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Read this first: 

 
I have entered invoices earlier in  the old portal (eBuild) and now want to enter invoices in BEAst Portal for the first time :   

  Go to BEAst Portal Log in.  
 Enter the same user name  you had in eBuild and click on button  ‘Login’. 
 New password is now sent to your email address. 
 If you do not receive an email with new password; contact BEAst Support. 
You do not need to activate any invoice recipients. They are already copied from eBuild to BEAst Portal. 
You do not need to enter any items. They are already copied from eBuild to BEAst Portal. 
Go to part 4 in this document,  (Invoicing). 

 
I have NOT entered any invoices earlier in the old portal (eBuild)  and now want to register my company in BEAst Portal  
 Go to part 1 in this document,  (Register Company information). 
 
I have registered my company in BEAst Portal and will enter invoices for the first time:  
 Log in BEAst Portal. 
  Go to part 2 in this document, ( Login and select invoice recipients). 
  Go to part 3 “                         ,  (Manage items). 
 Go to part 4 “                            ,  (Invoicing). 
 
Jag want to enter invoices in BEAst Portal and send to invoice recipients: 
 Log in BEAst Portal. 
 Go to part 4 in this document,  (Invoicing). 
 
I want to add a new user to BEAst Portal: 
 Log in BEAst Portal. 

Go to part 5.2  in this document, (Add users).  
Username and password will automatically be sent by email to the new user. 

 
I want to activate a new invoice recipient in BEAst Portal: 
 Log in BEAst Portal.  
 Go to part 2 in this document, ( Login and select invoice recipients). 
  
 
 



              Userguide BEAst Invoice portal - Issuer                
 

BEAst AB, June 2017| www.BEAst.se | info@BEAst.se Page 3 
 
 

I want to add new items in BEAst Portal: 
 Log in BEAst Portal.  
 Go to part 3 in this document,  (Manage items). 
 
I want to change my company’s bank details in BEAst Portal: 
 Log in BEAst Portal. 
 Go to part 5.4 in this document,  ( Company settings). 
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1 Register Company information 
 

 

 

Click on ‘Register your 
company to send 
electronic invoices’ 
 

Search for 
beastportal.com 
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Fields marked with (*) are 
mandatory 
 
Enter the mail address that 
shall receive the login 
information 
 
End with click on ‘Continue’ 
 

On next view select a user-
ID, e.g.  company name 
 
Enter the code that has 
been sent to the previous 
given email address. 
 
Click on ‘Register’ 
 
After a while login 
information will be received 
by email. 
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If the Invoice issuer or 
Payment receiver differs 
from the previous registered 
company user data, this 
information must be 
entered. Otherwise it is 
possible to copy the 
information from the 
company information by 
clicking on the Copy button. 

Confirm your 
entries clicking 
‘Save’ 
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Once the company and user data are entered 
(previous step) the administration view appears. This 
is just a summary and information of what is entered 
in the previous steps. 
If needed it is possible to change those data 
afterwards. 
Log out to end this administration step. 
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2 Log in and select invoice recipients 
 

 

 
 
 

 
 

Click ‘Add’ to create 
a new customer to 
receive the invoices 

When you are registered log in on 
beastportal.com with the user information 
that has been provided by email. 
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Click on ‘Show/Hide’ to 
display all invoice 
recipients for the selected 
company. 

Click on a 
selected line 
to assign 
your invoice 
recipient. 
This will 
move you to 
the next 
view 
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Click ‘Choose company 
as customer’ 

Enter your company's 
customer number for 
the current customer. 
Note! The customer no 
must be unique within 
the company. 

Click on ‘Save’ 
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3 Manage items 

 

 
 

3.1 Add an item 
 

 

Click on ‘Items’ and ‘Add’ on the following view to enter your first item, or to 
create a new item. 
 
To copy or edit an existing item right click on the selected item and choose the 
preferred action. 

NOTE! It is not required to use items to send an invoice, but It makes your work easier. 
You can create an item to default price, VAT rate and pricing unit of measure. This means that you do not have to register this information 
every time you create a new invoice line. 
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To add a new item enter all the 
details of the item. Fields marked 
with (*) are mandatory. 
 
To edit an existing item simply 
change the defaulted data. 
 
To copy an existing item to a new, 
give it a new item no and change 
any other field to reflect the new 
item information. 
 
Confirm any changes with the 
"Save" button  
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4 Invoicing 
 
 
 

 
 
 
 

4.1 Create a new invoice 
 

 

A new invoice can be created either: 
1. Create a new invoice 
or 
2. Copy an existing invoice 
 
Click on ‘Invoice’ 
 
 
 
 

Click on ‘Create invoice’ 
 



              Userguide BEAst Invoice portal - Issuer                
 

BEAst AB, June 2017| www.BEAst.se | info@BEAst.se Page 15 
 
 

 
 
 
 

 
 
 
 
 

 
 
 

Enter: 
- Invoice receiver  
- Debit/Credit 
If customer not found it must be added. 
Look att page 9, Add customer or click on 
line “If the invoice recipient is missing, click 

here for activation” and go to page 10. 
 
 

If an invoice receiver requires a Project 
number, a new view is shown where 
information related to this project 
appears. If reversed payment is chosen it 
will be valid for the total invoice. 

Click ’continue’ to 
proceed to the next 
entry screen 
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Enter the required 
information in the 
header. Fields marked 
with a (*) are 
mandatory. 

Enter the required 
information on the row. 
Additional rows are 
created when clicking on 

the -sign 

Save the invoice by 
clicking ‘Save’. Once the 
invoice is saved, it is 
possible to send the 
invoice to the receiver by 
click on ‘Send’. 
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4.1.1 Copy an existing invoice 
 

 
 
 
 
 

 
 

Select an invoice 
to be copied and 
right click. 
Choose ‘Copy’. 

On the pup up 
screen Select 
Debit or Credit 
followed by 
‘Continue’ 
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Start to enter a 
new invoice 
number. Make 
changes to the 
defaulted values 
and confirm your 
entries with 
‘Save’.  
 
Once the invoice 
is saved the Send 
button appears 
and it is possible 
to send the 
invoice to the 
receiver by 
clicking ‘Send’. 
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4.2 Status of invoices 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

A green checkbox confirms that the invoice is 
send. Further status comments are displayed 
when you drag the mouse pointer over the 
status icon. 
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5 Additional functions 
5.1 Submenus and selections 
 

 
 
 
 
 

 
 

 

Right click on a row displays a submenu 
with additional functions. 

Show/Hide allows you to add 
selections in order to limit the 
displayed result. Multiple fields can be 
used at the same time in order to 
narrow down to the desired selection. 
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5.2 Add users 

 

 
 
 
 

 
 

 

Add users by clicking on ‘Users’. 

Continue with clicking on ‘Add‘. 
Enter the user information. Fields 
marked with a (*) are mandatory. 
Confirm your entries with “Save”. 
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5.3 User settings 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The user settings menu appears after 
selecting your user id next to the ‘User:’ 
field.  
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5.3.1 Change password 
 

 
 

5.3.2 Change start page 
 
 

 

From the change user settings view 
choose ‘Change password’. In the next 
view enter the old and new password. 
Confirm your entries with ‘Change 
password’ 

From the change user settings view 
choose ‘Change start page’. In the 
new view you can mark the desired 
start page. Confirm your entry with 
‘Save start page’. Next time when you 
sign on in the portal the selected page 
is initially displayed. 
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5.3.3 Favourites 

 
 
 

 
 
 
 
 

From the change user settings view 
choose ‘Edit favourites’. Mark any 
views that are frequently used. 
Confirm your settings with ‘Save 
Favourites’.  
Once saved the favourite views appear 

under the  -symbol. 
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5.3.4 Notifications 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

From the change user settings view, choose ‘Notifications’.  
If you want a notification by email of a sent invoice, mark the checkbox ‘Always’ 
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5.4 Company settings  
 

5.4.1 Change bank information  
 

 
 
 
 
 
 

From ‘Base Data / Company related ‘ 
– options,  choose ‘Company’ 
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Continue with clicking on ‘To company adiminstration’. 
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Scroll down to the end of page and   
continue with clicking on ‘Addresses 
And Financial info’. 
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Scroll down to the end of page and 
continue with clicking on ‘Edit’. 
Change Bank giro no , Bank acc no, 
Postal giro no, IBAN or BIC. 
Confirm any changes with the "Save" 
button  
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Information ’Update completed” 

End session ’BEAst Portal Admin’ by 
closing this window and you will 
automatically return to “BEAst Portal”. 


