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The homepage is your
‘dashboard’ with all modules 
applicable to your activities as 
well as a view on the ‘To do’s’ 
and important information. 

Click on the link to open the 
corresponding screen.

Homepage

https://myfost.fostplus.be Enlarge the view of the data to your full screen



The sorting center creates a pickup. Select a planned pickup and fill in the promised pickup date. Provide all the information for the 
Annex VII document, if necessary.

Click on the line to open the pickup. 

The sorting center can cancel a pick up. Both parties can consult them.  

Download/print 
an empty 
document 
Annex VII

Treat a planned pickup



1. Fill in the pickup date.

4. If necessary, select the transporter(s) and the 
alternate address. You can create multiple 
transporters by clicking on the      icon.

Manage these data in ‘Settings’. 

Provide ALL information about 
the pickup to the 

transporter(s) and driver(s)!

Treat a planned pickup



The delivery has to be validated by both parties: 
Sender
Receiver

Validate a delivery

The delivery can only be invoiced if both parties have validated. 

A delivery can be actively validated as soon as it is created.  

 If the delivery has not been validated within the validation period (= 5 days after the end of the week/the month), the 
delivery will be automatically validated.



The checkbox indicates that this party has 
already validated the delivery.1. Select one or more 

lines
2. Click on “Validate”

Validate a delivery actively (1/2)



By clicking on a line and opening the delivery

Validate a delivery actively (2/2)



Corrections can be requested and treated

Corrections can be requested by the:

1. PMC purchaser on a non-coupled weighing ticket
2. PMC purchaser on a delivery
3. Sender on a delivery



Click on ‘Correction’ to modify the content 
or to ask the sender to delete the ticket

Choose ‘Wrong partner’ if the ticket 
is wrongly addressed to you.

Correction request on a non-coupled weighing 
ticket (1/2)



Modify the incorrect data, mention 
a reason and send the correction. 

Correction request on a non-coupled weighing 
ticket (2/2)



Correction request of a delivery

1. Select a delivery and click on the desired correction request.  

2. Modify the incorrect data, 
mention a reason and send the 
correction. 



Click on the line to open.

Treat a correction request

You can approve the 
correction 
= the delivery 
will be modified

Data in red = old 
data

Refuse the correction
= The sender will receive the refusal. He 
can accept the refusal or send a new 
correction request.



PO’s & Invoicing

New

• For negative recycling prices Fost Plus sends a monthly ‘Purchase Orders’ (PO)
• For positive recycling prices Fost Plus sends a monthly invoice. We will no longer send account receivable statements. 

Invoicing of PO’s

Please note that we can only guarantee a correct payment if your invoice contains the correct PO-number and the 
corresponding amount as the Purchase order you have received. 

Do not modify your invoice if you detect errors after receiving the PO.
If the PO is incorrect due to errors in the prices, please let us know. If it is due to mistakes in the deliveries, we ask you to 
make the necessary corrections in MyFost. Afterwards you’ll receive a correction PO. 

Either send your invoice via mail to invoices@fostplus.be either by post. (1 PO = 1 invoice = 1PDF). Do not send the invoices
twice through both channels.



PO’s & Invoices in MyFost – Financial information 

Calculated data
All data that can be calculated is processed during the night. This gives the user the 
possibility to check which data will be put on the PO/invoice.

To invoice to Fost Plus
Here you’ll find the Purchase order that are addressed to you.

Invoices from Fost Plus
Here you’ll find the invoices, addressed to you



PO’s & Invoices in MyFost – Calculated data

All data that can be calculated is processed during the night. This gives the user the 
possibility to check the data that will be used for invoicing before the invoicing run. 
Once the data is put on a PO/invoice, they disappear from this screen.  

An export to Excel is available at the bottom of the screen. 



PO’s & Invoices in MyFost (1/2)

Here you find all PO’s and invoices , addressed to you. 

Click on the price to go to the PO/invoice

Select one or more documents to archive the PO’s/invoices that you have treated. 



PO’s & Invoices in MyFost (2/2)

In the document detail you find all deliveries taken into account. 

You can export all data to Excel.

Click on the price to view the contractClick on the delivery or weighing ticket to view the delivery. 



Consult prices Partner

Export to Excel

Overview of all active contracts and prices. 

This overview only contains the active contracts. Previous contracts are no longer visible here. They are 
still accessible via ‘Calculated data’ or ‘the details of a PO/invoice’ by clicking on the price. 

Click to open details



Price details



Reports

A link to the reports application ‘MyFostReports’.

User instructions of this application are also available in the ‘Help & FAQ’s’ menu.

This application is managed by another department. If you have questions regarding the reports we ask you 
to stipulate it clearly so that we can send your request to the appropriate department.  



Access to MyFost

https://myfost.fostplus.be

Users in MyFost are created by the 
registered responsible person. 

the registered responsible person 
indicates the rights for every user. 



Check if a user has 
already been created.

Click on the line to 
modify an existing 
user

Create and manage users 

Click to create a 
new user.

Only visible for users who have access. 

A user with only read-rights will only be able to consult the users, not create or manage other users.



Click to create a 
new user.

Create a new user



Link user to one or more partners/members

The user needs at least one access 
to be able to send the activation e-
mail. 

Select choice

Add partner/Member to which the user 
needs access



Grant rights to the user

Delivery: is all data in the module ‘Deliveries’ such as pickups, weighing tickets, deliveries

‘Delivery –validate’ : only for deliveries. 

‘User – read’: the user is able to consult all users. 

‘User – read + write’: this user can also create and manage other users.

‘Financial - read’:  The user can consult the prices, invoices and purchase orders. 

‘Financial - read + write’ : the user can archive purchase orders/invoices.

‘Financial read + write + validate’ : the user can validate prices. This is only available for the Intercommunale. 

Click on the partner/member to 
grant rights



After saving the user, accesses and 
rights, you can send an activation e-
mail to the user.

Send activation e-mail to user



Settings 
Annex VII – Transporters and alternate addresses

Click to create

Click on the line to modify 
an existing one



Settings 
e-mail notifications


