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When you log in to the MyBusiness portal, you will 
be asked to verify your identity using multi-factor 
authentication (MFA).

Multi-factor authentication must be completed 
the first time you log in. After that, you will be 
asked to use MFA authentication in certain 
situations, if necessary. This additional step 
improves the security of your user account.

Read more about the introduction of multi-factor 
authentication:

https://www.aspia.fi/mybusiness/mfa-ohje/



Log in to your user 
account
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1. Enter your username and password 
(Figure 1).

2. If additional identification is required, 
Figure 2 or Figure 3 will be displayed, 
depending on whether you have 
chosen to authenticate with the app 
or by text message.

3. If you're using an authenticator app, 
open it to see the code.

4. If you have selected SMS, you will 
receive the code via SMS. 

5. Enter the code and press Continue.

6. You are now logged in.
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Communicati
on with your 
Aspia contact 
person
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In the MyBusiness system, you can contact your 
own Aspia team or contact person by creating a 
ticket, i.e. a support request.



Write a new support 
request
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1. Sen to – Select which service team you 
want to communicate with.

2. Add colleagues – You can add 
colleagues from your company if you 
want. They'll be able to see the support 
request and the messages you've written 
there. 

3. Subject – Enter a title for the message.

4. Message – Type a message to start a 
conversation. 

5. Attach file – Attach the file if you want. 
The file will be saved in your documents, 
and you and all the colleagues you have 
added to the support request will have 
read access to it.



View support requests
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The “Tickets" list includes both your own 
support requests and those you have 
received from Aspia. 

A ticket in the "Open" status is a new 
message that is still waiting to be 
processed.

Messages in the "Waiting for you" status are 
expected to receive a response or action 
from you. 

The "Processing" status means that Aspia is 
currently handling your support request.



Messages within a ticket
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• A support request contains a message 
thread with both the messagesthat
you have sent and received. 

• In addition to messages, you can also 
send and receive files along with 
messages.



You can get a task or approval from your Aspia team that 
you need to undertake. You will be notified by email when 
something needs your attention.

Other ways to share information
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All attached documents can be downloaded from the Files 
tab.



Instruction:
To highlight an agenda 
point, increase the list 
level of that row under 
Paragraph settings. 
To remove a highlighted 
point, go back down 
one list level.

Sending and 
receiving 
documents
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Any documents you share between you and your 
Aspia team will be stored in the Documents view. 
You can see all the documents that you have 
access to.



Search for documents
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You can search for documents 
by year, month, and tag.

Use the filters on the left or 
click the magnifying glass 
button to search for the file by 
name.



Downloading documents

11

You can download files from the 
My Downloads tab. 

Select a service for the document 
(Payroll Services or Financial 
Services) depending on which of 
your Aspia contacts/teams you 
want to send the document to. 

If your company has tags in place, 
add a tag to the document to set 
permissions.
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Manage 
access rights
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Depending on their role, a user may have 
administrative access to set company 
permissions. The Manage Permissions view can 
be found in the left menu as shown in the image if 
you have the Administrator role.



User list
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In the user list, you can see all the active 
users in your company. 

From the list, you can define user-
specific permissions. 

If your company has a large number of 
users, you can filter the list by role or 
services. 

The available tags can be viewed by 
clicking the button (A).

Always talk to your Aspia contact 
before adding new tags or removing 
existing ones.

A



Adding a new user
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Adding a new user is started by sending the 
user an email invitation to activate the account. 
In this connection, it is also verified whether 
the user already has an existing right to use 
the MyBusiness service.

Once the user has been invited to the system, 
the next step is to select a role for the new 
user and the services that the user has at their 
disposal.

"User management" means that the user you 
add has the right to add and edit the 
permissions of other users.



Edit user permissions
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You can edit the user's information and access rights from the user list.

• You can specify which services (tickets, documents, user management) the user can use

• You can specify which tags the user has access to 

• You can edit the user's contact information and set an automatic license expiration time



Extensive permissions and messaging teams
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If it is necessary to give a user access to all 
company documents at once, you can grant 
access by ticking the box in question. to the 
document area. 

Please note that this right is very extensive: if a 
user is given access to the Payroll Services area, it 
means that the user has access to all documents in 
the Payroll Service area, regardless of the tag the 
documents are with.

If you use several Aspia services, you can choose 
which of the users can connect to which service. 
For example, if a user is only a contact for 
banking services, they may be given permission 
to communicate only with the payroll services 
team.
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Send us 
feedback
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We want to continuously improve the MyBusiness 
service. We appreciate it if you give us feedback 
about the service.

You can give feedback both anonymously or with 
your own contact information if you want to 
receive a response to your feedback.
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