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• How to sign in to MyBusiness

• How to sign in to MyBusiness if you are a previous Accountor Portal User

• How to communicate with your Aspia team

• How to categorize documents

• How to access documents

• User management

• Send us feedback 

In this guide, you will learn:
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How to sign in 
to MyBusiness
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When you sign in to MyBusiness, you are sometimes 
asked to verify your identity using Multi-Factor 
Authentication (MFA). You will need to complete MFA 
the first time you log in. After that, you will only be 
asked to use MFA on certain occasions.

This extra step helps keep your account secure.

Read more about how to set up your account:

https://www.aspia.se/en/mybusiness/login-method/

https://www.aspia.se/en/mybusiness/login-method/
https://www.aspia.se/en/mybusiness/login-method/
https://www.aspia.se/en/mybusiness/login-method/


How to sign in 
to MyBusiness 
if you are a 
previous 
Accountor 
Portal User
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When you receive the MyBusiness welcome email, you 
can click on the link and use the same email and 
password that you used to log on to Accountor Portal.

If you have issues, you can contact us by email or 
phone:

Email: kundesupport@aspia.dk
Phone: +45 32 35 55 00



Sign in when you have an 
account
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1. Enter your username and password 
(image 1).

2. If MFA is required, image 2 or image 3 
will be shown depending on whether 
you have selected MFA with an app or 
SMS:

1. If you use an Authenticator app, open it 
and retrieve your MFA code.

2. If you have selected SMS, you will receive 
an SMS with a one-time code.

3. Enter the code and click Continue.

4. You are now signed in.



How to 
communicate 
with your Aspia 
team
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In MyBusiness, you communicate with your Aspia team 
by creating a ticket.



Fill out the form
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1. Send to – Choose which Aspia service team 
you want to communicate with.

2. Add colleagues – You can add colleagues 
from your company who should also see the 
ticket.

3. Subject – What is your ticket about?

4. Message – Start your conversation by writing 
a message. 

5. Attach file – Add a file if needed. The file will 
be stored in your Document area and 
accessed by anyone involved in the ticket.



For Payroll documents, always choose Salary Details, Year etc.

Attaching a document and choosing categorization
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For Accounting documents, always choose Accounting

When you attach a file in the ticket, you need to choose which Aspia service this document belongs to.

*Only you and your Aspia team can see the document until it has been categorized.



Tickets dashboard

9

You find your tickets on 
the Ticket dashboard. 
Both the ones you 
created and the ones 
sent to you.

You can see which ones 
are expecting your action 
by the status ”Waiting for 
you”.

“In progress” means 
someone in your Aspia
team is handling your 
ticket.



Messages in a ticket

10

• The ticket includes a 
message thread where 
you can communicate 
with your Aspia team.

• You can also send and 
receive files in the 
message thread.



How to access 
documents
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All documents shared between you and your Aspia 
team are stored in Documents. You can see all 
documents you have access to, whether they are 
shared by a colleague or an Aspia consultant.



How to find a document
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All documents are 
categorized by area and 
period. 

Use the filters on the left 
or the search bar to find 
the files you need.



Granting a colleague access to a specific document using tags
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If you need to grant access to a specific document, 
you must use the Tag feature. When you upload a 
document, you can choose a tag under permissions 
in the drop-down menu.

Tags act as access markers that determine which 
employees can view a document. Multiple 
colleagues can share the same tag.

Without a tag, other colleagues will not be able to 
access the document.

You can create new tags and apply existing ones 
when assigning document access.



How to manage and create Tags
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In the left sidebar:
• Click More
• Select Users
• Click the Tag icon
• Click + Tag to create a new Tag
• Go to the colleague overview 
• Click the small Tag icon next to the colleague's name

and assign the Tag



How to assign a Tag to a document
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•In the left sidebar, click Home
•Select Documents
•Click the three dots on the right
•Click Change permissions
•Click Permissions
•Select Tag



User 
management
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As a Company Signatory, you can manage users within 
your company. You can access this module of 
MyBusiness from the menu on the left-hand side.



Overview of users
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In the overview, you can see all 
active users in your company. If you 
have many users, you can also filter 
them on their role or which services 
they have.

For each user you can view their 
contact details and update their 
access.



Company Signatory

Overview of user roles and rights
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Employee Administrator Auditor



Invite a new user
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In MyBusiness, the email address is the unique 
identifier for each user, so the first step to invite a 
user is to add the email address and the user’s 
name, to check whether the user already exists in 
MyBusiness.

In the next step, you must select which role the user 
has in the company and which services the user 
needs access to.

“User management” means that the user you are 
adding will also be able to manage users and their 
access rights.



Modifying a user
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You can of course modify information and access for all existing users. For Documents 
and Tickets, you can set detailed access rights. You can also modify which services the 
user can access, users' contact information, and you can also set a time-limited access 
so that the user is removed at a certain time.



Managing access

• Under users, you can manage user access for all 
users if you have user management 
permissions. 

Permissions for documents and tickets 
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• When setting permissions for documents you 
can provide access to the main document areas. 
In most cases this access is not necessary and 
all checkboxes should be empty. In this case 
only specific documents shared with the users 
will be accessible.

Document permissions

• If Aspia is providing more than one type of 
service to your company, you will have the 
possibility to decide for each user to which 
Aspia team the users should be able to send 
tickets.

Ticket permissions

Note that checking one of the boxes below gives full access to all documents categorized in that document area.



We want your 
feedback
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We always appreciate your feedback as it helps us improve 
MyBusiness. If you have something you want to let us know, 
you can find a feedback button in the menu. Feedback is 
anonymous, but you also have the possibility to provide your 
email if you wish to get a response about your feedback.
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