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1. INTRODUCTION 

This guide has been compiled for new users of the OneGate application who would like to have an 

overview of how it works to enable them to complete and ósubmitô a report quickly.  

To this end, part 2 of this guide gives a straightforward and succinct description of the procedure for 

submitting a declaration in OneGate, while part 3 provides more detailed information (without, 

however, being exhaustive). The main functionalities of the application are set out in chronological 

order of a traditional procedure for filling up and submitting a report: 

¶ Connecting to OneGate 

¶ Finding your way in the application 

¶ Completing and submitting a report manually 

¶ Completing and submitting a report via file import (XML/XBRL or CSV) 

¶ Asking for help 

We advise you to consult the glossary below, so as to get familiar with the specific terms used in the 

OneGate application and this user guide. It is also advisable to consult the full version of the manual, 

available on the website dedicated to the application, for full and detailed information about the 

various existing functionalities. 
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2. GLOSSARY 

Declarer: (natural person or legal) entity that has one or more reporting obligations and whose data 

covered by these obligations are collected via the application. 

Active declarer: declarer currently selected (by the user) for whom the contents of the reports is 

therefore accessible 

Report domain: a cohesive set of reports, often defined on the basis of a subject or a common 

theme. 

Form: constituent part of a report in which the data are declared; questionnaire. 

NUIN: National Unique Identification Number; unique identifier for a user of the application; user 

name. 

Reporting obligation: obligation to complete and submit a report identified on the application at 

specific intervals, dates, events. 

Collecting organization: entity that uses the OneGate application to collect data from its declarers 

for one or more specific reports; entity that uses the data collected. 

Reporting period: period to which the declared information refers, defined in the reporting 

obligation. 

Contact person for the declarer: person to whom the data collecting organization can refer for any 

questions concerning a given declarerôs reports; person whose contact details are given to the data 

collecting organization by a user via the application. 

Report: coherent set of forms intended for collecting specific information. 

Feedback report: document available in XML or HTML format for each file upload carried out (and 

completed) on the application, giving information on the (partial or total) acceptance or rejection of 

the data contained in the imported file and as to the validity of the data accepted. 

Validation report: document available in XML or HTML format for each form, which provides 

information on the validity of the data entered in the form (according to an initial automated quality 

check specific to each form). 

Validation rules: computations specific to a report or a form and carried out on the data entered into 

it so as to do an initial automated quality check. 

Section: part of a form. 

User: natural person (or in certain cases a machine) identified in a unique manner (via a NUIN) who 
has valid access rights to the application for one or more declarers, to the name(s) of the declarers 
for whom he or she will be able to complete and file reports.  

Validation: first-line data quality control process, automated and specific to each form, executed at 
the time the data are saved in a report or upon the userôs request, the result of which is recorded in 
a validation report. 
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This section gives a straightforward and succinct presentation of the procedure for filing a report in 

OneGate. You can refer to either part 3 of this guide or to the full manual to find more information on 

the stages that interest you the most. 

When using the application, you may come across additional stages or variants of those set out 

below, but the logic of the filing procedure remains the same. In diagram form, the procedure is as 

follows: 

 
Visual 1 ï procedure for filing a report on OneGate 
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First of all, connect to the OneGate application with the help of your user name and password, or 

using your electronic certificate. Visit the OneGate website site  by clicking on the link 

https://www.nbb.be/doc/dq/onegate/en/login_en.html to get the correct URL address for the data 

collecting organization responsible for the reports that you have to file. 

 
Screen 2 - the login page for connecting to OneGate with a certificate (on the left)  

and with a user name and password (on the right) 

Next, check that the active declarer for your session is actually the one you want to file your report 

for. If this is not the case, click the active declarer button in order to select the right declarer (only 

available if you have access to several declarers). 

Remark: 

× If it is not possible to select the declarer you want, contact access.onegate@nbb.be 

giving your user data as well as those for the declarer(s) concerned and explaining your 

problem. 

https://www.nbb.be/doc/dq/onegate/en/login_en.html
mailto:access.onegate@nbb.be
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Visual 3 - the active declarer button 

If you want to fill in your report manually: 

A. Click on the ñReportsò tab in the main menu and choose between the ñPer due dateò and 

ñPer domainò views, whatever your preference. Next, look for and then click on the report 

you want. 

 
Visual 4 - the active declarerôs reports screen 

B. If you go through the ñPer domainò view, you will also have to select the right declaration 

period on the periods screen, which comes up after clicking on the name of the desired 

report. 
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Visual 5 - the periods screen for the selected report 
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C. Once on the screen for the selected report forms, simply click on the name of the form that 

you want to fill in to open it (or select it and click on the ñViewò button) and fill in the fields in 

the constituent sections. 

 
Visual 6 ï the form screen for the selected report 

D. When you have finished, or when you want to, click on the ñSaveò button at the top right-

hand side of the form to save your changes and apply the validation calculations on the data 

entered. 

 
Visual 7 ï the "save" button on a form for a selected report 

E. If necessary, correct any errors flagged up by OneGate when saving the data and save 

again. 

If you want to fill in your report by importing CSV files: 

A. Click on the "Reports" tab in the main menu, select the "Per due date" or "Per domain", 

whichever you prefer, and find and then click on the report you are looking for (see visual 

image 4). 

B. If you go through the "Per domain" view, you will also have to select the right reporting period 

on the periods screen that comes up after clicking on the name of the required report (see 

visual image 5). 

C. Upload a CSV file for each form you want to fill up in this way. To do so, check the form you 

want on the report forms screen and click on the "Import CSV" button, then choose the file 

to import from your computer. 
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Visual 8 - the "Import CSV" button on the selected report forms screen 

D. Follow your file processing steps. Once finished, consult the feedback report via the 

"Uploads" screen or the notification that appears automatically in the top right-hand corner 

when uploading your file, to check which data have been imported and see any anomalies 

found among the data. 

 
Visual 9 - the access icons for the file uploading feedback report 

E. If need be, correct any errors flagged up by OneGate when saving the data, either manually, 

or by importing a new file. 

If you want to fill in your report by importing XML or XBRL files: 

A. Click on the "Uploads" tab in the main menu or on the "Upload a file" box on the home page. 
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Visual 10 ï access to the XML/XBRL file upload screen 

B. Click on the "Choose XML/XBRL" button in the dotted-line box to the right of the screen and 

choose the file to import from your computer (or drag it and drop it directly in the box). 

 
Visual 11 - the XML/XBRL file uploading box on the uploads screen 

C. Follow your file processing steps. Once finished, consult the feedback report via the 

"Uploads" screen or the notification that appears automatically in the top right-hand corner 

when uploading your file, to check which data have been imported and see any anomalies 

found among the data (see visual image 9). 

 

D. If need be, correct any errors flagged up by OneGate when saving the data, either manually, 

or by importing a new file. 

Lastly, when you have finished filling in a form (whether manually or by importing files) and it is error-

free, you still have to finally file it with your data collecting organization by closing it. To do so, 

click on the "Close and send" button directly in the form in question, or select the form(s) in 

question on the report form screen and click on the "Close and send" button. 
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Visual 12 - the "Close and send" button on the form screen 

The closing stage is indispensable for almost all reports on OneGate. A whole report is deemed 

to have been closed and filed when all its forms have been. 

Remark: 

× Note that, in the case of imports in XML or XBRL format, it is possible to indicate directly 

in the imported file that the imported form(s) must be closed automatically once the data 

have been imported (if the report in question allows this and there are no errors, of 

course). 

   


































