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Reporting in the Supplier Portal

It’s mandatory to monthly make a report to Sinfra in the Supplier 
Portal no later than the 15th working day every new month. 
The report is made through a Zero report if no invoice was sent 
the last month, or through a Statistics- and Kickback report if 
invoices were sent last month. 

The statistics report will be extended with further data on row 
text level, witch will be reported. 

The extended report will be mandatory for all suppliers from 
2024-11-01.



Reporting in the Supplier Portal

In the supplier portal there are two types of reports; Standard and 

Project. What type of report you are using is based on how the kickback 

invoice is designed. 

You have already received a pre-selected report at the start of the 

agreement, if you wish to switch between the Standard/Project 

reporting form to suit your reporting + invoicing, contact us a: 

fakturadirekt@sinfra.se

mailto:fakturadirekt@sinfra.se


Home page
The start page has a Welcome text with information about the website, News that is updated 
continuously and affects your suppliers, Invoicing data and Reports that show statistics and a 
summary of what has previously been reported in the portal. 

To report a zero-, statistics- or kickback report, click on Reporting.



Reporting – Standard



Reporting – Standard

Statistics report

Import a file or press the button ”New 
Invoice” to start reporting manually. 

All fields need to be filled in and 
consists of: 

-Customer name
-Customer organisation number
-Agreement ID
-Invoice number
-Date
-Article number
-Article text 
-Amount/Number of units
-Unit designation (st, kg, h, mm.) 
-Price per unit
-Row amount exkl. moms (amount x price per unit)



Reporting – Standard

Statistics report

All rows with articles on the invoice reported needs to be filled in. 

Using the tool to the right you can copy or remove rows. 

Send the Statistics report by clicking the button ”Review + Send”.



Reporting – Standard

Kickback report

After sending in the Statistics report the 
box ”Reported statistics progessing” will 
appear by the Kickback. Kickback will 
automaticly be calculated when sending 
in the statistics. 

Make sure the numbers are correct, 
Submit Report and press ”Send”. 



Reporting – Standard

Zero report

If no invoice was sent during last month a 
zero report must be sent in. 

Press the button ”Zero report” and 
choose period and then press ”Send”. 



Reporting – Project



Reporting – Project

Statistics report

Import a file or press the button ”New 
Invoice” to start reporting manually. 

All fields need to be filled in and 
consists of: 

-Project name
-Customer name
-Customer organisation number
-Agreement ID
-Invoice number
-Date
-Article number
-Article text 
-Amount/Number of units
-Unit designation (st, kg, h, mm.) 
-Price per unit
-Row amount exkl. moms (amount x price per unit)



Reporting – Project
Statistics report

All rows with articles on the invoice reported needs to be filled in. 

Using the tool to the right you can copy or remove rows. 

Send the Statistics report by clicking the button ”Review + Send”.



Reporting – Project

Verification of statistics 
and kickback report

Look though the information in 
the statistic- and kickback 
reports. 

Rows with the same project 
name and reference on invoice 
will be summarized to one row 
with kickback. When everything 
is OK, tick the boxes “Confirm 
report”. When the reports are 
accepted the button “Send” will 
be activated. Press “Send” to 
send the report. 



Reporting – Project

Zero report

If no invoice was sent during last month a 
zero report must be sent in. 

Press the button ”Zero report” and 
choose period and then press ”Send”. 
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