Setting up a business eSpace

New user

MyGuichet.lu



What do | need to set up a business eSpace?

| am at least 16 years old.

| have a 13-digit Luxembourg national identification number
(Matricule).

X X X

| have a computer or mobile device (smartphone or tablet)
connected to the Internet.

| have an email address.

R X

| have activated my authentication product.
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Registration on MyGuichet.lu

Before you can set up a business eSpace, you must first register on

MyGuichet.lu. See our tutorial on this topic to find out how to do

this.

MyGuichet.lu

Registering on
MyGuichet.lu
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https://guichet.pubic.lu/en/citoyens/support/aide/tutoriels/fonctionnalites-cles/enregistrement.html
https://guichet.pubic.lu/en/citoyens/support/aide/tutoriels/fonctionnalites-cles/enregistrement.html

MyGUiChet.lU @ Alex Guichet v | FR DE

General terms and conditions of use

|. General terms and conditions of use of Guichet.lu
Il. Special terms and conditions of use applicable to MyGuichet.lu

111, Specific conditions of use applicable to the MyGuichet.lu mobile app

Accept the general terms and
conditions of use (GTC) of
MyGuichet.lu.

IV. Protection of personal data

V. Guichet.lu on social networks

~
cept the GTC J

Confirm
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MyGuichet.lu

General terms and conditions of use

I. General terms and conditions of use of Guichet.lu

11, Special terms and conditions of use applicable to MyGuichet.lu

111, Specific conditions of use applicable to the MyGuichet.lu mobile app
M 1 M 1

Click on 'Confirm'.

IV. Protection of personal data

V. Guichet.lu on social networks

Accept the GTC
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MyGuichet.lu

Select an eSpace > Manage my eSpaces

Manage my eSpaces

] c .
a Private eSpace Business eSpaces

Create Create

Create your private eSpace for your personal administrative procedures. More information [ Create your business eSpace on MyGuichet.lu and invite other users to join while you remain
the administrator of the eSpace. More information [

e Create my private eSpace
e Set up a business eSpace

Click on 'Set up a business
eSpace’. Delete

Delete your private eSpace and all its components. More information [ Merge

Merge two business eSpaces in order to group all your procedures in a single eSpace. More
information 7
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MyGuichet.lu @ AlexGuichet v | FR DE

Select an eSpace > Manage my eSpaces > Setting up a business eSpace

Setting up a business eSpace

* Mandatory field

Business eSpace
Enter the name you will use to identify your business eSpace.
Name of the business eSpace *: @

Example SARL - Accounting

Information sheet on the legal person, a self-employed or an association

Fillin the mandatory fields

Company name / Corporate name *: )

marked with an asterisk (*).

Your user information

Surname:
Guichet

First name:
Alex

Your email *: @

alex.guichet@ctie.etat.lu

MyGUIChet.lU Page 7 of 11



Your first name(s) and
surname(s) are automatically
read from your authentication

device and cannot be changed.

MyGuichet.lu

MyGuichet.lu

@ Alex Guichet v ‘ FR DE

Select an eSpace > Manage my eSpaces > Setting up a business eSpace

Setting up a business eSpace

* Mandatory field

Business eSpace
Enter the name you will use to identify your business eSpace.
Name of the business eSpace *: @

Example SARL - Accounting

Information sheet on the legal person, a self-employed or an association
Enter your company details
Company name / Corporate name *: )

Example SARL

alex.guichet@ctie.etat.lu
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The email address field is pre-
filled.

However, you can change it if you
prefer to receive notifications
from MyGuichet.lu at a different
address.

MyGuichet.lu

MyGuichet.lu

@ Alex Guichet v ‘ FR DE

Select an eSpace > Manage my eSpaces > Setting up a business eSpace

Setting up a business eSpace

* Mandatory field

Business eSpace
Enter the name you will use to identify your business eSpace.
Name of the business eSpace *: @

Example SARL - Accounting

Information sheet on the legal person, a self-employed or an association
Enter your company details
Company name / Corporate name *: )

Example SARL

Your user information

Surname:
Guichet

First name:

Your email *: @

alex.guichet@ctie.etat.lu
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Click on 'Confirm'.

MyGuichet.lu

MyGuichet.lu

@ Alex Guichet v ‘ FR DE

Select an eSpace > Manage my eSpaces > Setting up a business eSpace

Setting up a business eSpace

* Mandatory field

Business eSpace
Enter the name you will use to identify your business eSpace.
Name of the business eSpace *: @

Example SARL - Accounting

Information sheet on the legal person, a self-employed or an association
Enter your company details
Company name / Corporate name *: )

Example SARL

Your user information

Surname:
Guichet

First name:
Alex

Your email *: @

alex.guichet@ctie.etat.lu
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Business eSpace

MyGuichet.lu ‘ o Example SARL - Accounting v @ AlexGuichet v | R DE (EN)

ID: PM-A1B2C3

‘ @ H0me| Services E] My procedures My messages E’ My appointments

My business eSpace Example SARL - Accounting

1D: PM-A1B2C3(f)

My activity Quick access

[% My procedures L] services catalogue

Track the status of your active procedures or start a new procedure from the Find all online procedures as well as your personal

YOU have SucceSSfUIly Set up a catalogue. data as held by public bodies.
business eSpace on MyGuichet.lu! | mcsen | Tesecoed

* My favourites
My messages

Consult your message exchanges with administrations. KQ@ My profile

n Unread Complete your profile and speed up the filling in of forms.

My appointments
Ifi My documents

Find your appointments with administrations here,
Store the documents so that you can use them for future procedures.

n Upcoming + Add a document
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Guichet.lu Need help? Further information:

11, rue Notre-Dame
L-2240 Luxembourg
(+352) 247 82 000

O@@
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https://guichet.pubic.lu/en/citoyens/support/contact.html
https://guichet.pubic.lu/en/citoyens/support/aide/myguichet/espace-pro.html
https://www.facebook.com/guichet.lu/
https://lu.linkedin.com/showcase/guichet-lu
https://www.youtube.com/%40guichet_lu
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