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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 themtoc o mp | et e a ampordauiogklymi t 6

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:

1 Connecting to OneGate

I Finding your way in the application

1 Completing and submitting a report manually

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

1  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 concerni ng a gorts mersondvieosel cantac defaits are gven 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 inareportor upon t he ,uhe esuldd whickeigracerded 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:

CONNECT TO THE ONEGATE APPLICATION
(login page)

SELECT THE RIGHT DECLARER
(active declarer button in the banner or on the homepage)

CSVimport or
XMIL/XBRL manual data entry
import

SELECT THE REPORT YOU WANT
(“Reports” tab in the main menu)

ENTER AND SAVE DATA
UPLOAD A CSV FILE
I{PLOAD :';\N )(.ML OR X.BRL FILE (screen of the selected report’s . MANUALLY
(“Uploads” tab in the main menu) — (in each form of the selected
report)

FOLLOW UP YOUR FILE PROCESSING
(“Uploads” tab in the main menu)

CORRECT ANY ERRORS FLAGGED UP BY ONEGATE
(either manually, or by importing a new file)

CLOSE THE REPORT’S FORMS
(“close and send” button in the form of on the report forms screen
OR automatically if specified so in the XML/XBRL file)

Visual 11 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/dg/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.

n . )cnuuoNatlonaIe Bank n chchatlonuIem,.L

DE BELGIQUE VAN BELGIE DE BELGIQUE VAN BELGIE

OneGate Secure Logon

Secure Logon IUsername I

OneGate Password

onegate-certificate.nbb.be | |
[ Logonv ‘

Click here to authenticate

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:

x |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.
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QOneGate

TheCorporation Inc. Steve Wood
Reports Uploads Messagese Help

1 -
NUIN 800-00101999-56

&

CODE - 0123456789

WELCOME TO ONEGATE - Sievefiood

steve.wood@nbb.be
[ £3222212345

0

Reports per due date Reports per domain Upload a file

/" Edit profile

Active declarer

TheCorporation Inc.

f
ﬁ CODE - 0123456789

m Contact persons

John Spades
Domain TST

Suzan Spears
Domain TST

# Edit contacts

Visual 3 - the active declarer button

If you want to fill in your report manually:

A. Click on the FReportsOtab in the main menu and choose between the fPer due dateOand

fPer domainO views, whatever your preference. Next, look for and then click on the report
you want.

QO OneGate

o Report Gblsad " 0 il TheCorporation Inc. 2 & Steve Wood
V -
ome SRens poaes £esanes ee ®EN CODE - 0123456789 * NUIN 800-00101999-56
N——
Reports
O Include closed reports
Report Period Due for Status
- S Initial
EX19S - Intrastat Arrival: Standard declaration June 2019 20.07.2019 nitial
EX19S - Intrastat Arrival: Standard declaration May 2019 20.06.2019
EX19S - Intrastat Arrival: Standard declaration April 2019 Flieg )
EX19S - Intrastat Arrival: Standard declaration February 2019 20.03.2019
d0f 4 s 1|71 [15™

Visual 4 - the active declarerd seports screen
B. If you go through the fPer domainOview, 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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TheCorporation Inc. N Steve Wood

Home Reports Uploads Messages Hel \d
B = oes @ B ®EN CODE - 0123456789 ¢ a NUIN 800-00101899-56

Reports © TST-Test domein voor PR EX195 -Intrastat Arrival: Standard declaration

EX19S - Intrastat Arrival: Standard declaration

&1 John Spades B4 Send a message

© 2019 ©
January February March April
Initial Open Closed Initial Open Closed Initial Open Closed Initial Open Closed
May June % July August
Initial Open Closed Initial Open Closed
September October November Dacember

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 fViewdbutton) and fill in the fields in
the constituent sections.

(O 0neGate
r e T o G ey TheCorporation Inc. N & Steve Wood
I -
ome eports ploads essages “p ©EN CODE - 0123456789 ' NUIN 800-00101990-56

Reports © TST-Test domein voor PR EX19S -Intrastat Arrival: Standard declaration ' February 2019Q

February 2019

Search °

@ Closeand send @ Reopen + Validate [§ Validation report (1 Import €SV () Export &% Download PDF 4 Initialize ¥ Setto Nihil 5% Set to Mot Reported

T Undo sort C Refresh

Select at least one form to perform an action.

4 MName Code Due for Last updated Status Nihil Not Reported Reference
&4 i Initial
5 Intrastat Arrival: Standard declaration EXF198 ENAAZIG) 0.
TOTTTOWS. 1. /1 15+

Visual 6 7 the form screen for the selected report

D. When you have finished, or when you want to, clic k o n t hhluttof & the tepdright-
hand side of the form to save your changes and apply the validation calculations on the data

entered.
O o0neGate
load | TheCorparation Inc. . Steve Wood
Home Reports Uploads Messages ) Help QEN CODE - 0123456789 ‘ a NUIN 200-00101809-55

Reports | TST -Test domein voor PR ' EX19S -Intrastat Arrival: Standard declaration ' February 2019€) ' EXF19S -Intrastat Arrival: Standard declaration

EXF19S - Intrastat Arrival: Standard declaration

& John Spades &4 Send a message

Intrastat Arrival: Standard declaration | m IOuw Close and send
i Delete  +1row  +5rows  +20rows [[] show errors only
I = P R e
action | Region Goods code Net Mass (ka) Supplementary units
O AT 1 1 |27160000 n [ 12 000 10| 60 uuu\!

Visual 71 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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r e T o o ey TheCorporation Inc. N & Steve Wood
ome eports oads \Miessages e -
P P 9 P ©En CODE - 0123456789 g NUIN 800-00101990-56

Beports ' TST-Test domein voor PR ' EX19S -Intrastat Arrival: Standard declaration © May 2019@

Forms - May 2019

Search °

@ Closeand send @ Reopen  # View . Validate [§ Validationreport] [ ImportCSV | (4 Export & Download PDF 4 Initialize € Setto Nihil 32 Sef to hot Reported

T« Undo sort C' Refresh

Select at least one form to perform an action.

B Mame Code Due for Last updated Status Nihil Not Reported Reference
&4 Initial
B4 Intrastat Arrival: Standard declaration I EXF195 CIRAZI AT
TCT T TONE, 1 15w

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.

° CSV-645934 el e ¢+ ¥
OneGate Export-Reports_02_R.csv -
TheCorporation Inc. Steve Nood
Home Reports Uploads Messages Help 1 hd
P P s @ ¥ O CODE - 0123456789 ¢ & NUINA0D-00101998-56
Uploads

T« Reset filters [ Only my uploads ' Refresh

Declarer ~  Ticket # o From M) To < @
Exchange status = y f
—
Declarer Ticket # File Received Exchange status Feedbacks/
or drag it here,
TheCorporation Inc. oo, ¢45034 export-reports 02 r.csv A B TP © 3
TheCorporation Inc. o, ¢15037 export reports §1326.cev AT ST © 3
TheCorporationIne. - .o\, ca5o0g export-reports 61325 r.osv 0 SR © 3
TheCorporation Inc. CEICIbI20 export reports 51325 r.osv 411 016 1150 @ 3

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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r o e o @ . TheCorporation Inc. . & Steve Wood
ome eports oads lessages e -
P P 9 P QEN CODE - 0123456789 ' NUIN 800-00101998-56

@ Steve Wood

WELCOME TO ONEGATE M Ui 2000010199556

steve.wood@nbb.be
[ #3222212345

0

/" Edit profile

Reports per due date Reports per domain Upload a file

Active declarer

TheCorporation Inc

% CODE - 0123456789

ﬂ Contact persons

John Spades
Domains CST, TST

Suzan Spears
Domain TST

2" Edit contacts

Visual 107 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).

O OneGate
TheCorporation Inc. Steve Wood
Home pporns Messages Hel !
Gl i @ s 0 P ©EN CODE - 0123456780 Y & NUIN 800-00101999-36 =
Uploads
Y. Reset filters & Only my uploads  C Refresh
Declarer Y. Ticket # - From T m To > °
Exchange status et .
Declarer Ticket £ File Received Exchange status Feedbacks sttt
ororag g
TheCorporation Inc. =
CSV-645934 export-reports LCSV 04.11.201912:05 ® 3
TheCorporation Inc B
CSV-645932 export-teports 51325 .csv 04.11.201012:03 Accepted - OK ©o *
TheCorporation Inc.
e Giv:oeame exporlepns 21325 Loayv 04.11.201911:58 ® X
TheCorporation Inc. 3
CSV-645920 e -raports 51325 r¢ 04.11.201911:50 ®o 3
TheCorporation Inc. - ¢y, 645912 export.reports_ 51325 e.cav i oL ° 3

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
guestion 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:

x  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).
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