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User manual UBO Register 
 

This user manual for the Ultimate Beneficial Owners Register (UBO register) is intended for the legal 
representatives of corporations, non-profits and other . This document provides instructions on how 
to access the UBO web application as a legal representative and how to register relevant information 
regarding the organisation you represent.  
 
As of 7/3/19, official documentation is only available in Dutch (www.finances.belgium.be), hence the 
added information in this user manual which can also be consulted via the Fiscadvies website on 
https://www.fiscadvies.be/ubo-register-documentatie  
 
Legal representatives are required to register sufficient, accurate and current information about the 

ultimate beneficial owners. This user manual is offered as a supporting tool and guideline. Fiscadvies 

is not responsible for the information provided to the UBO register by the legal representative. The 

representative remains solely and fully responsible for the accuracy and timely delivery of the required 

information.  

 
 

  

http://www.finances.belgium.be/
https://www.fiscadvies.be/ubo-register-documentatie


 

2 
 

 

1) Accessing the UBO web application 
 

The digital environment “My Minfin”, which encompasses various governmental financial applications, 

also houses the UBO web application. Accessing the application can be done by navigating to 

https://finance.belgium.be/en/E-services/register-beneficial-owners. Under Point (5), you will find a 

clickable link that will direct you to the web application.  

 

 

 

Opening the link will direct you to the digital authentication platform CSAM that shields all access to 

digital environments instituted by the government.  

  

https://finance.belgium.be/en/E-services/register-beneficial-owners
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Authentication can be completed by various means as shown above.  

1) If your computer has the eID software installed and you have a card reader + your eID on hand, 

you can login using your eID card.  

 

2) Alternatively, authentication can be completed via the mobile app “itsme”. This app can be 

downloaded through the Apple App Store or via Google Play1. As of 7/3/19, other vendors are 

not supported. Note that in order to setup itsme for first time use, you will also require a 

working card reader.2 

After itsme has been set up, the app is a valid means of authentication through the CSAM platform as 

shown above. Selecting the itsme option will open the login screen as below. Enter your telephone 

number to receive a prompt on your mobile device.3 

 

                                                           
1 We recommend taking appropriate security measures to secure your phone and data stored on it to address 
the risk of data theft. 
2 More information regarding first time setup can be found via https://www.itsme.be/en/get-started/eid  

3 The video at https://www.itsme.be/files/04-TRAVEL_FINAL.mp4 illustrates the authentication process further. 

Note that authentication via finger print is not available on all mobile devices. A 6 digit code can be instituted as 

an alternative.  

https://www.itsme.be/en/get-started/eid
https://www.itsme.be/files/04-TRAVEL_FINAL.mp4
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Once you have successfully identified yourself, you will be directed to the landing page of the UBO web 

application. Here, choose the option to log in in name of a company (second option). This will enable 

you to register the necessary information for the entity you are legally representing. Note that if you 

are not a legal representative, you will not be able to fulfill the obligations regarding the UBO register. 

 

 

The following page will then offer a list of the entities for whom you are empowered to make changes 

to the UBO register: 

 

 

  



 

5 
 

2) Consulting a specific entity  
 

After having selected the appropriate entity, the actual home page of the UBO register will appear. 

Should you wish to consult information regarding a natural person, click the figure on the right. In order 

to enter the UBO-related information for an entity, click the figure on the left.  

Having clicked on the left figure, you will be able to search for a specific entity using the fields provided. 

At the bottom of the page you will find all the entities whom you are legally representing. Hence these 

are the companies whose entries in the UBO register you can consult and modify.  
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When you have located the correct entity, click on the commerce registry number highlighted in blue. 

The entity’s dossier will open. Check whether the information is accurate as well as complete and make 

changes if need be. This can be done by clicking the  button near the top of the page on 

the right hand side. Ensure that a valid e-mail address has been entered. 
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3) Adding an ultimate beneficial owner 
 

In the entity’s dossier, you will also find a tab “Additional information” at the bottom. Here you can 

link natural persons to the entity.  This can be done by clicking the  button near the top 

of the page on the right hand side. 

Note that in the example below, the UBO’s have already been added and the  button has 

been clicked. You will also note that two icons have appeared next to the entity’s name. The icon on 

the left allows you to add a natural person, the icon on the right adds an entity that holds a majority 

interest in the entity you’re representing. 

 

 

Click the left icon. The following screen allows you to search for Belgian citizens or foreign nationals.  
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After having indicated the correct natural person, the UBO register requests that the nature of the 

relationship between the entity and its (now associated) natural person be specified. This then needs 

to be illustrated by some form of legal document to attest to its veracity.  

As far as the nature of the relationship is concerned, there are three distinct options:  

• If the natural person possesses more than 25% of the shares or voting rights, indicate the 

option “rights to vote or participation in capital”.  

• If the natural person exercises some form of control by other means such as a veto right or 

a shareholder agreement, indicate the option “controle by other means ”. 

• If the natural person is (just) the business manager as opposed to owner (option 1), pick the 

third option. 

You would also need to specify the percentage of the ownership, be it capital or voting rights. The 

starting date intended is the starting date of said control such as the signing date of the instrument of 

incorporation or the agreement to a purchase of shares. The end date may be left blank.  

Important is attesting the veracity of the entered information. Legal documents such as the statutes 

or the instrument of incorporation can be used to illustrate ownership. Additionally, a shareholder’s 

agreement may be also used. The relevant document must be uploaded in .pdf format.  
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If the entry has been successful, you will once again be shown the entity’s dossier. In the top right 

corner, a popup window will confirm the entry. Near the bottom of the page, the natural person will 

now be shown as a ultimate beneficial owner. 

 

 

4) Further documentation 
 

Steps 1 through 3 complete the registration of a natural person as a UBO. Further documentation can 

be found via the following source: https://financien.belgium.be/nl/ubo-register . As of 7/3/19, only 

documentation in Dutch has been provided by the government.  

 

 

 

https://financien.belgium.be/nl/ubo-register

