Manual tOption
for the Employee Share Purchase Plan (SPP)
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1.

Introduction

Before you is the administration manual of the Randstad employee share purchase plan (SPP),
called tOption. Via tOption, you will have immediate access to your portfolio and your personal
details. It also enables you to sell your shares online, to view your transaction history and to
change some of your personal details.
We recommend that you go through the functions of tOption with the aid of this manual and take
the time to familiarise yourself with it.
If the manual does not answer your questions, you can contact the SPP Helpdesk at any time:
SPP Helpdesk
P.O. Box 12600
NL-1100 AP Amsterdam z.o.
Netherlands
+ 31 (0) 20-569.53.30
 spphelpdesk@randstad.com
 https://www.randstadspp.com
Good luck with tOption!
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2.

Accessing tOption

Via https://www.randstadspp.com -> your account, you will find a link to tOption. By clicking on
the link you automatically arrive at the tOption login screen. You can also access tOption directly
via https://www.toption.randstad.com/

2.1

Changing the password: first time login

Your personal details within tOption are secured by means of a user name and a personal
password. You will have received these in the e-mail sent to you. Type your user name and
password into the fields indicated (we however advise to copy/paste the user name and
password from the emails you received), check the box ‘I’m not a robot’ and press the arrow in
the red circle.

When you log in for the first time, you are obliged to immediately change the password to your
own personal password. Your new password must meet the following criteria:
1.
2.
3.
4.

A
A
A
A

minimum
minimum
minimum
minimum

of
of
of
of

8
1
1
1

characters
capital
number
special character Allowed `~! @ # $ % ^ & ; * () - = _ + [] {} \: | . /< > ?
Not allowed ‘ = “

For example the password: Example9@
<-MIN8->
Do not use the above password yourself for security reasons
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2.2

Changing the password: at a later stage

To change the password you should follow the next steps:
Step 1: Choose “PERSONAL DATA” -> “Change password”

Step 2: Fill in the current password and also fill in the new password (twice)

Step 3: Confirm by pressing “OK”
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3. Changing the language
tOption is available in different languages. E-mail messages are mostly available only in Dutch
and English.

To change the language you should follow the next steps:
Step 1: “PERSONAL DATA” -> “Change personal settings”

Step 2: Choose your language from the pull-down menu:

Step 3: Confirm by pressing “OK”
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4.

Changing the currency

tOption uses the Euro as a base currency. It is however possible to present you the values in
other currencies than the euro. The reporting in different currencies is intended to provide an
indication of the value in the currency you choose. When you sell shares the exchange rates of
the banks at the moment of transferring the money is used.

To change the currency you should follow the next steps:
Step 1: “PERSONAL DATA” -> “Change personal settings”

Step 2: Choose your currency from the pull-down menu:

Step 3: Confirm by pressing “OK”
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5.

Changing your address

To change your address you should follow the next steps:
Step 1: “PERSONAL DATA” -> “ADDRESS(ES)”
Click on “Add a new address” or click on the pencil to alter the existing address

Step 2: fill in the new or altered address details:

Step 3: Click on “Add” or “Correct” to save the data
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6.

Changing your e-mail / add private e-mail

We can use your e-mail address to contact you if we have specific questions, also your e-mail
address is used to provide you new log in details in case you have lost them. By default we fill
your work e-mail address, please add your private e-mail address too. You can do so by adding it
as a cc e-mail address.

To change your e-mail address / add your private e-mail address in tOption you should follow the
next steps.
Step 1: go to “PERSONAL DATA” -> “Modify above information”

Step 2: Change your e-mail address / add your private e-mail address.

Step 3: Confirm by pressing “Modify”
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7.

Home

7.1

Announcements

When we want to draw your attention for a specific topic it is possible you see a special
announcement on the home page. For example:

7.2

Navigation through your account via tabbed pages

You can navigate through the different parts of your account via tabbed pages: HOME,
PORTFOLIO, INSTRUCTIONS, REPORTS, PERSONAL DATA, DOCUMENTS and INBOX.

The following chapters we will describe the different features of each tab.
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8.

Portfolio: consulting your shares

You can monitor the performance of your shares (portfolio) within the share purchasing plan via
your portfolio.

Share price

The share price always displays the last known closing price. Since the closing
price is determined after working hours it will be updated the next working day.
The share price therefore provides an indication of the value. If you wish to
consult the actual share price development you can consult the site of the
Euronext exchange:
https://www.euronext.com/nl/products/equities/NL0000379121-XAMS/quotes

Value

The value displays an indication of the total value of all shares you possess. If you
wish, you can have the system display the value in other currencies. To do so go
to: PERSONAL DATA -> Change personal settings. Since the total value is based
on the last known closing price it only provides an indication of the value. When

you sell you always sell your shares at the average share price of the day of the
sale. This is the average of the opening price and the closing price at the
exchange. When you sell on a day that the exchange is closed your shares will be
sold against the average share price of the next trading day.
Share plan

The name of the share plan refers to the year and month of purchase. The
‘Randstad Shares’ have been purchased with the amounts saved from your
wages. The ‘Randstad Bonus Shares’ have been granted additionally by your
employer. The 50% bonus shares are granted six months after the initial

purchase, the additional 50% bonus shares are granted twelve months after the
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initial purchase. To be granted (additional) bonus shares you must still possess
the ‘Randstad Shares’ on the moment of the grant. Furthermore you must still be
employed at the moment of the grant’.
Balance:
Available:
Vested:
Value:

The
The
The
The

number of shares available
number of shares available to be sold
number of shares originally purchased/granted
value displays the value of the specific position

Besides the ordinary share plan, you can also see a separate plan, called ‘ Randstad Dividend’’. In
this plan, all cash dividend and all shares acquired from dividend payments are registered.
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9.

Instructions selling your shares

9.1

Selling step 1: check your bank details

In order to be able to sell you need to fill in your bank details. It is very important that they are
complete and correct. We make direct deposits on bank accounts for: Belgium, Denmark, Czech
Republic, France, Germany, Luxembourg, The Netherlands, Poland, Portugal, Spain, Sweden and
United Kingdom. All other foreign payments will be made to the Randstad Head Office in the
country where you live. They will take care of the payment to you. Nevertheless it is very
important that your bank details are complete and correct. This because we send them along
with the payment. It could therefore well be that the bank details will be used by the local
Randstad Head Office to make the final payment to you. The local is Randstad Head Office is free
to choose the way they pay you.

To fill in your bank details follow the next steps.
Step 1: go to “PERSONAL DATA” -> “BANK”

Click on “Add a new money account” to add an account.
Click on the pencil to alter existing account data
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Step 2: fill in your bank account details
The data that you need to fill depends on whether you live in the European Union (Sepa area) or
outside of the European Union:
General Bank Details, European & Non-European

Note: the currency is always set to Euro, when actual payments are made our bank and the
receiving counter bank make the exchange to the currency of the receiving account.
European Bank Details:

IBAN: https://en.wikipedia.org/wiki/International_Bank_Account_Number
Swift-BIC: https://en.wikipedia.org/wiki/ISO_9362
Non-European Bank details

Swift-BIC: https://en.wikipedia.org/wiki/ISO_9362
Routing: https://en.wikipedia.org/wiki/Routing_transit_number
The system has a set of validations to determine whether or not the provided bank details are
consistent.
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Step 3: Confirm by pressing “Apply”
If you end-up with an error message and cannot save the account, please send us a screenshot
of the bank account details you entered including the error message. We will then try to put in
the bank details for you.

9.2

Selling step 2: check your e-mail address

It is important you have filled your e-mail address in tOption. If you have filled your e-mail
address we can contact you in case we have questions regarding payments. See chapter 6.

9.3

Selling step 3: enter your sales order

The shares purchased by you via the Randstad Share Purchase Plan may in principle be sold at
any time. tOption uses the word “exit” when selling shares.

To sell shares you should follow the next steps. For example: you want to sell all 50,592636
Randstad shares from the 2020 November plan:
Step A: Choose the plan from which you want to sell shares
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Step B: fill in the number of shares you want to sell, confirm the sale and press “submit exit
instruction”

I want to exit

You can choose to sell all shares, as in this example, or you can choose to sell less
than the total number of shares. If you want to do the last, you can enter the
exact number you wish to sell beneath and mark the bullet at the left.

Execution
moment

You cannot change this, it needs to be default on “as soon as possible”.

I request the
instruction of

You cannot change this, but you need to mark the bullet at the left. If you do not
mark the bullet, you cannot sell.
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Step C: You now must -once more- accept the sale of the shares and agree with the disclaimer
(the share price only serves as an indication of the sale proceeds)

Preliminary calculation, see chapter 9.5!

Step D: You are now presented with the details of the 2020 November share plan in which you
can see the shares have been sold
The system indicates that under the 2020 November share plan there are now 0,000000
Randstad Shares available to be sold.
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9.4

Selling step 4: confirmation of your order

You will receive a confirmation of your order on the e-mail address listed in the system. A copy of
this e-mail will be stored in the inbox of your online account.

9.5

Selling step 5: confirmation of settlement of your order

The shares sold are purchased by Randstad Option Fund at the selling price as established in the
SPP regulation. This is the average price on the day of the sale, being the average of the opening
price and the closing price of the Randstad NV share on the Euronext exchange. The average
price can only be calculated at the end of the trading day. The next working day we will enter the
average price for the shares sold, after which the system will send an e-mail with the total gross
proceeds. In this example a price of EUR 63,- has been used:
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9.6

Selling step 6: payment

Payment in Belgium, Denmark, Czech Republic, France, Germany, Luxembourg, The
Netherlands, Poland, Portugal, Spain, Sweden and United Kingdom:
The sales proceeds will be transferred to the bank account listed in tOption. We do this twice per
month with the following timelines:
- If you sold the shares before the 16th of the month, we will pay around the 25th of the same
month.
- If you sold the shares on the 16th of the month or later, we will pay around the 10th of the
following month.
Transfer to (1) and payment in (2) other countries in two steps:
(1) From global head office in the Netherlands, your sale proceeds will be transferred to the local
Randstad head office of your country. We do this twice per month with the following timelines:
- If you sold your shares before the 16th of the month, the transfer will be made around the 25th
of the same month.
- If you sold your shares on the 16th of the month or later, the transfer will be made around the
10th of the next month.
(2) After receipt of the sale proceeds, the local Randstad head office of your country will take
care of the further payment to you, in most cases the payment will be combined with the payroll.
Please take into account that locally additional processing time is also needed!
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10. Reports
The report function enables you to consult your portfolio back in time or with a customized share
price and/or exchange rate.

10.1 Reports: Overview of your portfolio

For example you want to consult your portfolio per the date 1-1-2021:

20
SPP manual tOption ENG v20220420

Date

The date per which you wish the report to display the number of shares in your
portfolio.

Security
prices

Actual = the system will calculate the value of your portfolio with the actual share
price per the date which you entered.
Custom = instead of using the share price database of the system you can also
choose to put in the desired share price manually.

Currency

Standard currency = Since it’s a Euro share and a Euro share plan the standard
currency is set to Euro.
Select currency = you can set the report to display the values in other currencies
than the euro. The reporting in different currencies is intended to provide an
indication of the value in the currency you choose. When you sell shares the
exchange rates of the banks at the moment of transferring the proceeds is used.

The result is a report customized for the date 1-1-2021:

10.2 Reports: Annual statement
With the annual statement you can generate an annual report, for a more extensive annual
statement please see chapter 12.2
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11. Personal data
In this section you can change your e-mail address, your address and your bank details.
Furthermore you can change the language, the currency and alter your password.
In the previous chapters we have described how you can alter one or more of these items.
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12. Documents
The section offers the possibility to provide you documents, general ones under ‘PLANS’ and
personal ones (like your annual statement) under ‘PERSONAL’.

12.1 Documents: general

When you click on ‘Manual and other documents (NL) you will get all general documents
available, in the above example there are 4 documents:

12.2 Documents: personal

When you click on your name you wil get all personal documents available, in the above example
there are 35 documents:
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13. Dividend
Dividend is paid in the ‘money account’ of tOption on the payment date (Cash).
The dividend stays in your money account in tOption unless you opt for a withdraw or
reinvestment. No interest is being paid.

13.1 Dividend: withdraw cash dividend
Via PORTFOLIO -> PARTICIPATIONS, you can withdraw the cash dividend by pressing the button
‘Instruct payment’, marked in yellow. If you don’t see it on page -1- go to page -2- or further.

You can than enter the amount you want to withdraw. Please note that when you make a
withdraw, you need to fill in the amount in EUR you wish to withdraw. So you when you set the
system to display values in your local currency, you may need to reset it to display EUR to get
the maximum amount you can make the withdraw for. Of course you can switch back to your
local currency when you have obtained the maximum EUR amount you can enter.

Your bank account number is listed, if it’s not correct it before making the withdraw. In chapter
9.6 you can read how and when we will make the payment.
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13.2 Dividend: reinvestment
Every first open period after the payment of dividend all active employees will be offered the
possibility to purchase a full number of shares with the balance (or part of it) on the money
account in tOption. An invitation to opt for reinvestment will be sent via email. Any amount not
used to purchase a full number of shares (as there might not be enough money available to buy
a full share) will remain in your money account and can be used for future reinvestments.

Step 1: To accept the reinvestment of you cash dividend you can navigate to ‘SUBSCRIPTION
AND ORDERS’ and then press ‘subscribe’:

Step 2: You have to click the square under ‘Accept reinvestment of my cash dividend’ + ‘Accept’
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Step 3: You will receive a confirmation email in your inbox, this email will also be sent to the
email address stored in your online account.
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14. If you require help
While great care has been taken in the preparation of this manual, it is possible that your
questions have not been answered here. In that case, we advise you to contact the SPP
Helpdesk:
SPP Helpdesk
P.O. Box 12600
NL-1100 AP Amsterdam z.o.
Netherlands
+ 31 (0) 20-569.53.30
 spphelpdesk@randstad.com
 https://www.randstadspp.com
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