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Login 
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Enter your username 
and password 

Registration is required if 
you should have no login 
data, yet. 
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Registration 
 
You have to fill in all fields.  
Please tick the box to accept 
the privacy policy, 
And click the “send” button. 
 
Your login data will be sent to 
your e-mail  
Address. 
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You can access the upload area via the “Upload my invoice” 
button or alternatively via the “Invoice upload” in the 
“Contracting Services” area. 
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You can use the dropdown 
fields to select your projects 
and the billing month. 

Enter your document 
number here. 

Enter your document data here. 
Please note that the document 
data may NOT be in the future. 



7 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Please drag and drop your 
documents into the appropriate 
fields 
 

 Invoice 
 Time sheet 
 Travel expenses  

(if available) 
 
Please note that documents can 
only be uploaded and processed 
in PDF format. 
 
The maximum file size is limited 
to 5 MB. 

Number of hours 
 
As soon as you send us a time 
sheet, please let us know the 
number of hours/days worked in 
advance. You can make a 
selection between hours/days 
and enter the respective number 
in the field provided. 
 
Please note that this field is 
mandatory. This preliminary 
information serves to improve  
the further processing of your 
billing data. To submit your files, 

click on “Send invoicing 
documentation to Hays 
now” 
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Confirmation after 
successful upload 
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Here you will find an overview of your successfully uploaded files. 
 

 Summary of my uploaded Files 
Here you can see an overview of your uploaded files, including the date of 
transmission. 

 
 My Invoicing Data 

Here you can see an overview of your data after it has been processed by 
your administrator. 


