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Select language

2

Click on request Login

- The following browsers

are supported:

Firefox

Chrome

Internet Explorer 10

Internet Explorer 11

Safari
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Enter your username 

and password

Registration is required, if you should have no log-in data, yet.



4

You have to fill in all 

fields, please tick the 

box to accept the 

privacy policy, and 

then click the “Send” 

button.

Your login data will be sent to 

your e-mail address 
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Click on the button to upload documents
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Overview of 

payment 

objective, 

estimated 

payment date, 

etc

Click on the button 

to upload 

documents

To view your 

uploaded 

materials, click 

“Summary 

uploaded files"
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Select the appropriate 

project by clicking the 

drop down menu.
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Enter data
Invoice date can’t be in the 

future for tax reasons

Select the appropriate 

project by clicking the 

drop down menu
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Message appears if no bank connection has been entered.

Processing is canceled
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If a new project 

needs to be added, 

please click here
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Add agent:

Enter Vendor number and PIN, 

press Link Number

Consultants are displayed

Press Button
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Linked vendors are displayed. Now on

"Upload invoice documents".

You only need 

to do this if you 

want to link a 

new PIN to 

your account.
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Please choose the 

project number

Enter data
Invoice date can’t be in the 

future for tax reasons



15

The responsible clerk is registered here
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- Drag the documents into the 

corresponding fields.

- Upload of multiple timesheets, 

travel expenses and receipts is 

possible  

- maximum size 2MB

To submit a change request for your 

bank account, click on this button (this 

concerns all open claims).

This field allows you to add billing-relevant data, 

such as information about remote services, 

travel costs

Click this button for sending your invoicing 

documentation to Hays

See the documents, which 

will be uploaded here
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Confirmation that billing 

documents were uploaded 

successfully

Should you have different 

projects, you can select 

another one and upload the 

documents


