
1. Log in to your company account at https://my.mobiflow.be/sp/customer. In the left-hand column, 
click ‘Charging points’ and select 'Split billing’ at the bottom of the list.

2. Click ‘New invitation’.

3. Enter the employee's personal e-mail address*, his/her name, any internal (HR) code and select 
the charging card to be assigned to the employee.

* While it is possible that the employee's professional e-mail address may already be used for the eMSP
account for public charging sessions, the split billing set-up always requires the employee's private e-mail 
address. Indeed, the split billing code must be linked to the home charging station registered at the employee's 
private address.
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4. Select the contract for the employee's charging device (charging station/charging 
cable).



6. Check the details and click 'Confirm' to send the split billing invitation to the employee.

Congratulations! Your employee will now receive the split billing invitation e-mail with code. If 
you have any questions, we will be happy to help.

5. Choose the reimbursement policy based on which you want to reimburse the 
employee for their home charging sessions. Click the 'Reimbursement policies' tab to 
find an overview of your policies or create a new one.
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