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Receive an email about a work order integrated into the portal

• Work orders and contracts are integrated into the Contractor Portal from orders sent to vendors.
• The supplier’s contact person associated with the order is added to the Contractor Portal as the vendor contact for the 

contract, and they will receive an email notification about the incoming work order.
• New users will also receive instructions by email on how to create their user account.



Login to Contractor Portal and change language
1. Open the Contractor Portal using the link provided in the email: 

https://tampereenenergia.aventra.fi/urakoitsijaportaali/
2. Change language if needed

https://tampereenenergia.aventra.fi/urakoitsijaportaali/


Add employees to the work (1/2)

1. Manage ➔ Jobs ➔ Vendors ➔ You will see your company 
listed on the screen.

2. Open your company details by clicking on the company name.

1. Go to the "Contracts" tab.
2. Open the contract.
3. Then go to the "Work" tab.
4. Open the work.

Check the planned start and end dates of 
the work. When applying for access rights, 
consider both the work schedule and the 

employees’ other assignments.



Add employees to the work (2/2)

1. Select tab ”Employees”
2. Click “Import company’s employees”. 

1. Select the employees who will perform the work 
from the list → Import

NOTE: This function selects from employees of your company who are 
already in the system. See also at the end of this guide:
• Appendix 1: Adding a vendor employee 

Eployees can be taken also 
from selected previous work.

The number in the exclamation mark column 
indicates how many required items are missing 
for the employee. Click the number to view the 

requirements in more detail.



Add subcontractor’s employees to the work (1/3)

1. Select the “Employees” tab.
2. Click the “Subcontractor chain” button.
3. Select the subcontractor and click “Add”.

NOTE: this function selects from subcontractors and their employees that already 
exist in the system. See also at the end of this guide:
• Appendix 2: adding a subcontractor and a subcontractor employee



Add subcontractor’s employees to the work (1/3)

1. Select ”Attach employee to work”
2. Step1/4 - Employee: Add tax number ➔ Select 

employee➔ Next
3. Step 2/4 – Qualifigations: ➔ Next (Qualifications 

are integrated from Apprix, and subcontractor 
qualifications are not visible until the employee has 
been assigned to work)

4. Step 3/4 – Employer: fill in details ➔ Next
5. Step 4/4 – Working period: add start and end date 

➔ Finish

This multi-step assignment process is required only 
the first time when assigning a subcontractor’s 

employee to work within the organization.After that, 
assignments can be done more easily using multi-

selection, as described on the next page.
NOTE: this function selects from 
subcontractors and their employees that 
already exist in the system. See also at 
the end of this guide:
• Appendix 2: adding a subcontractor 

and a subcontractor employee



Add subcontractor’s employees to the work (3/3)

1. Select “Import subcontractor employees”.
2. Select the subcontractor.
3. Select the subcontractor employee(s).
4. Click “Import”.

Once the subcontracting chain has been added, and the 
subcontractor’s employee has already been assigned to 

work within the same customer organization, the “Import 
subcontractor’s employees” option can also be used.

Employees can also be 
conveniently imported from 
a selected previous work by 
selecting “Import employees 

from previous work”.



Create access requests for employees (1/2)

1. Select the "Employees" tab.
2. Open the employee details by clicking the row.

1. In the employee details, select the “Areas” tab.
2. Click “Create a new request”.

On this tab, you can also review the employee’s existing 
access rights and the status of previously submitted 
access requests.

The number in the exclamation mark column indicates how 
many required inductions or qualifications have expired for 

the employee. Click the number to view the details.



Create access requests for employees (2/2)
1. Näyttää työntekijän tiedot➔ Next
2. Select the site ➔ Next
3. (request type is not in use)
4. Select the required access roles for the site (previously requested roles and 

their status are shown in the same view) ➔ Next
5. Enter additional information ➔ Submit the application

• Define the requested validity period (typically apply only for the time 
period during which the employee is assigned to the work)

• Provide reason for the request

1.

2.

4.

5.

Lähetyksen jälkeen hakemus siirtyy
alueomistajan hyväksyntään.



Monitor progress

• Planned vs. actual charts are available on the “Information” tab of contracts and work items. These charts are 
best suited for monitoring hourly-based work.

• The “Costs” and “Working Time Stamps” views allow you to track recorded costs and time entries for the work in 
detail
• For the time being, work is not formally accepted in the Contractor Portal, so entering costs there is not 

mandatory for this purpose.
• Mobile time tracking entries are required for employee reporting to the tax authorities.
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Appendix 1: adding a vendor employee 



Adding a vendor employee 

1. Manage➔ Jobs ➔ Identities
2. Select ”+”

1. Enter the employee’s taxnumber and click “Check”.
2. Enter required basic information and employer details 
3. Click “Add” at the bottom of the page.

Induction and qualification data are 
integrated from Apprix, and a separate view 

is available in the employee details for 
managing them. Therefore, this information 
does not need to be updated when adding 

an employee to the Contractor Portal.



Complete the information for a foreign 
employee

1. If you have selected a country other than Finland as the 
employee’s nationality and home country, you must also 
complete the required details for a foreign employee.

1. After adding a foreign employee, navigate to the 
employee details.

2. Select the “Attachments” tab.
3. Add the foreign employee’s documents as 

attachments.

If the employee has a permanent 
address in Finland, the home 

country is Finland, and fewer details 
are required on the form.
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• Appendix 2: adding a subcontractor 
and a subcontractor employee



Add subcontractor

1. Manage ➔ Jobs ➔ Vendors´➔ Click your company
2. Select the “Subcontractors” tab and click “+”
3. Select the Company Number Type ➔ Enter the Company Number 

and click “Check ➔ the Contractor Portal will automatically retrieve 
the company’s basic information to the form

4. Enter the required contact details → Add

After validation, you can view the 
company data verification results 

by clicking the displayed icon.



Add subcontractor’s employee
A subcontractor’s employee is added in the same 
way as your own employee
1. Navigate to Manage ➔ Jobs ➔ Identities
2. Click the “+” button.

1. Enter the employee’s tax number and click “Check”.
2. Then enter any missing basic information, employer details, and 

additional information.
3. Click “Add” at the bottom of the page.

NOTE: Since you are adding a 
subcontractor’s employee, make sure to 
select the subcontractor company as the 
employer instead of your own company.
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