
Issuing an electronic invoice
Submission form



This procedure is also available in the 
mobile app!

https://guichet.public.lu/en/myguichet/app-myguichet.html
https://apps.apple.com/us/app/myguichet-lu/id1530008994?l=en
https://play.google.com/store/apps/details?id=lu.etat.fp.gun.android&hl=en


Are you a company that only occasionally has to send 
electronic invoices to a public sector body? 

In this case, MyGuichet.lu is the right solution for you!
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What do I have to do to issue an electronic 
invoice via MyGuichet.lu?

To issue an electronic invoice to a public sector 
body via MyGuichet.lu, you (or your agent) will 
need:

› an authentication product (LuxTrust 
product, eID or eIDAS); and

› a business eSpace.
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i

You don’t have a business eSpace yet? Have a look at 
out our step-by-step tutorial on how to create one in a 

few clicks.
Scan me :
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https://guichet.public.lu/dam-assets/catalogue-pdf/chomage-partiel-covid-tutoriel/tutoriel-nouvel-utilisateur/tutoriel-nouvel-utilisateur-en.pdf


Submission form
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Go to Guichet.lu

https://guichet.public.lu/en.html

1
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https://guichet.public.lu/fr.html


Consult the explanatory 
information page on the 
issuance of an electronic 
invoice.

2
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Click on "Forms / Online 
services".

3
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4

Click on "Go to the 
procedure".

This online procedure allows you to 
enter the elements of your invoice 

manually.
!
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Log on to MyGuichet.lu.

5
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Select your business 
eSpace. 

6

Note: it is not possible to complete this 
procedure from a private eSpace.

!
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Fill in the mandatory fields 
marked with a *.
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i

The "Contact person" field 
refers to the person in your 
company who signed the 
public contract related to 
the invoice.
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Search for the body in the 
drop-down list.
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i

You can use the field 
"Search for body" in order 
to do a text search in the 
list.
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i

The contact person is:

› the person responsible 
for the public contract; or

› the contact person within 
the administration. 

Page 17 of 33



i

The "General information" 
field is a free text field. 

If you have received an 
accounting reference 
beforehand, you may enter 
it.
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i

The "Payment method" 
field is a free text field.

You can use this field to 
enter information such as 
"Holdbacks".
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i

For each item on your 
invoice, create a new line by 
pressing the "+". 
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i

You can also delete a line by 
clicking on the recycle bin 
button.

The invoice line above the recycle bin 
is deleted.
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You will then receive an 
overview of the amount 
due.
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Once you have completed 
all the fields, you can 
validate your input by 
clicking on "Confirm the 
entry".
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i

If you wish to add 
supporting documents 
(sales receipts, order forms, 
etc.) before issuing your 
invoice, click on "Add 
supporting documents".
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Click on "Add a supporting 
document".

11

Page 25 of 33



i

You can upload the 
document from your 
computer ...
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i

When you use the application, 
documents are automatically 

converted to PDF format.
i

... or from the MyGuichet.lu 
mobile application.
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Click on "Confirm".
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i
!

Please note: your invoice has not yet been issued to 
the public sector body!

Please check that you have followed the following 
steps.
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!

Click on "Send". 
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!

Click on " Send" to confirm 
the issuing of the invoice to 
the public sector body.
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You have successfully 
issued your invoice!

The processing is automatic and will 
become effective after a short delay.

i
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i

In the "My 
communications" section, 
you will then find:

› a copy of your electronic 
invoice; and

› summary in PDF format.
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Phone E-mail

(+352) 247-72 155
Monday to Friday from 

9.30 to 12.30

info@efact.public.lu

Need assistance?

Website

with electronic invoicing



Online form Phone Reception desk

(+352) 247-82 000
Monday to Friday from 

8.00 to 18.00

11, rue Notre-Dame
L-2240 Luxembourg
Monday to Friday from 

8.00 to 17.00

Need technical help? 
concerning MyGuichet.lu

https://guichet.public.lu/fr/support/contact.html


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