
 

Mijn NN Zakelijk  

Register an employee 
 

The employer portal Mijn NN Zakelijk makes it easy to register a new employee.  

 
Log on to Mijn NN Zakelijk and on the Homepage see all the schemes you can manage. 
 

 
 
Register a new employee 

✓ In Featured actions click Add employee. 
 
Base data  

✓ Fill in the details of the new employee. While filling in, you can always click back to check what 
you have entered. What you have entered will remain. 

✓ When the information is filled in correctly, a check mark appears and you can immediately move 
on to the next input field. 

✓ Choose the employee group you want to register the employee for carefully. 

✓ Click Next. 



 

 
 

  
  



Schemes 

✓ Fill in the date on which the arrangements are to take effect, and the Citizen service number (BSN) 

✓ Click Next. 
 

 
 
Salary data 

✓ Enter the Part-time percentage. 

✓ Fill in the Pensionable salary. 

✓ In some pension schemes there is a separate pensionable salary for the risk-based insurances.  
You can enter this salary here. 

✓ Click Next. 

 

 
  



Confirm 

✓ Check the entered data. 

✓ Click on Process Mutation. 
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