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The PBCL stands for the Prepared By Client List. It is a smart and time saving solution for retrieving
and secure data in a structured way. You will see all questions clearly and what needs to be delivered.
For questions where documents must be submitted, you can immediately upload them. With alerts
and progress percentages, you have real-time insight into the delivery process. You can see which
guestions have already been answered and which questions still need to be answered. The software
further guides the delivery process. In addition, you work completely GDPR-proof with this solution.

Delivery takes place by completing various questionnaires and information requests, hereinafter
referred to as PBCL. We use this information and documentation for checking your Financial
Statement(s) and/or Corporate Tax, for example. This instruction will explain the working of the PBCL
platform.

You have received a web address and login name by email. In a second e-mail you received a link to set your
password. With your login name and password, you can log in to the web address sent. You can also choose
the language Dutch or English by clicking on one of the flags. See the image below for the login screen.

Sign In

2% ctrl
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When starting PBCL you will enter the dashboard. This dashboard shows you a real-time overview of
questions, progress and deadlines.
%PBCL Dashboard PBCL ' Ctrl Userctrit v

Welcome back, Ctrl Userctrl1

Recent notifications PBCL Progress

Latest Clients Upcoming deadlines

No Data

The main menu contains several parts:

e Dashboard: the PBCL dashboard consists of several widgets that show the status of the PBCL(s) you
must fill in. When you click on the logo at the top left, the dashboard also appears.

e PBCL: Opens the tile structure for the entity that you opened most recently. This tile structure takes
you to the environment where you can view and complete the delivery status of the PBCL(s) in detail.

e Notification icon: Opens the list of notifications available for you. Notifications appear, for example,
when your advisor has approved, disapproved, or commented on your answers previously provided.

e Name: When you click on your name, you will see a submenu where you can log out. We recommend
that you always log out when you are finished on the platform.

The dashboard shows by means of a number of widgets/blocks the status of the PBCLs.

A

)
The status widgets provide an overview of the active PBCL(s) based on 4 categories.

1. Ready for Review: Several PBCLs whose delivery is 100% complete and must be checked by your
advisor.

2. Completed: Number of PBCLs 100% approved by your advisor in the past 7 days.

3. Rejected: Number of PBCLs with a rejected question that need to be answered again.

4. Upcoming deadlines: The number of future deadlines.
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When you click on the yellow, green, or red status widget, you will be taken to the progress page with the filter
automatically filled in based on your chosen status widget. A click on the blue status widget opens the full
overview of upcoming deadlines page.

The recent notifications widget shows the recent notifications regarding the created PBCLs. This could be
notifications, for example, that your advisor has made a comment, has adjusted a question, or that a PBCL
must be completed and has an approaching deadline. When you click on a notification, you will be sent to the
underlying PBCL.

Recent notifications

De Demo Administratie intern
The intermediary has made one or multiple remarks in the PBCL,

De Demo Administratie intern
Details sarrekening (v20) must be delivered before 27/03/2020.

De Demo Administratie intern
advise prepared ments for vou in vour PBCL. Please check th ¢

The PBCL progression widget provides an overview of all PBCLs that are not yet 100% approved. When you
click on the title of the chart you will enter the PBCL progress page, where you can further filter on different
statuses.

PBCL Progress

See all PBCL progresses

To easily navigate between the entities in which you are involved in the delivery, an overview has been made
that shows the 5 most recently opened entities. This widget is therefore only important when you have access
to multiple entities. Click on a name to open the PBCL for that entity.

Latest Clients

De Demo Administratie intern >

Ctrl Demo 1 >
Demo client 1 >
De Testadministratie BY >
De Slagerij BV >
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The next 5 deadlines are displayed in the upcoming deadlines widget. When you click on a deadline, the PBCL
for the relevant client opens. When you click on “See all deadlines” the overview page with all future deadlines
will be opened.

Upcoming deadlines

Opstellen jaarrekening

Inkomstenbelasting

From multiple widgets you will reach the PBCL progress page. This overview gives you the opportunity to get
an overview of the progress of one or more PBCLs. All PBCLs that are not yet 100% approved are included in
the statistics.

You can apply various filters so that you can generate an overview of the selection you want. By clicking on a
relevant PBCL you will land at the delivery status via a tile structure, where you can view the details per
financial statement item. You can also open this tile structure by clicking PBCL in the menu bar at the PBCL
homepage.
PBCL Progress
Ready For Review Completed Rejected 2020 ~ Al - Type - Q

CLIENT PBCL PROGRESS

De Demo Admin

istratie intern

De Demo Admin Opstellen Jaarrekening

istratie intern

De Sportschool Controleren Jaarrekenin

De Sportschool Opstellen Jaarrekening =
BV 20

The following is indicated per tile:

There is a document that has been rejected by your advisor

Sub-tile status: The status of each sub-tile is indicated

Sub-tile: The sub-tiles that belong to this tile

Status bar: Different colors indicate the percentage of questions that were answered, approved, or

i

rejected.
5. Percentage of answered questions: What percentage of the questions covered by this tile have been
answered.
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The following colors are shown in the status bar:

- : Percentage of questions that have not yet been answered.

- : Percentage of questions answered and allowed to be assessed.
- : Percentage of questions approved by your advisor

- Red: Percentage of questions rejected by your advisor

See below an example of a fully completed and approved tile.

By clicking on the title of the tile, an overview of the sub-tiles opens.

From the tile you can directly navigate to the underlying questionnaires. Click on the relevant sub-tile.

Above the tiles is a navigation URL, which shows which path you have followed. By clicking on a name, you can
navigate back to the relevant tile. This way you can easily and quickly switch between the different tiles.

PBCL / 2020 / Preparing financial statements / Currents assets / Accounts receivable
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Overview of the general ledger transactions of the financial year (preferable as an Excel spreadsheet)

Ly

Drop files here or use the “Choose files” button

1. Question color: colors represent the status of the question

Gray = to be answered

Yellow = question has been answered by you

Red = answer or document has been rejected
Green = question or document has been approved

O O O O

2. Not applicable: If a question/document is not applicable, you can check here. The question is then no longer
open. If a document has already been uploaded, it will be removed if the “Not applicable” option is checked in.

3. Choose files: Documents can be uploaded by clicking the “Choose files” option. Then select the desired
document on your PC. Or use the “Drag and Drop” functionality. You can add multiple files here.

4. Add comment: If you want to give an extra explanation or ask a question about the requested document,
you can leave a comment here. You and your advisor can then respond to each other here. See below an
example with multiple comments. If you click on “All messages” you will see the entire conversation history.

{as the company recorded long-term liabilities on the face of the balance sheet?

v Approve @ Reject

Comments

Ctrl Userctrl1
..and more private loans

& minutes ago

5. Question mark: By clicking on the question mark behind a question, a further explanation is displayed. See

the example below.

1ave any intangible fixed assets been recorded on the face of the balance sheet?
Intangible fixed assets are non-physical assets with
an objectively definable value. This may include
initial costs, goodwill, trademark rights or patents,

Select an option research or development costs.
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In order to navigate within the available questionnaires, you can choose from 3 options.

PBCL / 2020 / Preparing financial statements / Fixed assets / Tangible fixed assets

Admin Demas

test

Via the navigation URL: the selected tile will open immediately.

2. Between entities: On the screen, using the search bar at the top right, you can switch between the
different entities. The relevant questionnaire will then be opened immediately. When switching to
another entity, but the relevant tile or questionnaire does not exist, the text “This PBCL is not
available” is displayed.

3. Previous/Next: In the questionnaire you can easily navigate to a next or previous questionnaire, which
relates to another sub-tile. This can be done using the Previous and Next buttons at the bottom right
of the screen.

After the PBCL has been completed by you, it is up to your advisor to approve or reject your answers and
documents.

If your question or document has been approved, the question will turn green. See below.

Has the company recorded accounts receivable on the face of the balance sheet?

Comments Copy all comments
Organisatie Userctrl

4 days ago
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After a question has been rejected by your advisor, you will receive a message in your mailbox. The email
message will indicate that there is a message waiting for you. A notification will be created at your Dashboard.
Your advisor has indicated in the explanation why the answer or document has been rejected. See example

below.

° If desired, a template can be used for filling in (certain) questions. See '?' for more information

Test 2 s |n

Drop files here or use the “Cheose files” button

Comments

Organisatie Userctrl ([22acd)
Please upload the right file

a minute ago

When a question is rejected, new documents can be uploaded. Previous documents that have been uploaded

can be removed by clicking the recycle bin.

Based on three situations, notifications for PBCL will appear in the Dashboard:

If a question is rejected, you will receive an email and a notification on the Dashboard
2. If a message is posted by your advisor to a question that you have answered or where you have asked

a question yourself.
3. When a PBCL is created by your advisor. This notification will disappear when the relevant PBCL has
been filled in completely and is therefore at 100%
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