MP]
[BV]

Portal for posting workers in the
Czech Republic

User guide



Contents

Portal for posting workers in the Czech Republic 1
User guide 1
1. Introduction 4
2. Portal Access 4
2.1. Language preference 4
3. Registration 5
3.1. Step 1 - Your company information 5
3.2. Step 2 - Profile setup 6
3.3. Step 3 - Confirmation of account creation 6
3.4. Step 4 - Sign-in with new credentials 7
3.5. Step 5 - Account activation 7
4. Recovery process 8
4.1. Step 1-Email or recovery email 8
4.2. Step 2 - Verification code 8
4.3. Step 3 - Password change 9
4.4. Step 4 - Confirmation of password change 9
4.5. Step 5 - Sign-in with new password 9
5. FAQ 10
6. Helpdesk 11
7. My profile 12
7.1. Step 1 - Change the login email 13
7.2. Step 2 - Change the password 13
7.3. Step 3 - Change the recovery email address 14
7.4. Step 4 - Change the profile information 15
8. Workers 16
8.1. Step 1 - Workers 16
8.2. Step 2 - Add Worker 16
8.3. Step 3 - Fillin the information about the worker 17
8.4. Step 4 — Confirmation of saved worker 17
8.5. Step 4 - Manage your Worker s list 18
8.6. Step 5 - Edit Worker 18

8.7. Step 6 — Delete worker 18



9. Receiving entity

9.1.
9.2.
9.3.
9.4.
9.5.
9.6.
9.7.

10.
10.1.
10.2.
10.3.
10.4.
10.5.
10.6.
10.7.
10.8.
10.9.

Step 1 - Receiving entity

Step 2 - Add receiving entity

Step 3 - Fillin the information about the receiving entity

Step 4 - Confirmation of saved receiving entity
Step 5 - Manage your Receiving entities list
Step 6 - Receiving entity " s list

Step 7 - Delete receiving entity

Posting

Step 1 - Postings

Step 2 - Create posting

Step 3- Check in the profile information

Step 4 - Fill in the Worker " s information

Step 5 -Fill in the Receiving entity " s information
Step 6 — Check the Overview of the application
Step 7 - Confirmation of your Posting

Step 8 — Manage your Posting " s list

Step 9 - Edit Posting

10.9.1. Edit Posting
10.9.2. Extension of Posting
10.9.3. End of Posting

10.70.

Step 10 - Cancel posting

20

20
20
21
21
22
22
22

24
24
24
25
25
26
28
29
29

29
31
31
32

32



1. Introduction

The Portal for posting workers in the Czech Republic is a reporting system that allows
foreign companies to declare workers to companies in Czech Republic. This includes
foreign company, workers and Czech company registration and process of declaration
itself.

This document is user manual how to process workers declaration.

2.Portal Access

You can find Portal on address https://www.mpsv.cz/app/suip-vysilani-zamestnancu

% Posting of workers | &, Helpdesk

Welcome to the portal
for posting workers

in

the Czech Republic

Go to the application

 Posting workers
/ View your submission history
+*  Save all of your posted employees

+ save all your receiving entities in the Czech Republic

A0 GDPREY Hn

2.1. Language preference

Portal is available in four different languages (Czech, English, German, Polish).

Language

) b Czech
) ™ German
® B English

O gm Polish

You can switch language in right bottom corner in footer.


https://www.mpsv.cz/app/suip-vysilani-zamestnancu

3. Registration

To use the application, first you must create an account.
Use the button ,,Create account” on Sign in screen and follow the steps in the wizard.

Signin

Email

Enter your password

Registration —— No account yet - Create account
Received the activation code - Activate account
Account activated - Sign in
Forget password - Reset password

3.1. Step 1-Your company information

In the first step, you must fill all the information about your company:
1. choose VAT number (value added tax) of your company or different registration
number option.

e If you choose VAT number option, click on Search button and company
name will be filled automatically. Otherwise, you must fillin the information
manually.

2. Choose the company country of origin from the list.
3. Fillthe information about your company headquarters address.

Steps Your company information

(®) Your company information

® | have VAT number 1 have different company number

Profile setup
VAT number (Company number) ©

Company name

Country (Members state of the EU, EHP and Switzerland)

Please choose v

Street Street number
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3.2. Step 2 - Profile setup

In the second step, you must fill in your profile set up information.

—

Choose Login email for sign into portal.

2. Choose Recovery email for the case of forgotten login email or forgotten
password.

3. Choose Password

e The password to the portal must contain a minimum of 8 characters
including upper- and lower-case letters and a number.

Steps Profile setup

‘Your company information
Login email

(®) Profile setup
Recovery email ©
Password (0

Confirm password

Phone number (optional)

Keep in mind that you need to have access to these emails!

3.3. Step 3 - Confirmation of account creation

If all your information is correct, your account will be successfully created.

¥

Your account has been created

Please sign in to finish registration.
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3.4. Step 4 - Sign-in with new credentials

Sign-in with your new credentials (login email and password).

Sign in

Email

Enter your password

3.5. Step 5-Account activation

Fill in the Activation code which you received to your login email address.

Account activation

Enter the activation code from your registred e-mail

Activate account
coun vater Sigl

After successful verification of the activation code, you will be logged into the application.



4.Recovery process

In case of forgotten login email or password you can use the recovery process. On the Sign
in screen choose option Forgotten password or Forgotten email.

Sign in

Email

Enter your password

Mo account yet - Create ac

Received the act
Forgotten email - Resel emal
Forgotten password - Reset passw

4.1. Step 1-Email or recovery email

Fillin your login email or recovery email.

Steps

@ Recover y email

Verification code

Recovery email

Enter your email or recovery email &

Password change

- m

4.2. Step 2 - Verification code

Fill in the verification code which you received on your filled login email or recovery
email.

Verification code

Type down verification code which we have sent to your email @

A
(#) Verification code

Password change

fock m



4.3. Step 3 -Password change

Choose your new password.

Password change

New password

Password change Confirm password

| Back | Change Password

4.4. Step 4 - Confirmation of password change

If all your information is correct, your password will be successfully changed.

¥

Your password has been changed

We have recovered you account with login email
Copy this email and use the new password for sign in.

4.5. Step 5 - Sign-in with new password

Sign-in with your new password. Your login email will appear (in case you lost it)

Sign in

Email

Enter your password




5.FAQ

All important questions related to the registration portal or notification obligation can be

found in the FAQ section at the bottom of the portal.

f-’|: Posting of workers i:.ﬂg, irel'pdl‘sk.:i

Sign in

[j:\::‘2@;1|=il.::ﬂ|

Enter your password

Mo sccount yet - Create accoun
Received the activation code - Activate accoun
Fargotten email - Besel o

Fergotten password - feset passworsd

ﬁ Posting of workers Ry Helpdesk

“ )
Fi ly Asked Questi

Questions related to the registration portal

What are the benefits for posting notifications via the registration portal?

After 30 June 2024, is there any other way to submit a posting notification other than through the registration portal?

How many user accesses (within one account) can a posting company have?

Is there an obligation to re-register on the registration portal if both the notification of the start of the pesting and the date of the end of the posting have been sent to the
URA (by 30 June 2024)?

How can | cancel the sent notification?

How can | correct a sent notification?

How do | know that the notification has been received?

Are all the fields in the registration form mandatory?

What should | do f | forget my account password?

Wil tha custam allow ma ta nenarate 2 canv of the natificatinn a2 ndf ar athar farmat?




6. Helpdesk

If you can "t register to the portal or you have some inquiry about the portal or about the
notification obligation, you can use the helpdesk button to make your request.

Helpdesk button before sign-in to the portal can be found above.

" Posting of workers | | &, Helpeesn

Welcome to the portal
for posting workers in
the Czech Republic

+/ Posting workers
' View your submission history
' save all of your posted employees

' Save all your receiving entities in the Czech Republic

R & Hen
Helpdesk button after sign-in to the portal can be found below.

Welcome to our portal!

Thank you for lagging in. 1F this is year first time here and you bavert yet saved any workers or receiving entities,
waoul needd o complete the following steps fiest:

1, Addd Workers - Use the butten abavie te add sending workers to the Czech Republic to your profile,
2, Adddl Recewving Entities - Use the button abeve to add receiving entities in the Crech Republic te your profile,

onee you have completed these steps, you will be able to start creating postings. If you need help or have any
quistiens, feel free to cantact aur helpdesk wsing the buton below,

Thank you, and we wish you a pleasant experience with aur pertall

Create posting

' Posting workers
+ View yaur submission history
' Save all your pasted emplayees

+ Save all your receiving entities in the Czech Repulblic

Fillyour request in the online form.



r 3 Helpdesk

Helpdesk

Do you need assi: ori on ling workers to the Czech Republic?

If you do not find an answer to your question in the FAQ (7 section, use the help desk form of the Ministry of Internal Affairs and Communications.

New request online form

7. My profile

When you are successfully logged-in to the portal, you can view and edit your profile
information by clicking on button “View profile” at the upper right corner of your screen

under your login email.

Postiegs  Workers  Racaiving entity

Welcome to our portal!

Thank you for logging in. If this is your first time here and you haven't yet saved any workers or receiving entities,

you need to complete the following steps first

1. Add Workers - Use the bution above to add sending workers to the Czech Republic to your profile.

2. Add Recelving Entities - Use the button above 1o add recewving enities in the Czech Republic to your profile

Once you have completed these steps, you will be able to start creating postings, If you need help or have any
questions, feel free to contact our helpdesk using the button below,

Thank you, and we wish you a pleasant experience with our portall

' Posting workers
 View your submission history

 save all your posted employees

/' Save all your receiving entities in the Czech Republic

T
& joun@gmailcom

& View profile

B> Logout

Once you click on the button “View profile” you can see all your profile information.

Postings  Workers  Recaiving entity
- Profile
My Profile

Login information

Email

Password

Recovery email

Profile information

Company name

VAT number

(Different company number)

Country (Members state of the EU, EHP and Switzerland)

Address

Phone

jozef2@gmail.com

jozef3@gmailcom

8K Slovan Bratislava futbal a.s.

SK2021614188

Slovakia

Slovenského 2581, 12345 Bratislava

# Change
/' Changs

# Change



7.1. Step 1-Change the login email

Use the button “Change” to change your long email address.

E. Profile

My Profile

Login information

il jozztzgmatcom

Password e ' Change

Recovery email jozef3@gmail.com 7 Change

Fill the new login email and password.

Steps Change login email

@ Change login email
Current login email

Verification code jozef2@gmail.com

New login email

Password @

ok m

Use the verification code which was sent to your new login email address.

Steps Verification code

Change login email
Type down verification code which we have sent to your email ©

Verification code

. -
7.2. Step 2 - Change the password

Use the button “Change” to change your password

* Profile

My Profile

Login information

Email jozef2@gmail.com J change
e
Recovery email jozef3@gmail.com J change

Change login password
1. Type your old password
2. Type your new password
3. Confirm your new password



Steps.

(®) recoveryem

Change login password

old password

New password

Confirm password

.

7.3. Step 3 - Change the recovery email address

Use the button “Change” to change your recovery email address.

A > Profile

My Profile

Login information

Email jozef2@gmail.com

7" Change
password
Recovery email jozef3@gmail.com J Change
Type your new recovery email address.
Profile information
Email
jozef2@gmail.com
Recovery email
o

This field is required.

- .



7.4. Step 4 - Change the profile information

Use the button “Edit” to change your profile information.

# ¢ Frafile
My Profile

Lagin infaermatian

Emnail
Passwosd

Recovery email

Profile informatian

COmpuany nams

WAT numibeer
{Dfferent company number)

Country {Members state of the EUL EHP and Switzerland)]
Adedress

Phane

Change your profile information and use the button “Save”

Company information

Company name

joref2E@gmail.cam

Jozef3@gmail.oam

SK Slowan Sratilig futhal a3,

SK2021 614158

Slowakia

Slowenskéha 2509, 12345 Bratishva

# Changa

& Change

# Changa

‘ 5K Slovan Bratislava futbal a.s.

VAT number (Company number)

5K2021614188

Country (Members state of the EU, EHP and Switzerland)

{ Slovakia v ]
Street Street number

‘/ Slovenského \| |/ 2581

Postal code City

‘/ 12345 \| |/ Bratislava

Phone

Phone number must centain the country code and the + sign at the beginning

- |




8. Workers

When you are successfully logged-in to the portal, first you need to save your workers,
which you are sending to the Czech Republic before you can start create postings

8.1. Step 1-Workers

Use the button “Workers.”

Welcome to our portal!

Thank you for logging in. If this is your first time here and you haven't yet saved any workers of receiving entities,
you need to complete the following steps first:

1. Add Workers - Use the button above to add sending workers to the Czech Republic to your profile
2. Add Receiving Entities - Use the button above to add receiving entities in the Czech Republic to your profile.

Once you have completed these steps, you will be able to start creating postings. If you need help or have any
questions, feel free to contact our helpdesk using the button below,

Thank you, and we wish you a pleasant experience with our portal!
Create posting

' Posting workers
v View your submission history
Vv Save all your posted employees

/' Save all your receiving entities in the Czech Republic

Helpdesk DPR 2 Hoy

Under the tab “Workers”, you can find and administer workers registered to perform work
in the Czech Republic This is the place where you can also register new ones.

No records yet

8.2. Step 2 - Add Worker

Click on button “Add worker”

My workers

No records yet



8.3. Step 3 -Fillinthe information about the worker

1. To register new worker, fill in the form below. You will need to enter following

information:
a. Firstname
b. Lastname
c. Citizenship —start to type name of country.
d. Date of birth
e. Documenttype (ID card or Passport)
f. ldentity Document number
g. Attachments — documents proving the existence of an employment

relationship at the workplace.

Workers

Fill in the information about the worker

Start to type name of the worker's citizenship

Date of birth

‘i DDMM.YYYY ] |

Document type

PNG, JPG, PDF, maximum 20MB

8.4. Step 4 - Confirmation of saved worker

If all your information is fulfill correctly, your worker will be successfully saved to the
portal.

¥

Your worker has been saved



8.5. Step 4 —Manage your Worker s list

Once you register new worker it appears on the workers table list on the tab “Workers”.

# Full name Citizenship Date of birth

1 John Doe Bulgaria 15.03.1995 ® W

8.6. Step 5 - Edit Worker

If you want to see worker’s detail, click on “eye” icon on table record.

# Full name Citizenship Date of birth
1 John Doe Bulgaria 15.03.1995 w

On worker’s detail you can see all information which you filled in and you can edit all
information by clicking on button “Edit”.

Infermation

Date of birth 15.03.1995

Citizenship Bulgaria

Documen t type D_CARD

Identity Document Number 123456

Attachments

@ test (1) (1).pdf ®

8.7. Step 6 — Delete worker

If youwant to delete saved worker, you can do it by clicking on “trash” icon in the Worker “s
list.

# Full name Citizenship Date of birth
1 John Doe Bulgaria 15.03.1995 ®

You can also delete saved worker on worker s detail information.



Information

Date of birth 15.03.1995
Citizenship Bulgaria
Dacument type ID_CARD

Identity Document Number 123456

Attachments

@ test (1) (1).pat ®

If you delete saved worker, this step is irreversible.

Delete worker

This step is imeversible

m

Note: if you delete saved worker, it does not affect your postings, which you have already
created.



9. Receiving entity

When you are successfully logged-in to the portal, first you need to save your receiving
entities in the Czech Republic, where you are sending your workers before you can start
creating postings.

9.1. Step 1-Receiving entity

Use the button “Receiving entity.”

Welcome to our portal!

Thank you tor koggirg in. If this is your first time here and you haveivt yot swued any woekers of ecaiving entities,
you rad 10 complto the following steps first:

1, Add Workers - Use the button abiove 1o add sending workers to the Czech Republic 1o your profie,
2. Add Receiving Entities - Use tha button abiowa to 3dd recohing entities i the Czoch Repuliic 10 your peofike.

Once you have complotod those steps. you will bo 301 1o Start creating postings. H you naod halp or have aay
questions, feel free ta contact cur helpdesk using the buttan below

Thank you, and we wish you a ploasant axperience with our poetall

V/ Posting workers
Vi your submission Wstory

V Saveall your posted smployees

/ Save all your receiving entities in the Crech Republic

Under the tab “Receiving entity”, you can find and administer receiving entities in the
Czech Republic where you are posting your workers. This is the place where you can also
register new ones.

My receiving entities Add receiving entity

]

Na records yet

9.2. Step 2 - Add receiving entity
Click on button “Add receiving entity”

My receiving entities Add receiving entity

No recards yet
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9.3. Step 3 -Fillin the information about the receiving entity

Choose on of the receiving entities in the Czech Republic (Legal entity, Freelancer, Natural
person)

1. If you choose legal entity or freelancer as your receiving entity, you need to know
the company number which you fill in and click on the button “Search”
e Note: if you filled the company number of receiving entity in the Czech
Republic correctly, name and address of the company will be loaded
automatically from public registry

Receiving entity in the Czech Republic

® Legal entity Freelancer Natural person

Company number ©

Full Name

Address

Street Street number

Postal code City

‘ Cancd ‘ﬂ

2. If you choose natural person as your receiving entity, you need to fill full name of
receiving entity person and work performance address.

Receiving entity in the Czech Republic

() Legal entity ) Freelancer ® Natural person

Full Name

Work performance addresses

Street Street number
Postal code City

‘ Cones! ‘E

9.4. Step 4 - Confirmation of saved receiving entity

If all your information is fulfill correctly, your receiving entity will be successfully saved to
the portal.



¥

Your receiving entity in the Czech Republic has been saved

9.5. Step 5-Manage your Receiving entities list

Once you register new Receiving entity it appears on the table list on the tab “Receiving
entity”. You can see entity’s detail by clicking on “eye” icon on table record or you can
delete it by clicking on basketicon

My receiving entities Add receiving entity

Legal entity Asseco Central Europe. as. 27074358 Budéjovicks 778, 14000 Praha @ ©

9.6. Step 6 —Receiving entity “s list

If you want to see receiving entity detail, click on “eye” icon on table record.

. tatus Full name Identific ber ddress
1 Legal entity Asseco Central Europe. a5 27074358 Budéjovicks 778, 14000 Praha 2}

Note: if you want to change the information about the receiving entity, you need to delete
the receiving entity and add it as new one.

9.7. Step 7 - Delete receiving entity

If you want to delete saved receiving entity, you can do it by clicking on “trash” icon in the
Receiving entity “s list.

My receiving entities Add recoiving entity
Status Full name Identification number Address



You can also delete saved receiving entity on receiving entity “s detail information.

Asseco Central Europe, a.5.

Information
‘Company number / VAT Number 27074358
Address Budéjovicka 778, 14000 Praha

If you delete saved receiving entity, this step is irreversible.

Note: if you delete saved receiving entity, it does not affect your postings, which you have

already created.

Delete receiving entity

This step is irreversible. If you delete the receiving entity, you must need to add it in posting manually.

PE——

Delete receiving entity




10. Posting

After you successfully will save your workers and your receiving entities, you can start
create postings

10.1. Step 1 - Postings

Use the button “Postings.”

Wirkers  Receiving eatity

Welcome to our portal!

Thank yeu foe logging in. I this is your first time hera and you haven's yet saved 3y workers of recewing antities,
you noed to complats the foBoming stops first:

1. Ackd Warkers - Use the button abave 1o add sending workers to the Czech Republic to your profile.
2. Add Racaiving Entities - Use the buttca above 1o add raceiving antities in the Czech Ropublic to your profile.

Once yeu have complated these stops. you will Le ablo ta start creating postings. If you need holp or have any
questions, feel free to contact our helpdesk using the button below,

Thank yow and we wish you 3 pleasant experience with cur partalt

 Posting warkers
W View your submission history
S all your posted employees

' Swew all your receiving entities in the Cnch Republic

10.2. Step 2 - Create posting
Click on the button “Create posting”

Pustings  Wiorkirs  Reciving cetity

Welcome to our portal!

Thank yeu foe logging . It this is your first time hero and you haven' yet saved ey WOrkars of recewing entities,
you noed to complate the foloming stops first:

1. Add Waorkers - Use the button abave 10 add sending workers ta the Czech Republic to your profile.
2. A Racaiving Entitios - Use the buttcn 3bove 10 add racsiving entities in the Czech Republic to your profile.

Once you haw complated these steps, you will be abla to staet creating postings. If you nesd help or have any
questians, feel free to contact our helpdesk using the button bekaw,

Thank you, and wo wish yeu 3 pkasant experience with cur portalt

/' Posting workers

o View your submission history

' Saww all your posted employees

/' Swew all your receiving entities in the Czach Republic



10.3. Step 3 - Check in the profile information

Check in the information about your profile (company), which are filled automatically by
data already saved in your profile.

Steps My profile information

® ) My profile information My profile
Workers Address Slovenského 2581, 12345 Bratislava
Receiving entity VAT number 5K2021614188

(Company number)

Overview of the application

Country (Members state of the EU, EHP and Slovakia
Switzerland)

Check in the contact information, which are filled automatically by data already saved in
your profile.

Steps B .
P My profile information
® ) My profile information My profile
Workers Address Slovenského 2581, 12345 Bratislava
Receiving entity VAT number 5K2021614188

(Company number)

Overview of the application
Country (Members state of the EU, EHP and Slovakia

Switzerland)

Note: you can edit the contact information in the posting, if you want to.

10.4. Step 4 - Fillin the Worker “s information

Fill first three letters from workers name and select the worker from dropdown which you
want to add to Posting



Steps

My profile information
®) Workers
Receiving entity

Overview of the application

Fill following data

1. Choose Date from — mandatory field, can be also before today
Choose Date to — optional field, must be after date from

Workers

Please choose warkers sending to the Czech republic

Find your worker

Jah

John Doe, 23.03.1995. BG. |D card 1234567

Workers

B

Please add workers 1o the posting,

From To (optional}

DOMMYYYY ® | | commany

Type of posting

B

[[possecrose

Field of business (NACE)
| o
Field

d

Nature of the service

Maximum 30 characters

2

3. Choose Type of posting

4. Choose Field of business or Fill Nature of service
e Field of business or Nature of service —one of them is mandatory to fill

Steps

My profile information

() workers

Receiving entity

Overview of the application

10.5. Step 5 -Fillin the Receiving entity “s information

Fill first three letters from receiving entity s name and select the receiving entity from

Workers

Please choose workers sending 1o the Czech republic

Find your warker

‘Workers
Please add workers to the posting,
From o (optional)
DOMMYYY 5] DOMMIVYY B |

ype of posting
Please choose

Field of business NACE)

Plaase choose

ress or Nature of business s required

Nature of the service

[ Maximum 30 characters

Field of business or Nature of business is requred

dropdown which you want to add to Posting



Steps Receiving entity

My profile information Please choose receiving entity in the Czech republic

Workers Find your receiving entity

® ) Receiving entity

Overview of the application Same Address of the place of work performance as the company headquarters?

® Yes No

Note: If work performance address is different from Receiving entity headquarters
address, select “No” and fill other address.

Steps. Receiving entity

My profile information Please choose receiving entity in the Czech republic

Waorkers

Find your receiving entity

Asseco Central Europe, a.s., 27074358, Budgjovicka 778, 14000 Praha

(®) Receiving entity

Overview of the application Same Address of the place of work performance as the company headquarters?
Yes ® No
Work performance addresses (you can add up to 5 addresses)

1
Street Street number

Postal code city

(@ Add next address

You can fillup to 5 addresses by clicking on the button “Add next address

Steps. B -
P My profile information
® ) My profile information My profile
Warkers Address Slovenskeho 2581, 12345 Bratislava
Receiving entity VAT number SK2021614188

(Company number)

Overview of the application
Country (Members state of the EU, EHP and Shovakia
Switzerland)

Contacts

Email

[ tozerz@gmaicom |

Phone

miber st contain the country code and the + sign at the beginning

e



10.6. Step 6 — Check the Overview of the application
1. Check all your data which you filled.

Steps Overview of the application

. Please check all your information before submit your application.
My profile information

Warkers SK Slovan Bratislava futbal a.s.

Receiving entity Address Slovenského 2581, 12345 Bratislava

VAT number 5K2021614188

® ) Overview of the application (Company numben)

Country (Members state of the EU, EHP and Slovakia
Switzerland)
Contacts Email: jozef2@gmail.com
Phone:
Workars
#  Fullname Citizenship Date of birth Document number
1 John Doe 86 23.03.1995 1234567
Type of action Posting
Fosting time From: 01.07.2024
To:-
Type of posting Intra-group pasting

Note: If you need to repair any data in posting return back in wizard.

2. If all data is correct, press button “Submit” to send application.

1 John Doe BG 23.03.1995 1234567
Type of action Posting
Posting time From: 01.07.2024
To: -
Type of posting Intra-group posting
Field of business (NACE) Water supply; sewerage, waste management and remediation act

Asseco Central Europe, a.s.

Company number 27074358
Address Budéjovicka 778, 14000 Praha
Same Address of the place of work performance as Yes

the company headquarters?

- | ﬁ
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10.7. Step 7 — Confirmation of your Posting

If allyoufilled all the information in your application, your posting will be successfully sent
to State Labour Inspection Office.

¥

Your posting has been sent to State Labour Inspection Office
Submissit

sion n
20240001

umber:

Confirmation of your posting with all information about posting in PDF format will be
also send to your email address.

10.8. Step 8 - Manage your Posting “s list

Once you will send your posting to the State Labour Inspection Office it appears on the
posting table list on the tab “Posting”.

10.9. Step 9 - Edit Posting

If you want to see posting s detail, click on “eye” icon on table record.

1 20240001 Asseco Central Europe. a5, 27.06.2024 sent Cancel

On posting s detail you can see all information which you filled in and you can edit
relevant information by clicking on button “Edit”.
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If all your information in the updated application are fulfilled correctly, your updated
application will be changed and sent to State Labour Inspection Office.

Posting has been changed and sent

If you submityour application with new data, extend your posting or end your posting, your
updated posting will be status of the application will change from “Sent” to “Changed”.
Confirmation of your posting for each change will be also send to your email address with
all information about posting in PDF format.

" Submission number Receiving entity Submission date Status

1 20240001 Asseco Central Europe, as. 27.06.2024 @



10.9.1. Edit Posting

After clicking on the button “Edit” in your posting “s application detail, you can change
relevant information, which you filled in the original posting application.

My Profile

Company name

$K Slovan Bratislava futbal a.s.

VAT number

SK2021614188

Country (Members state of the EU, EHP and Switzerland)

| Slovakia v ‘

Address

Street Street number

|/ Slovenského \| |/ 2581 \‘
Postal code City
|) 12345 | | Bratislava ‘

Contacts

Email

|l jozef2@gmail.com ‘

Phone

Note: If you submit your application with new data, your status of the application will
change from “Sent” to “Changed”

10.9.2. Extension of Posting

After clicking on the button “Edit” in your posting “s application detail, you can choose to
extend the original posting.

1. To extend the original posting, you need to fill:
a. Choose Date from (mandatory field)
b. Choose Date to (optional field)
c. Fillthe reason of extension (mandatory field)



(0 Posting ® Extension of posting () End of posting

From To (optional)

| 01.07.2024 = ‘ | DD.MM.YYYY = |

Reason of extension ©

-
Maximum 50 characters |
J

Note: If you submit your extension of posting, your status of the application will change
from “Sent” to “Changed”

10.9.8. End of Posting

After clicking on the button “Edit” in your posting “s application detail, you can choose to
end of the original posting.

1. To end the original posting, you need to fill:
a. Choose Date to (optional field)

) Posting (O Extension of posting @® End of posting

To

‘ DD.MM.YYYY ® 0 ‘

This field is required

Note: If you submit your extension of posting, your status of the application will change
from “Sent” to “Changed”

10.10. Step 10 - Cancel posting

If you want to cancel your original posting, you can do it by clicking on button “cancel” in
the Posting “s list.

# Submission number Receiving entity Submission date Status

1 20240001 Asseco Central Europe, as. 27.06.2024 Changed ®

You can also cancel your posting in the posting “s detail information.



#& > Detail

Posting  chnsed = e |

Submission date: 27.06.2024 Submission number: 20240001

3K Slovan Bratislava futbal a.s.

Address Slovenského 2581, 12345 Bratislava
VAT number 5K2021614188
(Company number)
Country (Members state of the EU, EHP and Switzerland) Slovakia
Contacts Email: jozef2@gmail.com
Phone: -
Workers
~ John Doe

Asseco Central Europe, a.s.

If you cancel your posting, this step is irreversible.

Do you really want to delete the posting?

This step is ireversible.

[conce | [

Note: you can cancel just postings which are before the posting date (f.e. my posting
starts 01.07.24 and | create posting 28.06.24, so | can cancel the posting till 01.07.24
including.



