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a. The Main Page 

 

Once you are logged in your SAP shares account, you can view the following information. 
 

1. My Profile - View personal details, update your email address, change security questions and set 
up/amend bank details. 

2. My Messages - View your messages. 
3. Help - View FAQs and help with how to use the website. 

4. Contact Us - Key email and telephone contact details for getting in touch with Computershare. 

5. Log Out - Log out of your account. 
6. Portfolio - View your share balances. 

7. Holding Information - View detailed information about your share plan holdings. 
8. Contributions - History of your contributions, if any. (only applicable for EDSP and Own SAP) 

9. Transaction History - Details of the transactions on your account, such as share sales or transfers. 

10. Correspondence - View your personal correspondence, such as grant letters. 
11. SAP 20 minute delayed share price 

 

 
 
 

http://www-uk.computershare.com/webContent/doc.aspx?docId=%7b35CABF87-F51D-4315-8669-1AA9B6A2D1C7%7d


b. Landing page 

 
Once you are logged in your SAP shares account, you can view the following landing page. 

 
1. Certify your tax residency status… >  This will sign you into the Identity self-certification system 1 

2. View your portfolio > View your share balances. 

3. Update your personal details > View personal details, update your contact details, email address, change 
security questions, set up/amend bank details and maintain your German Tax Exemption 2 

4. View your documents > View your personal correspondence, such as grant letters. 
5. Update your bank details > View/set up/amend/register your permanent bank details 

 
 

 
 
 
 
1 The online facility ‘Identity’ is a service which is licenced to Computershare by an external provider – Thomson Reuters, who also 
ensure that any changes or legal updates are constantly reviewed and applied. This means the information held on your behalf, once 
completed, remains valid. If for any reason you are required to amend your information, you will be contacted at the appropriate time. 
 
It is however the responsibility of the participant to maintain their tax residency by self-certifying on the Identity system as and when this 
changes or requires adjustment. 
 
2 The German Tax Exemption Form will only appear once you have completed your Identity certification and certified as a German 
taxpayer (providing your date of birth and your Identifikationsnummer (not the old Steuernummer)).  The Exemption form will not be 
available until 1 UK business day after your identity certification has been submitted. 

 
 

 
 

 
 

 

 



c. Company Info 

Click on ‘Company Info’, to view: 
 

1. FAQ – key questions about the website and your share plans. 
2. Plan Documentation – documentation relevant to SAP Equity Plans. 

3. Downloadable Forms – Should there be any requirement for any forms that require downloading and 

completing for any reason, this is the location where they would reside. 
4. Messages – View your messages. 

5. Help – The answers to your questions about how to use the website. 
 

 
 
 

d. My Profile 

 
If you click on ‘My Profile’ you are able to do the following: 

› Personal Details – View your contact details and update your email address. 
› Payment Details – View and add bank details. 

› Broker Details – View and add broker information. 

› Security Details – Change your security questions and your PIN. 
› Tax Exemption Information – Maintain your German Tax Exemption (please ensure that you have 

self-certified in Identity prior to filling in your German Tax Exemption.  The form will not be available 
until 1 UK business day after your identity certification has been submitted. 

 

 



e. How to update your Postal address / Contact Phone Numbers / Email address 

 
1. Click on ‘Personal Details’ – ‘Update’. 

2. Enter your new postal address (only English letters allowed)/ Contact Phone Numbers/ email address. 
3. Click on ‘Save’. 

4. Check that you have entered the correct postal address / email address. 

5. Enter your PIN. 
6. Click on Confirm. 

 

 
 

 



f. How to change your PIN 

 
1. Click on ‘Security Details’ – ‘Update’. 

2. Enter your new PIN – this must be a 5-15 alphanumeric characters (only English letters allowed). 
3. Confirm your new PIN. 

4. If you wish, you can also change your security questions. 

5. Enter your old PIN and click on ‘Submit’. 
 

 
 

 

 
 

 
 

 

 
 

 



g. How to update your Payment Details 

1. Click on ‘Payment Details’ – ‘Update’. 
2. Click ‘Amend’ next to the bank details that you wish to amend: 

 International Wire - €5 is an electronic payment method that allows individuals to make 

converted or non-converted payments into a country of their choosing. Computershare currently 
support payments into over 200 countries, territories and jurisdictions. 

 Global Direct Credit (GDC) – FREE is an electronic payment method that allows individuals to 

make unconverted Euro to Euro payments into 10 countries within the Eurozone. These countries 

are Austria, Belgium, Finland, France, Germany, Greece, Italy, Netherlands, Portugal and Spain. 
3. Select your payment method again. 

4. Select the country that your bank account is registered in. 
a. If the country you require is not listed here, then please use International Wire Instruction.  

5. Accept the Computershare Terms and Conditions. 
6. Enter your bank account details and Click on ‘Next’: 

a. BIC is the SWIFT code for your bank it is in the format: 

 
AAAA BB CC DDD 

 
 First 4 characters - bank code (only letters) 

 Next 2 characters - ISO 3166-1 alpha-2 country code (only letters) e.g. DE 

 Next 2 characters - location code (letters and digits) (passive participant will have "1" in the second 

character) 

 Last 3 characters - branch code, optional ('XXX' for primary office) (letters and digits) 

 

b. IBAN format will depend on the country that your bank account is registered in. An example 
German IBAN is: 

 
DE89 3704 0044 0532 0130 00 

 
7. Receive confirmation of bank details update. 

 

 

 
 

 



h. How to update your Broker Details 

 
1. Click here for the Transfer Guide.  Your broker details will need to be updated in the “My Profile” 

page of your Shares account before submitting a transfer request online 
 

 

 
i. How to complete my German Tax Exemption form 

 
1. Ensure that you have self-certified in Identity prior to filling in your German Tax Exemption.  The 

form will not be available until 1 UK business day after your identity certification has been submitted. 
2. If the form is visible and you have selected Update on the My Profile page then the following screens 

will be available. 

3. Select ‘Add’ or ‘Amend’. 
4. Enter your Exemption details 

5. Check that you have entered the correct details 
6. Enter your PIN. 

7. Click on Submit. 

8. Confirmation 
 

 
 

 
 

http://www-uk.computershare.com/webContent/doc.aspx?docId=%7b35CABF87-F51D-4315-8669-1AA9B6A2D1C7%7d


 

 
 


