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1 Introduction

YouProvide is a Growteq product. With YouProvide you can request organized files from your client
and receive and download them in a structured way.

The simplicity and clarity of the list, the speed of creating, editing and sharing the predefined list and
the structured storage of the files, ensure that you receive the necessary files for your assignment faster
and more securely. For the customer we have created a secure environment where he can deliver his
files.

The user process is briefly explained in this user manual. If there are any questions or comments about
YouProvide or this user manual, you can email it to support@growteq.nl.

© Copyright 2022 Growteq
No part of this publication may be reproduced or published without prior written permission from
Growteq.

Are you currently subscribed to the free version of YouProvide?

Within this version you can only create and share one list with your customer. Do you want to
create more lists? Please contact Arnoud van der Heiden via e-mail avanderheiden@growteq.nl,
telephone: +31 883 377 202.
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2 Versions YouProvide

BASIC ADVANCED *

Unlimited number of lists and files \

Multiple entities in 1 list

Vv
Access for several colleagues per list \Y
\Y

Monitor deliveries

<l < < < <

Possibility to post responses to deliveries

Own templates 10 10

<

Own logo \Y,

Login dual authentication \% \%

Login function for the customer + recording
of multiple contacts

Add comments to list items (by accountant and \%
customer)

Add statuses per item / insightful for accountant

E-mail notifications with changes / deliveries

Import list from Excel

Personal dashboard

History of actions is logged

Export of all items (in one ZIP file) \Y

Export all comments

Confidential Items

<l < <| < < < < <<

Downloading / importing templates V
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3 Register the first time

Go to the website: 28| PROVIDE] P— .
https://youprovide.nl/.

Communiceren en stukken
uitwisselen met klanten

Veilig & gestructureerd!

Wat biedt YouProvide?

YouProvide biedt accountantskantoren de id de
mogelijkheid om op een gestructureerde manier documenten en
dossierstukken bij hun klanten op te vragen. Het voorkomt onveilige
gegevensoverdracht en biedt een antwoord op lange en
ongestructureerde klantcommunicatie.

- Klantspecifieke PBC lijsten

Register on the website for a free  youIT YR | T swsn [ omossvesse | connacr maosesn

test account.
IKBEN KLAAR OM TE BEGINNEN

Start working with YouProvide: i )
Lo Probeer YouProvide gratis en ontdek de voordelen! Meer
choose an existing template or informatie? info@growreq.nl

create your own list; click on Login.
Voornaam

Achternaam
Bedrljfsnaam
E-mailadres
Wachtwoord
Wachtwoord

Telefoon

Modellijst kies een lijst... v

Klantnaam
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4 Working with YouProvide

4.1 Overview page
After successful registration you will ~ YOU[TIOIIT ever acowser  wosene ° 2 semoayouprovdent G Ameldn
be taken directly to the list that you ' . ) R .
have created and want to send to the - B
customer.

o}
jos]
[ Ownosmngeicied |

0Ovan 0 aangeleverd

. T =
Ovan 0 aangeleverd
0 van 0 aangeleverd
@ ~_ Ovan 0 aangeleverd A
" Ovan0 aangeleverd

Ovan 0 aangeleverd

® 2 & S S S b S S » o @

~ OvanOaangeleverd

# Nieuwe categorie toevoegen

) J

4.2 Note: logging in the second time

Ifyou _have already reIQISterefj b_efore’ YOU:YID S WOME  WATISYOUPROVIDE~  REFERENTIES  PRUZEN  PROEFVERSIE  CONTACT
you will return to the list by clicking on

Login on the YouProvide website in

the top right-hand corner of the Communiceren en stukken
menu. After entering your login £l
uitwisselen met klanten

details, you will arrive at the overview
page. The blue tile contains the list
that you created earlier.

Veilig & gestructureerd!

4.3 Main categories

At the list, you come to the overview — YOU[LRISWIDIF &cer  acowies  weceen ° 2 gemosyouprovdenl G Amelden
with  main  categories. You can N Delens  Dowead-  Voltooien-  Bewerken~

adjust the main categories here and
indicate whether an item s
applicable or not. Additional
categories can also be added.

" 0van 0 sangeleverd 3

0Ovan 0 aangeleverd

0van 0 sangeleverd

® & P 4 S 4 S S & b o o

%%%|%|Ié%%

# Nieuwe categorie toevoegen

+
B
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4.4 Subcategories
If you click on a main category, you

(o1 PROVIDE B G

GROWTEQ

e & demo@youprovide.n! G» Afmelden

will come to the subcategories, here
you can adjust the subcategories,
and indicate whether an item is
applicable or not. Additional
subcategories can also be added.

ﬁ

Permanent

@ W Hur

overeenkomsten @

4 N Uittreksel Kamer van Koophandel @

& Wi Collectieve arb eenkomst @

4 Terug naar de ljst

4.5 Edit item
If you click on edit item, the following YOULLTaWITE acen  scumie  sseison

things can be changed: Name, - |8

Categorie: Permanent ~

Opmerkingen downloaden

Upload-tijdstip: Nog geen uploads

Upload-tijdstip: Nog geen uploads

Upload-tijdstip: Nog geen uploads

Upload-tijdstip: Nog geen uploads

Upload-tijdstip: Nog geen uploads

Upload-tijdstip: Nog geen uploads

Upload-tijdstip: Nog geen uploads

Upload-tijdstip: Nog geen uploads

Upload-tijdstip: Nog geen uploads

Upload-tijdstip: Nog geen uploads

Upload-tijdstip: Nog geen uploads

+ Nieuw item toevoegen

description, category and whether —
multiple files can be uploaded rp—. | |
Verplaatsen naar categorie Permanent

Meerdere bestanden

4 B Huu

W

4 0

L

+ B ol

4 Terug naar de list

4.6 Delete sublist

11l PROVIDE I

Modelljsten

Upload-tijdstip: Nog geen uploads

Upload-jdstip: Nog geen uploads

Upload-tijdstip: Nog geen uploads

Upload-tijdstip: Nog geen uploads

Upload-fijdstip: Nog geen tploas

Upload-tijdstip: Nog geen uploads

+ Nieuw item toevoegen

Upload-tydstip: Nog geen uploads

If the sublist is not yet shared, the list
can still be deleted.

ﬁ

anent

This can be done by clicking on edit
and then on delete.

LR K R R AR R A AR R K

« Terug

|

EEQECQEEEE

0van 0 sangeleverd
0van 0 sangeleverd
0van 0 sangeleverd

0 van 0 asngeleverd

0van 0 aangeleverd
0van 0 aangeleverd
0van 0 aangeieverd

0van 0 sangeleverd

+ Nieuwe categorie toevoegen
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4.7 Delete complete list

If the Complete Iist is not yet YOU PROV'DE @Kanten & Gebruikers  Modellijsten ° A demo@youprovide.nl > Afmelden
shared, this list can still be

YouProvide-lijst YouProvide
deleted.

® Delen~ Download~ Voltooien~

D vourronde [ [ — ‘

H H H H H Bewerken

This is possible by clicking on P e ]
edit at the top level and then on

+ Terug
delete.

N By clicking on the category button (top right) you can easily switch between the different
//@\\ categories
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4.8 Copy sublist

If the list has been changed for an  YOULIXOYIDIT &« zowwies  vosiien ° 2 Gemoayouprovdent G Ameiden
ent!ty and you want to copy it to other . R
entities, also from other

o |

subscriptions, you can choose "copy"
in the top right. Then select to which
entity and subscription you want to
copy the list and click on copy. The
list is then copied to the other entity.
This makes it easy to quickly copy a
standard list for the group to the other
entities inside or outside the group.

® @ P b 2 & b > S P+ b b b b

I
&

# Nieuwe categorie toevoegen

4.9 Import list template

This functionality is only available to users that have at least one of the following roles in their
useraccount: TenantAdmin and / or TenantUser.

1) Create a new list.
In order to create a new list, you can use the default functionality. In the mainpage of
Youprovide click on the button “+ New List” fill the required fields for this list and press
“Save”

Note: In case a list is already available for this purpose please be aware that in order
to use the import functionality the status of this list must be “Draft’. The original content

and structure will be deleted when the list template is uploaded.

2) Open the list and move to list level

.
]
# VB1 Share - Dawnload~ Complete ~ Edit~

% TEST e B 0of 1 delivered
1. In the created list (or the already available list) go to the list level.

In this example we are on list VB1
2. Confirm that the status of this list is “Draft”

10
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3) Download the list template format
1. Starting on the list level (here VB1) click on “Edit”.

Draft
. Share~ Download - Complete~ “
o a

Capy list
& TES

B 0 of 1 delivered Delete
Detach
M view status changes £ Editas a batch SR |

Export

Import after-ssles itams

Import your own list

New template
2. Select the option “Import your own list”
3. The following pop-up menu will apear:

& Import your own list

Download the Excel template, and enter the items you want to submit.
Use the upload button to send the completed spreadsheet.

® Download excel template ® UploadFile

4. Press the button “Download excel template”

A download of the file named Template will start and can be found in your
downloaded items.

11
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4) Filling the excel template
1. Open the template file you have received in the previous step in your
downloaded items. Below you see an example of an empty template file.

Referentienummer =5ectienaam ﬂSectieomschrijving n Itemnaam n Itemomschrijving ﬂ Niet van toepassing |4

Figuur 1 Example of an empty list template

12

A brief explaination on the structure of the template :

Colomname Type Functional use

Referentienummer | Text This value can be seen when you download the
(referencenumber) files.

Sectienaam Text This is a value that is visible in the list

(section name)

Sectieomschrijving | Text This value can be found underneath the (i) after the
(Section section name

description)

ltemnaam Text This is a value that is visible in the list (as item)
(item name)

Itemomschrijving Text This value can be found at (i) after the item name

(item description)

Niet van Boolean | A value 0 or 1 is required. 0 is the value for an item
toepassing that is applicable. 1 is the value in case the item is
(Not applicable) not applicable. (it will then be visible but the text is

marked with strikethrough).

For the purpose of this manual we shall use the following data for our list template:

Referentienummer B Sectienaam B Sectieomschrijving B itemnaam | ~ | Itemomschrijving B Niet van toepassing
ADV1 ADVS1 ADV_sectiel_1 ADV_ltem1_1_1 ADV_item1_1 Omschrijving
ADV1 ADVS1 ADV_sectiel_1 ADV_ltem1_1_2 ADV_item1_1 Omschrijving
ADV1 ADVS1 ADV_sectiel_2 ADV_ltem1_2 ADV_item1_2 Omschrijving
ADV1 ADVS1 ADV_sectiel_3 ADV_lteml_3 ADV_item1_3 Omschrijving
ADV2 ADVS2 ADV_sectie2_1 ADV_Item2_1 ADV_item2_1 Omschrijving
ADV2 ADVS2 ADV_sectie2_2 ADV_ltem2_2 ADV_item2_2 Omschrijving

Save the file and close the item in excel.

ololoololo]
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5)

6)

Powered By
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Importering the list template
The template file we filled and saved in previous step is ready for import.

In case your screen is still open (with the popupmenu)

Click on the button “UploadFile”, select the

& Import your own list

template and click on “Submit”

Pop-up menu not available anymore

In case the popup menu has been closed, please

follow the steps to reopen this by going to the the
list level, clicking “Edit” and choose “Import your
own template”. Then you can use the

@ Download excel template

“UploadFile” button, select the template and

“Submit” the file.

Validate

Underneith an overview of the template v.s. YouProvide after submitting the template. The
letters are a reference to the columns of the imported template.

C D E F

58 Referentienummer ﬂSentienaam nSEctieomsnhrijving nltemnaam ﬂltemomschrijving nNiet van toepassing id
2 |ADV1 _ADYS51 ADV_sectiel 1 ADV_ftem1 1 1 ADV_item1_1 Omschrijvi 0|
3 ADVL ADYS1 ADV_sectiel 1 ADV_ltem1 1 2 ADV_item1_1 Omschrijuing 0
4 |ADV1 ADVS1 ADV_sectiel 2 ADV_Iteml 2 ADV_item1_2 Omschrijving 0|
5 ADV1 ADVS1 ADV_sectiel 3 ADV_Iteml1 3 ADV_item1_3 Omschri 0|
6 |ADV2 ADVS2 ADV_sectie2 1 ADV_Item2_1 ADV_item2_1 Omschrijving 0|
7 ADV2 ADVS2 ADV_sectie2 2 ADV_Item2 2 ADV_item2_2 Omschrijving o
# vB1
.
#
ADVS1 B

D
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14

When the list isn’t quite as you desired, an updated version of the template can be
imported. This will however delete the previous version.

This can be done by following the previous described steps. Or you can update your imported
template file according to the desired version and upload this newer version (see step 5)

As mentioned earlier (the value on Column F is marked as 1 (not applicable)).
YouProvide will show this item but the text is strikethrough

ADVS2
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5 Sharing and making a list available

When the list is complete, it can be ~ YOULRRIONIIIR v aceowier  woseisn ° e & simete
shared with the customer. For this,
the list must first be made available.

YouProvide-lijst YouProvide

This can be done by clicking on the i

share button. Then click on make ‘

lists available. [erene]

When the list is available, the status ~ YOULRIONI[IF & 2ceowies  veseie —

changes to shared. The list can then
be shared with the customer. This
can be done by clicking on share. l | oo | oowions-
You then get the following options:
Return list (s) to draft

Send mail

YouProvide-lijst YouProvide

Copy link

Making lists available: This function sets the status of the list (s) to shared. This makes the link that is
generated available to the customer. This link can be found under the function "Copy link" and is
automatically processed in the mail template in the function "send email".

Send email: With this function you can send an email with the link to the list (s) to one or more people.
The e-mail addresses (maximum 5) must be separated with a semicolon. After you have sent the e-
mail, the lists are automatically set to the "shared" status.

Copy link: With this function you can copy the link for the customer and use it for example to send from
your own mailbox. Note: share at least one list before you start using the link. Otherwise it is not
accessible via the link.

15
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5.3 Send e-mail to customer
If you choose the send email option,
you will see a standard email. You
can adjust this yourself.

In case an Advanced list is used
and the customer has not used
YouProvide before the e-mail will
mention that the user has to activate
their account first.

Everything complete? Click on send.

The customer receives this email
with the link in it to deliver his files.

6 Return list

Powered By

GROWTEQ

2 Send mail

M Back | Growteq - Client Assistance Letter
| File - Edit- View=- Format-~
|® A Fomats~ B J |E E = E | E =

Dear relation,

You hereby receive the link to the location where you can upload the requested
document for the PBC (Prepared by Client). There is possibility to add comments
or additional explanation. All activities in YouProvide are logged and can be
followed by status codes and default dashboards.

Because you haven't used YouProvide before, you must activate your account for
the first time, which you can do with this link.

If you have any guestions or comments, you can reach me at the (mobile) phone
number below or by email.

Thanks in advance,
Sincerely,

[Employee name]

If you have any questions or uncertainties with reqistering with YouProvide, you
can view this document or visit our website |

DIV »P

POWERED BY TINYMCE  _

The progress of the deliveries of the customer can be followed on the overview page!

If the customer has uploaded the
files and has shared the lists, it says
‘offered by the customer'. The list is
then no longer available for the
customer. If there are still additions,
the list can be shared again by
clicking on 'make available' on lists.

16
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YouProvide-lijst YouProvide

4 demo@youprovide.nl

> Afmelden

L3 Delen~  Download~

[T YouProvide

Voltooien~  Bewerken~

Laatste upload: Nog geen uploads

If the customer has completed the list, the customer can click on the "submit list" button. At

that time the list is no longer visible to the customer and you see the list with the status
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"Offered by customer". If there are any additions, you can make the list available again in

the "share" menu under "make list (s) available."

17
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6.1 Download files
|n the overview you can choose to '(e11] PROVIDE R T Tt S = ) 2 demo@youprovidenl e Afmelden

i
download all files, or only all new .

Delen~ | Download~ | Voltooien~  Bewerken~

files.

Nieuwe bestanden

With all files, all files uploaded by the
customer are downloaded.

0van 0 aangeleverd

0van 0 aangeleverd

0van 0 aangeleverd

Ovan 0 angeleverd

For new files, only those files that R
have not been downloaded before FE— T
are downloaded. — T

4 Verkopen 0van 0 aangeleverd

0 van 0 aangeleverd

0van 0 aangeleverd

0van 0 aangeleverd

6.2 Closing list
If all files are correct, the list can be  YOURRISMII v acoer  woseen

o & demo@youprovide.nl

closed. This c.an be done by clicking . e o T
on complete list.

If more files are needed, sharing can % g T
be chosen again.

Ovan 0 aangeleverd
Ovan 0 aangeleverd
0van 0 aangeleverd
0van 0 sangeleverd
O van 0 aangeleverd
0van 0 sangeleverd
0van 0 aangeleverd

Ovan 0 aangeleverd

Ovan 0 aangeleverd

+ Nieuwe categorie toevoegen

18
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7 Functionalities YouProvide Advanced 5

A communication profile can be created Siies B ° ok
Wlth thIS funCtlon & My communication profile

This allows you to set the desired
application language and when you want
to receive notifications of status changes
and when comments have been placed on = :
an item. =

Both the language as the frequency can
be adjusted by clicking on the drop-down
menu. If the settings are correct, click on
Save. The profile is then set. Any
adjustments can also be made later.

At the list-item level, it is possible for the =~ YOURIEMDI av- acowes e © o Amommosent o
customer and the Accountant himself to

post comments. Activity is also being
logged, so that you can see exactly who [ ]
and when a comment has been posted. o

Overzicht groepsstructuur [ Y ovserszea]

As an accountant you can also download A (ell] PROVIDE [JETE ° 1
the comments. This can be downloaded . ;
per list, category or per item. When Permanent
downloading all files from a list, in |+ » = ° et 201 200 G alio]
addition to the supplied files, you will also I ’ o —

) ’ . + B EED ° (ol 6 |
receive the comments posted in the
same .zip file. To download per category, \{e1l| PROVIDE °o 12
click the desired category.

Statuten (meest recente versie) (i Y ovsevrass: )

Modelljsten

Then click Download Comments. If you
want to download the comments for an
item, click on the item and click Download
Comments.

19
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7.4 Statuses

Powered By

GROWTEQ

At the list item level, it is possible to  YOUERISMBId v zco

change the status. In principle, this status
changes with the status of the list itself.

you can set the status to to be returned
with a comment.

7.5 Check for status changes

Comments

But if it is necessary to return an item, \

Overzicht groepsstructuur

With this function, the partner can see at a

glance whether there have been changes
to the relevant list.

7.6 Upload file example

- B

P T S T S S S S S S S S S Y

With this function, the partner can upload  vou[TGNERE - =

a sample file by clicking on the blue

upload button and selecting the document  rermanent

and clicking on Save. The customer then

{

has the option to download and use this o, ENER
example. This can be done by pressing
the red download button. Download will ... ...

then start automatically.

7.7 invite customer

When sending an e-mail to a customer who is
not yet registered, an account will be created
automatically in combination with the e-mail
address of the customer. The customer
receives an email to activate his account and
also a link with the shared list. Please note: the
customer can only open the list if he has
activated the account and is logged in.

20

° 1 =
~ =3
+ » CID erse) @ e s |
e R S <
] I i}ii‘
j (¢l PROVIDE ¥ s ° A &
[ sharec ]

YouProvide-lijst YouProvide

»
€D erieet2

- Tere




YOU |4:{e)"[»]2

7.8 Login function for the customer

If the customer list is shared with the
customer, he must first log in. For this, the
parther must create a user with the
customer-admin role. These users with this
role can, if necessary, create other users
with the customer role. This will be useful if
the customer wants to fill the list with several
people.

E-mailadres

Wachtwoord

7.9 Import from PBC list based on an Excel document

With this function you can create a PBC list
using a template that you can download. If
this has been prepared, it can be entered
in the existing list. In addition, this PBC list
can be supplemented by entering the
template with the new items. Of course it
can also be adjusted by editing this
category via the Edit as batch button.

710 Export
This function can be used to export lists
to a .xlIsx file.

711 Dashboards

You can find the dashboard on the page
of the customer list. The dashboards are
folded when you visit this page. You can
expand them by clicking on the arrow on
the right.

Dashboard progress.

Powered By

GROWTEQ

GROWTEQ

el ProViDE I

* mmz

IR I Y

A7e]1] PROVIDE [ I T e

- =

e @

YouProvide-lijst YouProvide

Here you get an overview of the ="

progress of all sub-lists in this list.

21
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Dashboard "ltems delivered before the — oo v
deadline". g h ems opgeev

Here you have an overview of the o0 ) B‘tem(s)
number of files that were submitted ' ) 24 Da(er)

before the deadline. With the average
time for the deadline.

Dashboard "ltems delivered after the — «mosemmecn >
deadline". tems cpgelevrd 1 deceacine

Here you have an overview with the e
X . 100% Gem, aantal dagen na deadiine
number of files that were submitted after 33 Dagten)
the deadline. With the average time after
deadline.
Dashboard “Items returned”. v
Here you get an overview of whether /'/ \ R
there are items that have been returned [ 4 ’14/\ = Heme
. ( { % | "\ Items die meer dan 1 keer geretourneerd zijn
one or more times. . 4 ) .
\\\ //
7.12 Model list
It is possible to use the list as a model list N Archived ]
via Edit. This option becomes available Delen~  Download~  Voitooien~ | Bewerken~
to everyone when creating a new list. Lijst kapieren
E Ovan 11 sangeleverd Archiveren
Export
Importeer pasakomen stulkken
[ 0 van 9 aangeleverd | Nieuwe modellijst

N T T

7.13 Confidential items (Customer Admin functionality)
Some documents are preferably not accessible by every employee. For these cases Confidential items
can be used. To be able to use this feature, you should work with an Advanced list.

Management of the confidential items, including providing employee access, is exclusively for the
user who has the role of CustomerAdmin. (ongoing we shall refer to this role as “CustomerAdmin”).
The user with this role can mark certain categories or items as Confidential.

Since it might be possible that your customers may have questions with regards to this functionality, we

will explain the workings of this functionality within this part of the manual. Also for deleting a user on a
list, the customer will require your assistance (as is mentioned in paragraph 7.13.3)
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7.13.1 Mark category as confidential

The CustomerAdmin is able to mark the section/category as confidential by clicking in the front of the
line until a check symbol is available in the box. Untill changes have been saved a green box will be
visible, marking the changes.

After saving the changes a lock symbol will appear.

&  Inkopen 0% aangeleverd
.

& | Betalingen 0% aangeleverd
'

O  investeringen 0% zangeleverd
.

Inkopen m.b.t. kosten 0% aangeleverd

Figure 2 Marking a section/category as confidential while having unsaved changes.

When you open a category that is marked with a lock all items within this section/category are marked
as confidential (a lock is visible in front of each line).

& Permanent

&  Pensioenoversenkomst Pensioenovereenkomst [~ |
@  Actusle kredietovereenkomsten Actusle kredietovereenkomsten (1 & | [ & |
&  Overzicht grospsstructuur Overzicht groepsstructuur inclusief deelnemingspercentages [~ |
& Statuten (meest recente versie) Statuten (meest recente versie}
&  Parfenlijst Parafentijst [ » |
&  Actuele verzekeringspolissen Actusle verzekeringspolissen [ » |
@  Collectieve arbeidsovereankemst Collectieve arbeidsoveraenkomst (CAO) [ » |
@  Actueel handboek interne beheersing, inclusief organisatieschema Actueel handboek interne beheersing, inclusief arganisatieschema [ » |
& Huur- en leaseovereenkomsten Huur- en leaseavereenkomsten [ & |
&  Uittreksel Kamer van Koophandel Uittreksel Kamer van Koophandel [ » |
&  Documentatie van veranderingen in groepsstructuur of interne organisatie Documentatie van veranderingen in groepsstructuur of interne organisatie [ » |
‘ & Terug naar de lijst ” B Categorie aanleveren ‘

Note: It is possible to undo the lock on a certain item within a section/category. For this click in front of
the line until the checkmark is gone and save these changes. Be aware that on a higher level (the
category list) the marking with the lock will disappear as well, since the complete section/category is no
longer confidential (now one item is marked as not-confidential).

7.13.2 Mark item as confidential
To mark a single item within a section/category as confidential. Open the section/category and click in
front of the line of the item until a checkmark is visible. While changes have not been saved a green

marking will appear indicating the unsaved changes.

After saving the changes a lock will indicate that this item is marked as confidential.
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Tussentijdse cijfers

&  Inteme rapportages Interne rapportages inclusief aansluiting op de proef- en saldibalans
Proef- en saldibalans Proef- en saldibalans

Audit files vanuit de financiéle administratie  Audit files vanuit de financigle administratie met alle financiéle mutaties, transactiedatums, grootboekrekeningen, omschrijvingen, leveranciers etc

Figure 3 Marking an item as confidential

Note: Be aware that on category level it is not visible that this category contains one or more
confidential items, unless the whole category is marked as confidential (then a lock will
appear in front of the category)

7.13.3 Add user to (group)list (optional)
By default a newly added user to the list will not have access to the confidential items, until
these rights are added by the CustomerAdmin.

1. At the desired level, a colleague/employee can be added to the (group)list. Using the
known functionality of “Invite a team member”.

2. The user will be added to the user overview. Depending on the selected level that the
user has been added this can be on group list level or on list level. When somebody
has access to the groups list, this is not visible on list level and vice versa.

3. Deleting an user account cannot be done by the CustomerAdmin. A user with the
Tenant role however can delete a user account from the list.

(e PROVIDE B i o L

 tharu
-
W
A u
$:0 ] a |
#0 0 =) |
* L} m - r—_— u

Figure 3 View as TenantAdmin. The TenantAdmin is unable to hand out rights to secured items but can delete a
user from the (group)list

Be aware! Once access to secured items is applied to a user, this user can access all
confidential items of that specific (group) list, depending on which level their rights have
been granted.

There is no further subdivision possible. (see access structure for suggestions)
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7.13.4 Add confidential access to a user
The CustomerAdmin controls which user has access to the confidential items. By default a
newly added user to the list will not have access to the confidential items, until these rights
are added by the CustomerAdmin.

When access to confidential items is provided, this applies to ALL confidential items and/or
sections/categories of that (group)list. (see access structure for suggestions)

To give a user acces to the p (=T PROVIDEREE ¥ e os
confidential items: press the X icon
and the Save button

When the user has access a green checkmark will be visble, as seen below.

5t U naar een pagina waarop alle items voor de betreffende categorie

:standen nodig heeft. D klikken op één van de categori

tegorienaam groen en vol

nder staat een lijst me
staan. Indien er voor de

Gebruikers B

collegalijstinvite2 x
collegalijstinvite L4
collegalijstinvite3 x

Figure 4 collegalijstinvite with access, others without access to confidential items
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7.13.5 Access structure — with regards to the confidential items
It is important to realise that when a user has access to confidential items on grouplist-level this right is
inherited by all the lists within that group, meaning the user has access to ALL confidential items.

There are scenarios that this might not be the desired outcome.

With the following structure several scenario’s will be discussed and a suggestion for handling the
access will be provide.

Grouplist

List 1

Situatie Inrichting
User should have access to all Invite this user at grouplist-level and hand out
confidential items of all lists. access to confidential items on grouplist-level.

User should have partial access to | Invite the user at list level for lists 1,2 and 3.
confidential items and full access | Only at list 2, hand out rights for confidential items.
to all lists for the non-confidential
items (list 2 access, list 1 and 3
no-access to confidential items)
User should be able to reach This is not possible with the current functionality.
confidential part A (for e.g.
Permanent) but not B within list 2. | Alternative:

Create a separate list and do not invite the user to
his list. Or do not hand out the Confidential items
rights to this user on that list.

26



YOU |4:{e)"[»]2

8 Management
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8.1 Customers

At the top of the start screen is the
Manage button. By clicking on this, a
menu will become available. We click on
Customers.

You will be taken to another page where
you can perform customer management.

To create a customer group, click the Add
button.

Here, enter the master data of the customer
group. In addition, the person who must be
linked to this customer, must be added. This can
be more than one person.

To edit the customer group afterwards, click on
the yellow button Edit.

To view the content or the details of the
customer group, click on the line itself.

You will enter another screen where you can
see all the details of that specific customer
group.
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To add entities to the customer group, click on
Add new entity. You will then be taken to a

Holding Youprovide

Klantgroep details Gebruikers

page where you can enter the details of the
entity.
a
Lijsten
1 1 h 4 YouProvide-lijst
.
"
Entiteiten Holding Youprovide B
On the detail page there is also a field with lists.  Listen
Here are all existing lists that are linked to the
customer. The list can be opened via the
YouProvide list button.
8.2 Users
At the top of the start screen is the Manage
button. By clicking this, a menu will become YOU PROVIDE & Beheer
available. We click on Users.
& Klanten
» & Gebruikers
B Jouw lijsten | ‘ + Niewy E
i Modellijsten
You will be taken to another page where youcan gebruikers
perform customer management. a

To add a user, click the Add button. - )
e gebruikers

Aantal Aantal actieve:
Naam Kanten abonnementen

28



YOU |4:{e)"[»]2

You will enter a page where you have to enter
the user information.

You must assign roles to the users. By default,
the user needs the Partner role. If the user also
has to create customers or users, the user must
be given the PartnerAdmin role. Accounts for
customers get the Customer role. Accounts for
customers do not need to be created, this is
done automatically when sharing the list.

For customer groups, the customers that the
user needs access to will be selected. This can
be changed later on, when needed. When this
is done, you can click on Add.

Users can be edited afterwards by clicking the
Edit button.
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Achternaam
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E-mail
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‘ Customer ‘
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Partner

Partneradmin
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