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Subsidy Portal Uitvoering Van Beleid 
Through the Subsidy Portal of Uitvoering Van Beleid, it is possible, among other 

things, to apply and account for subsidies from the European Social Fund (ESF), 

the European Migration and Security Funds, and national schemes. You can submit 

an application for a subsidy and view the status of your application via this portal. 

 

 
Figuur 1: Inlogpagina van het Subsidieportaal (Figure 1: Login page of the Subsidy Portal) 
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Create account 
To be able to use the Subsidy Portal, you need to create an account. You can do 

this by clicking on the button “Create account”. After entering the data you 

receive an email. 

 

 
Figuur 2: Account aanmaken (Figure 2: Create account) 

 

Do you already have an account but forgot the password? Then go to “Forgot 

password?”. If you no longer remember your username then you can contact 

Uitvoering Van Beleid on telephone number 070-3152000 or via your fixed contact 

person. 
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Enter data 

After creating your account, you can log in on the Subsidy Portal. Before you are 

able to use the Subsidy Portal, you need to enter your data. After entering the 

data, click the button “Save”. 

 

Please note! You can no longer change the choice for the European Netherlands 

or the Caribbean part of the Kingdom after saving this. 

 

 
Figuur 3: Een voorbeeld van de pagina ‘’Mijn gegevens’’ (Figure 3: An example of the page “My 

data”) 
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Home page 
After supplementing the data, more tabs will be shown. The tabs available to an 

applicant, apart from the home page, are: 

 

• My data 
• My schemes 

• My applications 
• My contact persons 

 

An applicant with data entered in full will always be shown the following tabs: “My 

data”, “My schemes” and “My applications”. If the logged in applicant has the role 

of authorised signatory, the tab “My contact persons” will also be shown. 

 

 
 

Figuur 4: Homepagina, met toegang tot alle tabbladen (Figure 4: Home page, with access to all tabs) 
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My data 
The tab “My data” shows an overview of the data of the logged in applicant. In 

addition, it is also possible to change the password. The function to change the 

password is only available if the data in the overview are not actively being 

changed. 

 
Figuur 5: Pagina ‘’Mijn gegevens’’ (Figure 5: Page “My data”) 

 

Edit data 
To edit data you click on the button “Edit”. The data can then be edited. After the 

editing, click on the button “Save” to actually save the data.

 
 

Figuur 6: Mijn gegevens” in bewerkbare status (Figure 6: “My data” in editable status) 
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Change password 

A logged in user has the possibility of changing their password. The screen that 

follows after clicking the button “Change password” shows the password policy and 

the fields that must be entered, namely: the old password, the new password, and 

the confirmation of the new password. 

 

 
 

Figuur 7: Pagina “Wachtwoord wijzigen” (Figure 7: Page “Change password”) 
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My schemes 
The tab “My schemes” shows an overview of all subsidies for which the applicant 

submitted a registration. An approved registration is required in order to be able 

to submit an application. 

 

The filter option can be used to easily find a registration. After the selection of 

filters, all filters can be removed by using the button . Only an authorised 

signatory can submit a new registration. To add a new registration, you click the 

button “New registration”. 

 
 
Figuur 8: Pagina “Mijn Regelingen” met knop1 ‘Nieuwe registratie’, filteropties2 en alle filteropties 

verwijderen3 (Figure 8: Page “My schemes” with button1 “New registration”, filter options2, and 

remove all filter options3) 

 

Apart from the submission of new registrations, an authorised signatory can also 

open existing registrations. This can be done by using the button “Open”. 

 

 
Figuur 9: Bestaande registraties (Figure 9: Existing registrations) 
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After opening an existing registration, the authorised signatory will be shown two 

different tabs. The tab “Registration” provides the same information that is 

visible in the list under “My schemes”. 

 

 
 
Figuur 10: Geopende bestaande registratie (Figure 10: Opened existing registration) 
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Persons involved 
In the tab “Persons involved” the authorised signatory sees all persons who are 

involved in this registration, including the logged in authorised signatory. In 

addition to the authorised signatory, this overview also includes the contact 

persons involved in the registration. These contact persons were either added 

automatically with the submission of the registration (on the basis of the contact 

persons of the organisation) or added manually to the registration afterwards by 

the authorised signatory. 

 

An existing contact person can be added by an authorised signatory by using the 

button “Invite person”. 

 

Please note! The proposed contact person must have a valid account. If you want 

to create a new account for a proposed contact person of your organisation then 

you, as an authorised signatory, can do this under “My contact persons” by 

selecting “Contact persons of your organisation”. 

 

 
 
Figuur 11: Tabblad “Betrokken personen”, met de knop ‘Persoon uitnodigen’ (Figuur 11: Tab 

“Persons involved” with the button “Invite person”) 

 

After you have clicked the button “Invite person”, a screen is shown that guides 

you through the procedure for inviting a contact person. 

 

At the top of the screen you can see the scheme, the action, and period for which 

you are going to invite a new contact person (1). Underneath this, you can find 

the explanation of the procedure, supplemented with two boxes to complete with 

the data of the person you want to invite, i.e. the username and the email address 

(2). After you have entered these data, you can send the invite with the button 

“Send invite”. 

 

Please note! You must use a valid combination of username and email address. 

If the combination is invalid then the person you had in mind will not be informed 
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and will not receive an invite. In connection with the privacy you will not be 

informed of the correctness of the data. 

 

 
 
Figuur 12: Uitnodigen van een nieuwe contactpersoon bij een regeling (Figure 12: Invite a new 

contact person with a scheme) 

After you have clicked the button “Send invite”, a confirmation screen will be 

shown. If the combination of the username and the email address is valid then the 

user will now also have received an invite. You can consult your own sent invites 

under the button “My contact persons” by selecting “My sent invites”. 

 

 
 

Figuur 13: Overzicht van uitnodigingen verstuurd door een tekenbevoegde (Figure 13: Overview of 

invites sent by an authorised signatory) 

 

Invites without a reaction by the invited person, or that contain an invalid 

combination of username and email address, are shown in the overview with the 

status “Open”. If the invited person reacted, “Accepted” or “Rejected” is shown. 
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You can revoke invites with the button “Revoke”. If the invite contains a valid 

combination of email address and username then the person is informed of the 

revocation of the invite by email. 

 

When an invite has been accepted by the proposed contact person, the authorised 

signatory receives an email confirmation of this. The relevant accepted invite can 

then be confirmed in the overview and the contact person can be added to the 

relevant scheme. To this end you, as the authorised signatory, click the button 

“Confirm and add”. 

 

 
 
Figuur 14: Overzicht van uitnodigingen verstuurd door een tekenbevoegde (Figure 14: Overview of 

invites sent by an authorised signatory) 

 

After that, a final confirmation is shown of whom you are going to add to what 

scheme. To actually authorise this proposed contact person, you select “Confirm 

and add”, after which the contact person if authorised on your behalf for the 

scheme selected by you. The contact person will be informed of this by email. 

 

After this, the invite will no longer be included in the overview because the person 

invited by you has now been added as a contact person for the scheme. If you 

nonetheless want to remove the contact person then you can do this via the 

overview “Persons involved” as explained earlier. 
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New registration 
To submit a new registration an authorised signatory clicks the button “New 
registration”.  

 
 

Figuur 15: Nieuwe registratie via het tabblad “Mijn regelingen” (Figure 15: New registration via the 

tab “My schemes”) 

 

An overview is then shown of all schemes for which registration is possible. In this 

overview you can again rely on the options of filtering on characteristics of the 

schemes. 

 

 
 
Figuur 16: Selecteer hier de regeling voor de nieuwe registratie (Figure 16: Select the scheme here 

for the new registration) 
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After having made a selection for a scheme with the help of the button “Select”, a 

confirmation screen will be shown. With the button “Register” the registration is 

confirmed and then opened. 

 

The registration must receive the status “Approved” of Uitvoering Van Beleid 

before an application can actually be submitted for the scheme. Assessment 

usually takes place within a working day, or is immediately done automatically. 

You can see this in the overview of the relevant registration: if the approval takes 

place automatically, the status “Approved” will be shown immediately on the 

screen after clicking the button “Register”. 

 

The contact persons who belong to your organisation, are also automatically added 

as a contact person to new registrations. They will consequently be visible under 

the tab “Persons involved” of the relevant organisation. In case of a new 

application under registration, they will consequently also be involved as a contact 

person. 
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My applications 
This tab shows an overview of all applications in which the logged in user is 

involved. These applications can be opened after which the user is shown an 

overview of the application. Applications can be sorted on project number, name, 

start date, end date, type of application, and status. 

 

This tab shows an overview of all applications in which the logged in user is 

involved. It is also possible to submit a new application. This can only be done by 

an authorised signatory. 

 

 
 
Figuur 17: Pagina “Mijn aanvragen”. Ook hier zijn filter opties aanwezig (Figure 17: Page “My 

applications”. Filter options are available again) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

16 
Uitvoering Van Beleid – Manual Subsidy Portal (English version) 

  

 

 

New application 
To submit a new application, you click on the button “New application”. A new 

application can only be submitted if the registration has been approved by 

Uitvoering Van Beleid. 

 

 
Figuur 18: Nieuwe aanvraag starten (Figure 18: Start new application) 

 

After selecting the registration, you click the button “Continue” in order to provide 

the application with a valid project name. After that the application form will start. 

 

 
 

Figuur 19: Kiezen van een projectnaam voor de nieuwe aanvraag (Figure 19: Selecting a project 

name for the new application) 
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After the application form has been completed it can be submitted. This can only 

be done by an authorised signatory. As long as an application has not been 

submitted, it has the status “Draft” or “For signature”. Drafts of applications can 

be deleted.  

 

 
Figuur 20: Lijst van aanvragen van de organisatie (Figure 20: List of applications of the 

organisation) 

 

Click on the button “Open” to view the relevant application and to potentially 

supplement it, or to submit it. You can also add persons involved to the application. 

 

 
 

Figuur 21: De aanvraaginformatie (Figure 21: The application information) 
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Application status 
In the column “Status” it can be seen in what phase an application is. An 
overview of the various statuses can be found below. 

Draft You are working on the submission of the application. 
For signature  The application is ready for signature by a competent 

person. 

Sent The competent person sent the application of Uitvoering Van 

Beleid. 

Submitted The application has been received by Uitvoering Van Beleid 

and receives the status “submitted”. 

Rejected Your application has been rejected, you receive a decision 

about this. 

Granted Your application has been granted, you receive a decision 

about this. 

Submit FS The end date of the project has expired, you can submit 

your final statement. 

FS Submitted Your final statement has been submitted. 

Settle The control phase within Uitvoering Van Beleid has been 

completed, after a potential second-line control you receive 

a settlement decision. 

Settled Your project has been settled, you receive a decision about 

this. 
 

 

 
 

Tabel 1: Overzicht van de status van een project, en welke acties daarbij mogelijk zijn (Table 1: 

overview of the status of a project, and what relevant actions are possible) 
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Submit progress report 
The tab “Progress reports” shows all progress reports pertaining to the application. 

The tab is only available if at least one interim statement moment has been created 

by Uitvoering Van Beleid in the Subsidy Portal. 

 

 
Figuur 22: Het tabblad “Voortgangsrapportages” met de mogelijkheid om te openen (Figure 22: 

The tab “Progress reports” with the option to open) 

 

It is possible to open a progress report. An opened progress report is shown in 

editable or read-only format. The format in which the progress report is shown 

depends on both the project status and the form status. 

 

 
 
Tabel 2: Een overzicht waarin een tussendeclaratie wordt getoond bij de mogelijke project- en 

formulier status. Grijze cellen geven aan dat de combinatie niet mogelijk is. Overige combinaties 

zijn mogelijk (Table 2: An overview in which an interim statement is shown with the potential 

project and form status. Grey cells indicate that the combination is not possible. Other 

combinations are possible) 

 

It is also possible to delete a progress report. This is only possible if the project 

has not been rejected and the relevant form has been started but has not been 

completed yet, hence the status “Draft” or “For signature”. 
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Submit BSN report 
An applicant can send a BSN report with an application to Uitvoering Van Beleid 

via the button “Submit BSN report”. Sending a BSN report consists of two steps. 

 

 
 
Figuur 23: Aanvraag overzicht waar een BSN rapport ingediend kan worden (Figure 23: Application 

overview where a BSN report can be submitted) 

 

In the first step, all data of the BSN report must be entered after which the 

uploaded file is validated. Follow the relevant instructions in the Subsidy Portal. 

 

In the second step of the submission process, the applicant must confirm the 

BSN report and it can be sent to Uitvoering Van Beleid. Only and authorised 

signatory can submit a BSN report. 
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Persons involved 
In the tab “Persons involved” you can see all persons involved in the application, 

both contact persons and the authorised signatory. To then view the data of an 

involved person, you click the button “Open”. 

 

An authorised signatory has the option of deleting an involved person from an 

application with the button “Delete”. 

 

 
 
Figuur 24: Het tabblad “Betrokken personen” in het aanvraagoverzicht (Figure 24: The tab 

“Persons involved” in the application overview) 

 

It is also possible to add a contact person to the application, by making use of the 

option “Send invite”. A screen is then shown with which you, as the authorised 

signatory, can invite a new contact person. You do need to be familiar with the 

username and the email address in order to be able to send the invite. 

Inviting contact persons for an application works in the same way as inviting 

contact persons for a scheme. 

 

 
 

Figuur 25: Invulvelden benodigd voor het verzenden van een uitnodiging (Figure 25: Fields 

required to be completed to send an invite) 
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Appendices 
Under the tab “Appendices” you can find an overview of the appendices to the 

application. You can also download these appendices by clicking on the icon 

alongside the relevant appendix. 

 

To add a new appendix to the application, you click on the button “Add appendix” 

at the top of the application overview. This is also called the mailbox function. You 

can then upload a file. 

 

 
  

Figuur 26: Een overzicht van de bijlagen en de knop om bijlagen toe te voegen aan de aanvraag 
(Figure 26: An overview of the appendices and the button to add appendices to the application) 
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My contact persons 
Via the button “My contact persons”, an authorised signatory can consult and 

change the contact persons of the own organisation, schemes, and applications. 

The invites sent and received for becoming a contact person are also shown here. 

  

 
 

Figuur 27: De verschillende opties onder “Mijn contactpersonen (Figure 27: The various options 

under “My contact persons”) 

 

Please note! “My contact persons” will not be visible to a user who is not 

authorised to sign. Instead, “My received invites” is shown where the user can 

accept or reject the received invites. 

 

The functioning of the invites is described in the chapter in which inviting contact 

persons for a scheme or application is described. 
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An authorised signatory can administer and create contact persons with the 

option “Contact persons of your organisation”. 

 

 
 

Figuur 28: Het tabblad “Mijn contactpersonen” met filtermogelijkheden (Figure 28: The tab “My 

contact persons” with filter options) 

 

To view or delete the rights of a user, you click the button “Select”. It is possible 

to add rights for new schemes in the tab “My schemes”. It is possible to add rights 

for new applications in the tab “My applications”. 

 

 
 

Figuur 29: Een contactpersoon beheren (Figure 29: Administer a contact person) 
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The button “Select” shows all data of the user. The button “Delete” deletes all 

rights that the user has for the relevant application or scheme. To select rights for 

multiple schemes or applications you can use the [ ]. 

 
 

Figuur 30: De mogelijkheid om het project te openen, of de rechten te verwijderen (Figure 30: The 

option to open the project or to delete the rights) 

 

An overview of the subsidy applications of your organisation is shown via “Contact 

persons with your applications”. By selecting one of the applications, an overview 

is shown of the added persons involved in the selected application. The added 

persons involved can then be viewed or deleted from the application. 

 

 
Figuur 31: Overzicht van aanvragen (Figure 31: Overview of applications) 

 

Please note! To add new contact persons to applications you can use the option 

of inviting contact persons as described earlier on in the manual. To this end, you 

can look for the relevant application and open it via “My applications” and then 

select the invite option under the tab “Persons involved”. 
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Figuur 32: Overzicht van betrokken personen bij aanvraag (Figure 32: Overview of persons 

involved in application) 

 

An overview of the schemes for which your organisation has been registered is 

shown via “Contact persons for your schemes”. By selecting one of the schemes, 

an overview is shown of the added persons involved in the selected scheme, as 

well as the various applications under the selected scheme. The shown persons 

involved can then be viewed or deleted from the scheme. 

 

 
 
Figuur 33: Overzicht van regelingen (Figure 33: Overview of schemes) 
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Figuur 34: Overzicht betrokken personen en aanvragen bij een regeling (Figure 34: Overview of 

persons involved and applications with a scheme) 

 

Please note! To add new contact persons to schemes you can use the option of 

inviting contact persons as described earlier on in the manual. To this end, you 

can look for the relevant schemes and open them via “My schemes” and then select 

the invite option under the tab “Persons involved”. 
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Add new user 
To add a new user as contact person for the organisation, you click the button 

“Create new user”. Then enter the username and the email address of the new 

user. Click the button “Next” to create the account. 

The user receives an email with which they can activate their account and can 

enter a password for the account. 

 

 
 

Figuur 35: Een nieuwe contactpersoon aanmaken voor uw organisatie (Figure 35: Create a new 

contact person for your organisation) 

 

The data of an existing user can be edited. Click the button “Select” to go to the 

administration tab. Click the button “Edit” to edit the data and click the button 

“Save” to save the changes. 

 

 
 

Figuur 36: Het bewerken van een contactpersoon als tekenbevoegde (Figure 36: The editing of a 

contact person as authorised signatory) 

 

Please note! The newly created contact person will automatically be added as a 

person involved for new registrations. For already existing registrations or 

applications, you must personally invite the new contact person. 
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Frequently asked questions 
Below a number of frequently asked questions about the Subsidy Portal of 

Uitvoering Van Beleid. 

 

A number of general points are discussed first: 
 

• It is possible to request a new password with the button “Forgot password”. An 

email with a link will then be sent, this link is valid up to eight hours after sending. 

• When first logging in on the Subsidy Portal, you must check and save your data, 

also if you do not want to make any changes to the data. 

• If an email has not been received to change the password or to create a new 

account, we recommend checking your spam folder. 

 

Email not received 
It may happen that you did not receive an email. Make sure that you entered the 

correct username and also check the spam folder. Once this has been checked, it 

may be that an account is not linked to the required email address. In that case, 

Uitvoering Van Beleid. 

 

Account blocked 
An account in the Subsidy Portal is blocked if an incorrect password is entered five 

times, or if a new password is requested more than twice within 24 hours. You 

then receive an error message that it is not possible to log in. 

 

You must then contact Uitvoering Van Beleid with your username in order that 

your account can be unblocked. This is possible in Dutch or in English.  

 

Error message change password 
After using the button “Forgot password” and entering the username, an email is 

sent to the relevant email address. It contains a link that is valid up to eight hours 

after sending. If this link is clicked after the period of validity, you receive an error 

message. You must then again request a password via the button “Forgot 

password” and use the link in the new email within the imposed period. 

 

Subsidy application not visible 
When you first log in on an account in the Subsidy Portal, you must first enter or 

check your data. If you have not done this yet, no applications will be shown and 

you are shown an information message that you must still supplement your data. 

 

You can check or supplement your data under the tab “My data”. 
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Other questions 
For more questions or comments you can contact Uitvoering Van Beleid on 

telephone number 070-3152000, or by completing the contact form on the website 

of Uitvoering Van Beleid at www.uitvoeringvanbeleidszw.nl/contact. 

 

 
 

http://www.uitvoeringvanbeleidszw.nl/contact

