
How can I consult my 

electronic invoices online?  

Labgroup’s tutorial.  



Tutorial
Why this tutorial? 

Electronic invoicing offers several benefits such as: significant cost and time saving, electronic archiving of 

invoices, a reduced carbon footprint, better customer service but also better traceability. 

For these reasons, Lab Luxembourg S.A. (Labgroup) has decided to implement electronic invoicing in 

collaboration with Basware. Labgroup has developed an end-to-end solution that incorporates not only the 

functionality to convert paper invoices into electronic ones but also to communicate them to the appropriate 

recipient using a secure exchange platform. 

This tutorial allows you to access the “Commerce Network” platform of Basware, Labgroup’s partner, so that 

you can consult your electronic invoices securely.



First connexion on Basware platform

Following the first electronic invoice that has been issued to you by Lab Luxembourg 

S.A., an invitation email has been sent to you with the link to connect. 

By clicking on this link, you can have access to your Basware account, and can thus 

consult and collect your invoices on the platform. 

To access your invoices on the platform,
We are going to guide you through several steps in order to

help you in creating your account.



1. Reception of the invitation 

Following the reception of the 
invitation email, click on 

“Start receiving e-invoices today”. 
You will be redirected to the 

Labgroup – Basware platform. 



2. Choose your service

If you want to receive your invoices online, select
Online Receiving: this option allows to alert you by an
incoming invoice via a message sent to your email address.
With this service, you can consult, download and print your
invoices by connecting to the platform.

If you want to receive invoices by email attachments
select Email Receiving: by selecting this service, you
receive your invoices by email attachments. You can thus
download and print your invoices directly from your email
box.

Two types of Basware services are available. Select the one you want to use. 

After selecting the service you need, you will now have to validate your email address by clicking on 
“Sign up” in order to open the page “Create an account”.



3. Creation of your account (1/2) 

The service selects the email address to which your invitation has been
sent as the default username.
If you want to use another email address as your username, click « Edit »
and enter the desired address in the «Email/Username» field.
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Enter the password of your choice in the "Password“ field.
Then check the box "I accept with General Terms for Basware Portal Service", and then
validate by clicking on "Createyouraccount".



3. Creation of your account (2/2)

If you don’t follow the link in the email you have received within 72 hours, your user account will not be activated. 

An email will be sent to the email address 
you chose, in the field «E-mail/Username» to 

confirm your address.
Click on «Confirm your email» to validate your 

account. 
You will be redirected to the login page.
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A confirmation email indicates that
your account has been activated.

Enter your username and your password
and then click on «Login». 
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4. Your basware account

You will be redirected to « Commerce Network » page. 

My organisation

You can now enter some details about your organisation to 
activate the Basware service.

In "My Organisation" section, enter the information about your 
company and click "Save“.

Notifications

You will receive notifications for new invoices, and 
reminders for invoices that no one in your company has 

opened.

If you want to add recipients for the receiving of those 
notifications, click on “Add New User”.

You can also manage the access rights of the users you 
have added.



You account is now created

You can now consult, download and print your invoices

online from the homepage thanks to the 

Labportal-Basware platform.

Questions?

For further information, we invite you to contact the Service Desk 

via email servicedesk@labgroup.com or dial +352 350 222 999.

mailto:servicedesk@labgroup.com

