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1. Collect customer statement and portal registration 

Based on the completed forms, collect the corresponding Customer IDs of SAP. 

Separate e-invoice declarations, separate portal registrations. 

If there are customers who have sent data to both, we will add them to the statement and portal list as well. 

If a customer has only sent a statement, we can record them on the portal with the same data, but it is very 

IMPORTANT that the reverse does not work. 

Whoever sent only portal data will only be recorded in the portal list: 

Be careful when you record the customer ID and further details, you take great responsibility not to confuse 

contacts with customers. 

 

TIP: If you use CTRL + H in Excel, you can remove unnecessary spaces from the cells in the “customer ID” and “e-

mail address” columns. 

 

Send the E-INVOICE LIST of customers to responsible for CARE and Master Data team to process the IDOC. 

 

NOTE: customers registered on the portal should not be sent because they only requested an electronic copy of 

the delivery notes. Therefore, it is important to treat them separately. All e-invoicing customers are portal, but 

not all portal customers are e-invoicing. 
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2. Account creation on the Danucem Portal 

2.1.  Open the link below and select Prod-eInvoicePortal-UserRegistration and use the „NEW” button to create a 

new account: 

https://crhemea.sharepoint.com/sites/crh-

bsc/trackereInvoicemonitor/Lists/ProdeInvoicePortalUserRegistration/AllItems.aspx?skipSignal=true 

 

2.2. Provide the collected data of Portal registration list in each required field: 

 

 

 

 Customer ID from SAP 

 

 Customer name from SAP 

  Available e-mail address 

 

 Customer’s language 

 Validity 

 

 Attach the original document signed by the client 

  

  

https://crhemea.sharepoint.com/sites/crh-bsc/trackereInvoicemonitor/Lists/ProdeInvoicePortalUserRegistration/AllItems.aspx?skipSignal=true
https://crhemea.sharepoint.com/sites/crh-bsc/trackereInvoicemonitor/Lists/ProdeInvoicePortalUserRegistration/AllItems.aspx?skipSignal=true
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2.3. 15 minutes after saving, a registration notification will be automatically sent to the customer with the steps 

required to log in: 

 

TIP: If you receive a claim about login problem you should suggest to try the “Forgot password” button where 

they can set a new password according to the specified criteria, for eg. symbols (< > & @ [ ] ‘ “+ etc), numbers, 

lower case, upper case and min 10 letter. 
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3. Documents archiving 

Attach every available documents from customer 

 

When the IDOCs were processed by responsible for CARE and Master Data team, the system will automatically start 

assigning the associated invoices and uploaded delivery notes to the customer ID. 

Use the SOPs below for e-Invoice monitoring and Client-side Portal scenarios. 

 

Customer Portal 

eInvoice User Guide-EN.docx
 

Monitoring eInvoice 

User Guide - EN.docx
 


