Registration process

1. Create an account
Open the registration link that you received from COLOPLAST:

https://www.coloplast.com/about-coloplast/einvoice/

On the service landing page, click Get started. On the next page, choose Send PDF invoices by email
option and click Let’s start.
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Choose an e-invoicing service

w Pick a free service and start sending e-invoices

Send PDF invoices by email

Create PDF invoices with your billing system and send them to Basware by email. Our service converts the PDFs to
your customer's preferred, electronic format and delivers them instantly.

Key in and send invoices online Let’s start

Create invoices with a simple online form with Basware's e-invoicing service, Basware delivers the invoice to your
customer instantly, in their preferred format.

> My company already has an e-invoicing system

Actually, | won't take any of these.

Basware General Terms Privacy Notice Contact Us Support

Create an Account page opens:

Create Account

Your password must comtain et least

Already had the account? Proceed 1o Log

Need help? Visit our Knowledge bass

Enter your email address, choose a secure password and create the account. The service sends a
confirmation message to your email address. The confirmation message is sent from
<no.reply@basware.com> and could end up in your spam filter. Open the confirmation message to

activate your account.
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Confirm your email address

Thank you Ior sgnang up a3t Baswane Network. Youor registration is almost
complete.
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Confimn your email

I you have not reguesied an account on Basware Metwork, please ignore this
email

2. Fill in your company details
Now, you must fill in some details about your organization to activate the Basware PDF e-Invoice for
Receiving - service. In the Company Details section, fill in your basic organization's details — company
identifier, company name and address. Also, the primary contact of your company have to be filled
in.

Company Details Service Settings Instructions

Check the information we already have on your company and fill in any missing information.

v Basic details *

N country

Select Country

% Primary contact *

B Primary contact of your company towards Basware

w Add more information about your company?

Additional company identifiers
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All fields with “*” are mandatory.

Next tab “Service Settings” you just need to click next button

PDF e-Invoice

Company Details Service Settings Instructions
Customize the way the service works

 Email addresses for invoicing *

Enter the email address{es) from which you will send invoices 1o your customers. The service rejects invoices
sent from addresses other than the ones listed below.

—— Confirmed

Add new email address

| Cancel | Previous Next



In “Instructions” tab please click complete button

+ Required PDF-format

Each PDF invoice that you send through PDF e-Invoice must:
* use PDF version 1.4 or later
» be machine-readable and searchable
= be written in a supported language. PDF e-invoice currently supports the following languages: Czech,
Danish, Dutch, English, Estonian, Finnish, French, German, Hungarian, Italian, Norwegian, Polish,
Portuguese, Spanish, Swedish.

¥ Required content
Invoice content guide
¥ Additional information

Download quick guide

Basware PDF e-Invoice for Receiving Quick Guide

._
—————

Once it is done you will receive a confirmation email :
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,pT‘ User-Guide.pdf
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Basware

We have activated PDF e-Invoice for
your company

All registered users from Infra gi de Costa Rica S.A. can now start using this

service.

We've attached the PDF e-Invoice user guide to this message. Have a look at
the user guide to leam more about the service.



