
 
 
 
Welcome to the BillStore Help Center. 
Here you will find all the guides you need to get started quickly and easily. 

 
Create a company profile 
 
After registration, your user account is active. 
To create invoices and use additional BillStore features, you must first complete your company 
profile. 
 

Complete your company profile 
 
Follow these steps to set up your company profile: 
 

1. Open company profile 

After logging in, you will be on the dashboard page. 

Click on	“My Account”	in the top right corner to open the profile settings. 

2. Start company profile setup 

Navigate to the	“Company details”	section. 

Click	“Let’s get started!”	to begin the setup process. 

 

3. Enter company information 
 
Enter the basic information about your company: 

• Company name 



• Line of business/industry 
• Legal form 

Depending on the selected legal form, additional fields may appear that must be 
completed according to legal requirements. 
All mandatory fields are marked with an asterisk (*). 

 

4. Registration Details & Management (legal entities only) 

Enter the official company registration details: 

• District court 
• Commercial register 
• Registration number 

 

Then enter the management information: 



• Title 
• First and last name of the authorized representative 
• To add additional managing directors or owners, click	“+ Add Managing director”. 

 

Click	“Next”	to continue. 

5. Address & Contact information 

Enter your company address: 

• Street and house number 
• ZIP code and city 
• Country 

 

Add your contact information: 

• Phone number 



• E-Mail address 

Optional: 

• Fax number 
• Website 

 

6. Tax information 

Enter your tax details: 

• Tax number 
• VAT ID (if applicable) 

If these are not yet available, they can be marked as	“not yet available”. 

Note: 
At least one of these tax numbers must be provided in order to create invoices. 

Also select your VAT status: 

• Small business regulation according to §19 UStG (without VAT) 
• VAT exemption (e.g. doctors, lecturers, etc.) 
• VAT liable (e.g. 7%, 19%, §13b UStG) 

 



 
 

7. Add bank details 

Enter your company’s bank information: 

• Name of the bank 
• IBAN 
• BIC / SWIFT  

Note: 
Currently, payment reconciliation in BillStore is performed manually. 
 
A future software update will allow you to connect your bank account and perform automatic 
payment reconciliation. 
 

 
 

8. Upload company logo 
 
Optionally upload your company logo. 



The logo will appear on invoices and documents. 

You can also define the logo placement (left, center, or right). 

If no logo is available, you can select	“Not available”. 
The logo can be added later at any time. 

 
 

9. Complete company profile setup 

After entering all information, click	“Create Company Now”. 

Your company profile will then be created. 

 

After successfully setting up your company profile, you can use all available platform features. 

 
 



Note: 
All information in your company profile can be edited at any time. 

Using the	“Manage Details”	button, you can update, edit, or add company information. 
Changes are automatically applied and reflected in your documents. 

Please note that changing your tax classification is subject to legally required binding periods and 
requires prior approval from the tax office. 
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