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getsix® CUSTOMER EXTRANET

getsix®
CUSTOMER EXTRANET

When you start working with us you receive as our
customer access to the getsix’ Customer Extranet as part
of your individual service package.

As part of our standard package, you have free access
to our online communication system getsix® Customer
Extranet, which enables direct online contact and
document transfer between both of us. Find out how you
and your employees can save time and make your daily
work easier by using this tool.

WHAT IS getsix® CUSTOMER EXTRANET?

It is an integrated communication system for accessing
and exchanging business information between you as our
customers and us being your accounting office. Via the
individual accounts set up for you, you have 24/7 access
to your corporate data, financial reports and files having
been updated by our employees.

The Customer Extranet guarantees a permanent exchange
of information between getsix” and our customers and the
security of your data storage. Thanks to our Extranet, the
entire communication process between all of us becomes

much more efficient and consistent.

The transfer of data between the system and its’ users
takes place via a secure HTTPS connection secured with an
SSL certificate. This solution is also typical for e-banking
worldwide. To make sure that your connection is secured
by such a SSL certificate, please check if the address of
your website contains "https”. A padlock icon or a green
address field can also give proof that your website is

secured by a SSL certificate.
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ADVANTAGES OF COMMUNICATION VIA
getsix® EXTRANET

e Data security - all data stored on our Extranet are protected against loss by processing
daily backups of the content stored on it. Access to data is protected by an encrypted
HTTPS connection and a minimum 8-character individual password for each user, in
order to protect against access by unauthorized persons.

» Constant access to shared documents (24/7) - regardless of where you are and what
device you have: computer, laptop, smartphone, you can view, download and transfer
the documents and data made accessible to you.

e Automatic e-mail notifications - can be sent to you each time a new document or
report is uploaded, please see for installation instructions the function “alert-me” on
the last page of this guide. LINK

e Create individual folders - enables the exchange of your data with our employees,
makes the forwarding of invoices electronically easy

e Access via login and password only - we create dedicated client accounts for you,
and you decide who has on your side access to which company data.

e Intuitively operated platform - We strive to ensure that our interface is clear and
service-friendly.

In the getsix’ Customer Extranet you will find all your financial reports and other
statements in chronological order. In this way, you can see all your information in one
place. Your data stored on our Extranet have multiple security features and is intended
for your use only.

getsix’ Customer Extranet works on tablets and smartphones via an app you can
download to your device. You can use getsix Extranet in the following applications:
Microsoft SharePoint, Microsoft Teams.
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MODE OF OPERATION

LOGIN:

After entering the address into your browser: getsix.de/extranet , a login screen
pops up as shown below. Here you have to enter your login and the password you
created when you first logged in. If you have not yet been granted access, please
send a request via the website: LINK.

Wgetsix

Login

getsix-guest@contoso-europe.com

Can't access your account?

SECURITY OF YOUR DATA

The encryption of your internet connection guarantees the security of the network.
We take all actions that your data is adequately protected when using our websites.

LOGIN SECURITY

Every connection to getsix® Customer Extranet is encrypted using HTTPS, secured
with a SSL certificate. This solution prevents interception and change of data and
ensures the authenticity of the source.

TEST ACCESS

In order to test the functionality of our Customer Extranet, we offer you a trial access:
getsix.eu/extranet

Login:
e Username: getsix-guest@contoso-europe.com
e Password: getsix2021!@

Using this access tree you will find sample reporting templates for the test company
"Contoso Sp. z 0.0.".

getsix.en FACT SHEET
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getsix® EXTRANET

MAIN MENU

Once you have logged in with your user name and password, the "Welcome Screen”
appears. At its’ top you will find the main navigation menu, using it you can navigate
through the individual libraries of the portal.

This menu includes tabs:

¢ Root - redirects you to the start page, where you will find additional information about
the getsix® Group and our new services.

e Customer Extranet - the page from which you can select your business unit. This is
especially important if we support more than one of your companies.

e getsix News EN DE PL - buttons redirect you to the news section of our website.

getsix® EXTRANET

In the middle of the screen you find the name of your company with your customer number.
If we support several of your companies simultaneously, you will see a separate section
for each of them. For administrative reasons, the portal is designed in such a way that all
information in the customer area is managed separately for each of your companies.

_ Sl s

Customer Extranet  getsix News EN getsix News DE  getsix News PL

do ~ [ Czytnik immersyjny

= &

= — N - Y e

. getsix Extranet

Please select your Business Unit to find your doucments and further Zobacz wszystkie < -
Informations.

Please find additional

_ Information’s here:
W o

Helpcenter
N9999-EXT-Contoso \ .,

Grupa

T Regarding technical support issues, please
witrynie. check our our FAQ's or contact our Support
Team at: support-extranet@getsix.pl.
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HELPDESK

IF YOU HAVE ANY QUESTIONS...

We have created a HelpDesk for
you, which you can access from
anywhere on the Customer Extranet.
Here you will find a lot of useful
information, including frequently
asked questions about Extranet.

The FAQ (Frequently Asked
Questions) section will grow over
time to include new explanations
of the questions asked by our
Customers.

If you couldn't find the answers to
your questions, we encourage you
to get in touch with our Customer
Relation department, who will be
happy to assist you.

‘f’(;»r:six

V/’getsix®

FAQ - Extranet

% Terms and conditions for the participation and use of
getsix® Customer Extranet

% How to add a new user to the Extranet?

* How does the automatic "Alert-me" notification feature
work on getsix Extranet?

% | forgot my password. What should | do? How to reset
password?

% If I'm exisiting customer, will my account be migrated to
the new Experience?

* How to get test access for getsix Extranet?

See all 8 articles

Submit a request

’ General information

Extranet ‘

Promoted articles

What is 3 Virtual Office service?

What languages can | contact you in?

How does the automatic "Alert-me” notification

feature work on getsix Extranet? reset password?

How to get test access for getsix Extranet?

getsix.eu

What are your working hours?

What services do you provide?

I forgot my password. What should | do? How to

Who can access getsix Extranet?

How can | contact you?

How can | be sure that the documents and information |
provide to you are adequately protected?

If I'm exisiting customer, will my account be migrated to
the new Experience?

How to accept the Invitation for the getsix Extranet?
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CUSTOMER ZONE

MAIN MENU

By clicking on your customer name on the getsix® Customer Extranet page you access
the Customer Area. On the left side of the screen, you will find the main navigation
menu with which you can navigate through the individual contents provided for your
company. In this menu you will find the tabs:

e 0-0 Distribution List
* 1-1-Office Services

e 2-1-Accounting

e 2-2-Payroll

e Archive

The appearance of the Main Menu for your company depends on the scope of services
ordered by you. The user gets access to those tabs for which a contract has been
signed, so it may happen that he has access to the "2-1-Accounting” section, but not
to the "2-2-Payroll” or "1-1-Office Services". For administrative and legal reasons, the
information for each service or for each contract are stored in a separate document
library. We call this area a library because here we save the documents and reports
that we produce and make available to you. The documents in most folders are read-
only ones giving protection against accidental deletion or alteration of data being
thus an additional safeguard.

_ L St

Root Customer Extranat getsix News EN getsix News DE getsix News PL

vv N9999-EXT-Contoso &

Private group

‘ ' Home + New -~ 3 Page details Analytics Published 10/9/2023 (& Share ~ 2 Eit
0-0 Distribution List
~ 1-1 Office Services

v 2-1-Accounting

v 2-2-Payroll

‘nh ‘

~  Archive

' N9999 - Contoso

Recycle bin

Edit

Ostatnio uzywane dokumenty See all

We didn't find anything to show here.
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DISTRIBUTION LIST

0-0 DISTRIBUTION LIST

The "0-0 Distribution List"” tab is used to manage access to the Extranet. It's the place
where you'll find a list of individuals who have been granted access to the Extranet and
are authorized to receive email and phone correspondence in specific areas. Thanks to
the distribution list, both Key Users and our employees will have constant insight into
which of your employees have access to particular areas.

A separate distribution list is created for each service, and a user will only have activated
those lists for which they have signed an agreement.

If an update is required, the Key User is obligated to report such information via email to
their Customer Care representative.

_ p e

Root  Customer Extranet  getsix News EN  getsixNewsDE  getsix News PL
uv/r N9999-EXT-Contoso #
Private group
* Home 4 New v  J Promote g% Pagedstails I Analytics Published 10/3/2023 [ Share v 7 Edit A

0-0 Distribution List

v 1-10ffice Services
v 2-1-Accounting
v 2-2-Payroll

v Archive

A
0-0 Distribution List

Recycle bin

Edit

0-0 Distribution list Accounting Seeall
+ New v [ share ] Export to Excel = Wazystkie elementy ~ @
~  Name -~ 2-1-AAccounti.. -  2-1-AAccounti.. ~ 2-1-BReports.. - 2--BReports.. - 2-1-CgetsixCo.. - 2-1-DOthers -

¥ User type : Key User (1)
Average Joe v v v v v v
¥ User type : User (1)

Plain Jane v v

_ o e _

Root Customer Extranet getsix News EN getsix News DE getsix News PL

N f/r N9999-EXT-Contoso ®

Private group

~ Home 1 Share Il Export ~ £ Automate [ Integrate

0-0 Distribution List

0-0 Distribution list Payroll ¥
~ 1-1 Office Services

Shared with us ~  Name 2-2-Asalary lis.. ~ 2-2-BPayrolld... ~ 2-2-CSick leaves ~~  2-2-D Personal ... ~~ 2-2-D Personal ... ~ 2-2-E Work con...
w 2-1-Accounting ~  User type : Key User (1)
~/ 2-2-Payroll Average Joe v v 4 o ~ v
v Archive ~  User type : User (1)
Recycle bin Plain Jane 7
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ACCOUNTING LIBRARY

2-1-ACCOUNTING

Switching to the "2-1-Accounting”
tab, you'll find libraries categorized
into "Read-only” and "Incoming".
Files in the "Read-only" libraries
are transmitted and managed
exclusively by getsix®, and they

are intended for viewing only.
However, for your convenience,
we've also prepared special

"Incoming” libraries where you can
independently add your files based
on your needs and preferences.

V/ N9999-EXT-Contoso #

Private group

v Home
0-0 Distribution List
v 1-1Office Services
Shared with us
A 2-1-Accounting
2-1-A Accounting ...
2-1-A Accounting D...
2-1-B Reports & Tax...
2-1-8 Reports & Tax...
2-1-C getsix Contrac..
2-1-D Others | Ande...

2-1-D Others Incom...

T Upload ~ BB Editin grid vi

N9999-E-2-1-A Accounting Docs IV

O Name

Woetsix

vv/ N9999-EXT-Contoso

Private group

v Home
0-0 Distribution List
| 1.1 Office Services N9999-E-2-1-A Accounting Docs Incoming 1l
Shared with us O Name Modi
A 2-1-Accounting
2-1-A Accounting D...
2-1-A Accounting ... ’
2-1-B Reports & Tax...
2-1-B Reports & Tax...
2:1-C getsix Contrac..
2-1-D Others | Ande...

2-1-D Others Incom...

The files in the "2-1-Accounting” tab are grouped into separate libraries, making it easy
and quick to locate specific documents:

e 2-1-A Accounting Docs: Accounting documents

e 2-1-B Reports & Taxes: Reports and taxes

e 2-1-C getsix Contracts & Invoices: Contracts and invoices provided by getsix®
or related to the services we provide for you

e 2-1-D Others: Other types of documents that you can directly discuss with the
Customer Relation department or getsix® accountants

_ /O S

Root  Customer Extranet  getsix News EN  getsixNews DE  getsix News PL

A ,/v N9999-EXT-Contoso ®

Private group

~ Home

+ New

@3 Page details Analytics
0-0 Distribution List
 1-1 Office Services

Z] 2-1-Accounting

2-1-A Accounting Docs...

2-1-A Accounting Docs...

e
N9999 - Contoso

2-1-B Reports & Taxes ..
2-1-B Reports & Taxes ..
2-1-C gatsix Contracts ...
2-1-D Others | Andere..
2-1-D Others Incoming...
v 2-2-Payroll
« Archive
Recydle bin N9999-E-0-0-General

Edit

+ New ~ T Upload v BB Editin grid view (g Sync El Export to Excel

Ostatnio uzywane dokumenty

We didn't find anything to show here.
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Published 10/9/2023 @ Share ~ 2 Edit 7
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, .*\%".r
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See all

See all

= All Documents ~  ©
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HR & PAYROLL LIBRARY

2-2-PAYROLL

In the "2-2-Payroll” document
zone, you'll also find "Read-only”
and "Incoming” libraries. The
repeated library name indicates
that one is designated for your
viewing only, while the other (with

v‘, N9999-EXT-Contoso &

Private group

~ Home

0-0 Distribution List

' 1-10ffice Services

Shared with us

v 2-1-Accounting

F pest v B toings

N9999-E-2-2-D Personal files

[ Name v

Woetsix

‘V N9999-EXT-Contoso

Private group

0-0 Distribution List
N9999-E-2-2-D Personal files Incoming 1+
11 Office Services

Shared with us O Name M

v 2-1-Accounting

~ 2-2-Payroll

A 2:2-Payroll

the addition of "Incoming”) s
for your independent addition of
various files.

2-2-A Salary lists & ... 2-2-A Salary lists & ..

2-2-8 Payroll data In.. 2-2-8 Payroll data In...
2-2-C Sick leaves | K. 2-2:C Sick leaves | K...

2-2-D Personal files ..

2-2-D Personal file... ‘

2-2-E Work contract...

2-2-D Personal files...

2-2-D Personal files ...

2-2-E Work contract.

The files in the "2-2-Payroll”
tab are organized into separate
libraries, facilitating easy and
quick access to specific documents:

e 2-2-A Salary lists & reports: Documents related to employee compensation, such as
payroll lists and reports

e 2-2-B Payroll data Incoming: Data for payroll processing

e 2-2-C Sick leaves: Documentation related to employee sick leaves
e 2-2-D Personal files: Employee personal files

e 2-2-E Work contracts: Employment contracts for hired employees

e 2-2-F getsix Contracts & Invoices: Contracts and invoices provided by getsix®
or related to the services we provide for you

e 2-2-G Others: Other types of documents that you can directly discuss with the
Customer Relation department or getsix® accountants

v 1-1 Office Services

+ New

53 Page details Analytics Published 10/9/2023 & Share -

2 Eit A

v 2-1-Accounting

] 2-2-Payroll

2-2-A Salary lists & ...

2-2-B Payroll data In...

2-2-C Sick leaves | K.

A s
N9999 - Contoso

2-2-D Personal iles .
2-2-D Personal iles .
2-2-E Work contract...
2-2-E Work contract...
2-2-F getsix Contrac.. Ostatnio uzywane dokumenty Seeall

2-2-G Others | Sonst... We didn't find anything to show here.

2-2-G Others Incomi...
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»ALERT-ME” FUNCTION

Woetsix

AUTOMATIC NOTIFICATION FUNCTION - ,,ALERT-ME”

An important and extremely useful
feature of the "getsix® Customer
Extranet” is the automatic
notification when documents
are added to the catalog or
document library.

Users who enable this feature will
receive e-mail or SMS notifications
about changes in the document
area. These notifications can
be sent: immediately, daily, at
specified times or weekly reports.
This is a useful feature that allows
you to stay up to date with
information and changes about
your company.

This function must be activated by
each user personally.

STEPS:
1. Accessthelibrary of your choice,

2. Expand the hidden options: "..."
and select "Send me an alert”,

3. In the last step select the alert
settings and confirm with "OK".

getsix.eu
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Root  CustomerExtranet  getsixNewsEN  getsixNews DE  getsix News PL

‘v/r N9999-EXT-Contoso

Private group

P negrate

© Home A T Uplosd v [ Editingridview (2 Syne @l ExporttoExcel 5% Automate
0.0 Distibution Lis
N9999-E-2-2-G Others |11~

11 Office Services

Shared vith us O Name Modified Modified By + Add column

« 2-1-Accounting Bt Sdaysago Test User Contaso Eurcpe.

ez
2.2 Salary lists &
2:2:8 Payroll data In.
2:2-C Sick leaves | K.
2.2.D Personal fles
2:2.D Personal fiks ..
2:2-€ Work contract.
2.2 Work contract
2:2:F getsix Contrac..
2:2-G Others | Sons...

2:2.G Others Incomi

Microsoft 365 O search tis library

Root  Customer Extranst  getsicNewsEN  getsixNews D getsix News PL

5 , N9999-EXT-Contoso &
v group

B tatingrdview (3 Sne @ Eporttobrcel 53 Automate v [P Integrate v

0.0 Disrioution List Q Aertme

N9999-E-2-2-G Others i~ [ Manage my alerts

0O Name Modified Modified By Add column

2.2.A Salarylists &

2:2:8 Payroll data

2.2:Csickleaves K.

2:2:F getsx Contrac..

2:2:6 Others | Sons..

2-2:G Others Incorn.

Alert me when items change

Alert Title

N9999-£-2-2-G Others.

Enter the title for this alert. This is included in the
subject of the notification sent for this alert,

Delivery Method
Send me alerts by:

®Email
Text Message (SMS)

Specify how you want the alerts delivered.
getsix-guest@contoso-europe.com

Send URL in text message (SMS}

Change Type
Only send me alerts when:
Specify the type of changes that you want to be
alerted to. @ All changes
O New items are dded
O Existing items are modified

O tems are deleted

Send me an alert when:
@ Anything changes
() someane else changes 2 document

(O Someone else changes a document created by me
O Someone else changes  document last modified by me

@send notification immediately

Osend a daily summary
Osend a weekly summary
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PLEASE FEEL FREE TO CONTACT US

ORTWIN-UWE JENTSCH
Head of Customer
Relationships Department
/ Partner

Accounting office
Localization: Warsaw

vee

ELZBIETA NARON-GROCHALSKA
Head of Customer
Relationships Department

/ Senior Manager
Accounting office
Localization: Wroclaw

vce

MARTA RADOSZKO-ADAMCZAK
Senior Customer

Relations Manager
Accounting office
Localization: Poznan

vce

PATRYCJA MILOSZEWICZ
Customer Relations
Consultant
Accounting office
Localization: Szczecin

vee

THIS  PUBLICATION IS NON-BINDING
INFORMATION AND SERVES FOR GENERAL
INFORMATION PURPOSES

The information provided does not constitute legal, tax
or management advice and does not replace individu-
al advice. Despite careful processing, all information
in this publication is provided without any guarantee
for the accuracy, up-to-date nature or completeness
of the information. The information in this publication
is not suitable as the sole basis for action and cannot
replace actual advice in individual cases. The liability
of the authors or getsix” are excluded. We kindly ask
you to contact us directly for a binding consultation
if required. The content of this publication iis the in-
tellectual property of getsix” or its partner companies
and is protected by copyright. Users of this informa-
tion may download, print and copy the contents of the
publication exclusively for their own purposes.

© 2023. getsix Group

getsix.eu

Wetsix

If you have any questions regarding
accounting, taxation, or other aspects
of tax law in Poland, please contact our

team of advisors.

e-mail: office@getsix.pl

te

l.: +48 (71) 38813 00

OUR LEADING ACCOUNTING & TAX
CONSULTING OFFICES IN POLAND:

| Wroclaw

ul. Zwycieska 45

53-033 Wroctaw

Tel.: +48 71 388 13 00
E-mail: wroclaw@getsix.pl

B Poznan

ul. Wyspianskiego 43
60-751 Poznan

Tel.: +48 61668 34 00
E-mail: poznan@getsix.pl

B getsix.eu
B poland-accounting.eu
| hlb-poland.global

%\

v

S e
DUSSELDORF

B Warsaw

Sky Office Center

ul. Rzymowskiego 31
02-697 Warszawa

Tel.: +48 22 336 77 00
E-mail: warszawa@getsix.pl

B Szczecin

ul. Storrady Swietostawy 1a
71-602 Szczecin

Tel.: +48 91 35186 02
E-mail: szczecin@getsix.pl

R 1/

W,/ SZCZECII;,/'

o
POZNAN

T/

.
BERLIN WARS.ZAWA
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B poland-accounting.eu
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Memberships Certificates

I Swiss
Chamber Poland

2 CCIFRANCE
'vm @ POLOGNE

Francusko-Polska Izba Gospodarcza

&)Y, OUTSOURCING
Q) VERBAND B

< EUROPAFORUM

Wroctaw

ul. Zwycieska 45

53-033 Wroctaw

Tel.: +48 71 38813 00

Fax: +48 71 388 13 10

Claus Frank

Monika Martynkiewcz-Frank
E-mail: wroclaw@getsix.pl

Poznan

ul. Wyspianskiego 43
60-751 Poznan

Tel.: +48 61668 34 00
Fax: +48 61 668 34 10
Roy Heynlein

E-mail: poznan@getsix.pl

Warszawa

Sky Office Center

ul. W. Rzymowskiego 31
02-697 Warszawa

Tel.: +48 22 336 77 00

Fax: +48 22 336 77 10
Ortwin-Uwe Jentsch
E-mail: warszawa@getsix.pl

Competencies

V/’getsix®

Szczecin

ul. Storrady Swietostawy 1a
71-602 Szczecin

Tel.: +48 91 35186 00

Fax: +48 91 35186 10

Roy Heynlein

E-mail: szczecin@getsix.pl

Berlin - Representative Office
Pariser Platz 4a

D-10117 Berlin

Deutschland

Tel.: +49 30 208 481 200
E-mail: berlin@getsix.de

Disseldorf

- Representative Office
FOMACON Business Center
Mérsenbroicher Weg 191
D-40470 DUsseldorf
Deutschland

Tel.: +49 221972 670 00
E-mail: duesseldorf@getsix.de

Partnerhsips

Microsoft
Partner | -
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