FEstablishment address P.0O. Box (7]

Number * I:I
Street * ‘ ‘
Postcode * I:l
Locality * ‘ ‘
Country * ‘ Please select a country - ‘

Figure 48: Manual cancellation Information on the sender: Establishment address

By the selection of the type “P.O. Box”, the fields to enter for a P.O. Box are displayed.

Address * Establishment address @ P.O. Box (7]
P.0. Box I:'
Postcode * I:'
Locality * ‘ ‘
Country * ‘ Please select a country - ‘

Figure 49: Manual cancellation Information on the sender: address P.O. Box

The fields to enter for a “P.O. Box” are:
o P.O. Box (optional);
o Postcode (mandatory);
o Locality (mandatory);

o Country (mandatory).

On this page it is possible to proceed with the next step (“Continue”), cancel (“Cancel”).
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10.3. INFORMATION ON THE DEBTOR (IN CASE OF CANCELLATION OF ONE OR
MORE ACCOUNT STATEMENT(S))

In the menu, the links to the previous steps are now active, because data was already entered and the
third step is selected.

Notice that this screen is only displayed if the applicant has previously selected the cancellation of
account statements.

Manual cancellation request of the submission of salary or pension account statements

* Mandatory feld

formetion om the debder Mo il [ %]

Rafecance of the deltor * ()

Address * id . o o

Contact persan @

Figure 50: Manual cancellation Information on the debtor

The button “Pre-fill” is available on the top of the form. It allows the applicant to complete the input
fields with information from their personal or professional eSpace.
The fields to enter for the step “Information on the debtor” are:

- The reference of the debtor: The reference previously given in the “information of the debtor” for
the file to cancel must be entered here; this is the only information of the debtor’s identity to be
filled by the applicant. If the debtor of the submission has been previously corrected, the reference
to be entered is the latest reference.

- Specify if the debtor is a natural of legal person (mandatory).

By selecting “Natural” person, the fields to enter for a natural person are displayed.

Person™ @® Natural Legal ©

ldentification number * ‘ ‘

Surname * ‘ ‘

First name * ‘ ‘

Figure 51: Manual cancellation Information on the debtor: natural person
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The fields to enter for a natural person are:
o National identification number (mandatory);
o Surname (mandatory);

o First name (mandatory).

By selecting “Legal” person, the fields for a legal person are displayed.

Person * Matural ® Llegal @

ldentification number * | |

Company * | |

Trade register number | |

Figure 52: Manual cancellation Information on the debtor: legal person

The fields to enter for a legal person are:
o National identification number (mandatory);
o Company (mandatory);

o Trade register number (optional);

- Specify the establishment address, P.O. Box or both for the debtor (mandatory). The
operation is the same as the previous step; the only difference is that for the debtor, two types
of address can be entered simultaneously;

- Indicate a contact person:

o Surname (mandatory);
o First name (mandatory);
o Phone (mandatory);

o Fax (optional);

o Email (optional).

On this page it is possible to proceed with the next step (“Continue”), cancel (“Cancel”), or go to the
previous step (“Back”).
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10.4. SUMMARY OF THE CANCELLATION

The last step summarizes all the information entered by the applicant. This information is read-only.

The summary is different for the cancellation of a submission (Figure 53: Manual cancellation request
of the whole submission — Summary) and the cancellation of statements (Figure 54: Manual

cancellation of statements — Summary).

Manual cancellation request of the submission of salary or pension account statements

Informaton on the submission
Fisenl yaur 2016
Caneallation typo The submivalor

Reference of the debtor 2016-A001- 216580085

Naference of the submizsica HIA-ADOL2165-DED

Information an the sender
Sutmamve [
First name Benoit Gabeied Limest
Campany ARMS Conndteg
Phann WISIIR11 00 %
Fax N/A
Emuil NiA

Istablishment addrass H rue Nicoles Sove RDX
L1353 L AEMBOUNT

Lusumbauig

Conlen Carwa! Back

Figure 53: Manual cancellation request of the whole submission — Summary
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Manual cancellation request of the submission of salary or pension account statements

mfarraime on the sshmusme

information on the submission

IAITTIATION 0 YN pender

Fescal year
AT 0N 00 I DEDOXe :
Cantetiation type
Surmary
Reference of the message

Rétéseces of the sccount siatement

Information on the sendar

Information on the dettor

Aetatence of the debito
Person

Hentficacion rusnber
Company

Trade regicter mumder

Establishinent address

Contact person
Surrame

st name
Phone

far

tmal

= B 1| Y

ms
DOne of more sctoont ststement|s)

2016:ADOL-F136

20616-M01-FL26-1
J016-A01F126-7

J0IE-AO0I-F126-5

Decaite

Banolt Gatrisi Emen
ARMS Conmuming
3522011021

N/A

senPevt crie stut by

I8 rue Nicolss Bove RDC
(1353  LUKEMBOURE
Lusamboury

1016-A001-F126-068-2
Legm

20005678901

ARHS Comuming

NIA

2E  rue Ncotes Bowd ADC
L1353 LUEMBOUNG
Larembosrg

MALS

Peter
+350455454
NN

N/A

Figure 54: Manual cancellation of statements — Summary
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On this page it is possible to proceed with the next step (“Continue”), cancel (“Cancel”), or go to the previous

step (“Back”).
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