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Log in to the portal: 
 
The portal is available here: https://bix.tieto.com/einvoiceweb/engine 
 
Enter your assigned username and password here.  Click on “New User” If it is your first time logging 
in choose “Supplier Application Web” and fill out the form. 
 
Then select the language you prefer to use, choose between Swedish, English and Finnish. 

 
 

 
After logging in, you will be redirected to this home page: 

https://bix.tieto.com/einvoiceweb/engine
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1. Create Invoice Profile 
 
By creating invoice profile, you save your basic information into a profile template. This basic 
information is re-usable and used when creating new invoices. For example, if you as a supplier sells 
both products and services. You can create a separate profile for your invoices, one profile for the 
products and another for the services. It is mandatory to have at least one invoice profile.  
 
You can create a new invoice profile, edit an existing profile and delete the profile.  
For EU Norm compliance: 
 

• It is required that EU based organization use their two-character 
country prefix in VAT identifier. 

• VAT identifier is mandatory if Tax representative data is not given. 
• Seller country code is mandatory 
 
 
 
 

You can create new profile by choosing “Create New invoice profile” Under Sales Invoice 
-> Invoice profile page. 
 

 
 
 

Step 1:    
 
Choose “Create new invoice profile” button to open a new page. 
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Step 2: 

Each profile needs a profile name. Some of your information like company 
name, Business ID, street address, zip code, city, country, VAT and contact 
information will be pre- populated. This information is copied from on-
boarding process data. You can partially change this information in profile 
as needed. 

Register account details and contact information: 
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1.1 Create a newrecipient 

For E-address enter the organization number of the buyer 
For e-address scheme Id code, select ‘0007 Organization number’ in the selection list 
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1.2 Create Single 

invoice  

Step 1: 

When you click on the link for customer invoices, you will see an overview of your most  
recently sent invoices, where you can create a completely new invoice or copy one that  
has already been sent and use it as a basis. 

You can create single invoices by choosing “Create New Invoice”. 
 

 
 

Copy an invoice that has already been sent: 
If you have already sent an invoice, you have the option to copy it and use it as a basis, in  
which case many fields will already be pre-filled. 

 
 

Copy and create a credit invoice: 
If you want to create a credit on an already sent invoice, you can simply copy it as above and 
then change the invoice type. You can also create a completely new invoice and select Credit  
as the invoice type as well. 
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Step 2: 
 

 Start by selecting the invoice profile previously created: 
 

 
 

Select the recipient: 
Click on ‘Recipients’, in the next screen you can select ‘My recipient list’ if you have already registered  
a recipient, otherwise select ‘Public recipients’ and search for Göteborg Energi AB to then select the recipient. 

 
Once the recipient is selected, you will be taken back to creating the invoice, where the recipient’s name,  
email addressand operator are filled in. Click Next to proceed to the invoice information: here you fill in 
your invoice details such as invoice number, due date, invoice period, etc. 
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Reference information: 

Click on ‘Reference Information > The fields below appear, enter Gothenburg Energy purchase order 
in the ‘Recipient's order number’ or reference in the field for ‘Buyer's reference’. 

 

Invoice rows: 

Enter the items to which the invoice refers to, with the VAT. You can add more invoice lines by  
clicking on the ‘+ Add invoice lines’ button and add additional details per line. 

The Attachments tab allows you to upload any attachments to the invoice. 
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Step 3 

Last step in Invoice creation is, “Preview Invoice and Send”. You can preview the invoice like 
shown in the picture below. You can go back to the previous pages and make changes, if 
needed. 

 

 
 

 

After invoice Preview, you can choose “Send” button to send the invoice to receiver.   

When the invoice is delivered, you will get a confirmation message that says, “The invoice 
was sent successfully”. In case of errors, the system will notify you the status. 

You can send multiple invoices by choosing “Upload Invoices”. 
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