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elnvoicing Technical Guide

This Technical Guide sets out how you can access and download your using our website portal:
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1 Registering on the website portal

STEP 1: Visit https://www.royalmailwholesale.com/einvoicing/ and click on the RM Wholesale

elnvoicing link.

Figure 1

'Royal Mail

Trust Web Login

Af the core of what we do iz trust. this is something which we continue to eam through reliably delivering on our promises.

Login

| Name |

| Password |

Forgot your pessword?

you are not registered with us please register
now.

Please ensure you have the latest version of Adobe Reader to be able to view PDF documents. Download Here ‘@

STEP 2: Select the register button and complete the registration form.


https://www.royalmailwholesale.com/einvoicing/
http://www.opustrustweb.co.uk/royalmailwholesale
http://www.opustrustweb.co.uk/royalmailwholesale

Figure 2
be in touch with your login details

Online User Type

Your Invoicing Requirements:* | ﬂ‘

Your Login Information

Company Email Address: * |

Password (case sensitive):

Re-type password: * | ‘

Password Reminder:

Your Name
Title:* | Mr ﬂ‘

First Name: * | ‘

Last Name: * | ‘

Business Details

Position: *

Company Name: *

Postcode: * | ‘
Business Phone Number: * | ‘

Account Details
Please add either your Legal Entity number(s) or Account number(s) which you wish to

At the ‘Account Details’ section add your 10-digit account number and 10-digit legal entity number.
If your account number is less than 10 digits please prefix it with a 0. If you are unsure of your
account number or legal identity please contact your account director.

Figure 3

Account Details

Please add either your Legal Entity number(s) or Account number(s) which you wish to
move to electronic/copy invoicing.

Legal Entity numbers are a Royal Mail generated number to group all your accounts
together and can be found on any of your Royal Mail invoices. If you wish to move all
your accounts to electronic/copy invoicing, you may find this option more convenient.

Alternatively you may wish to mowe specific accounts to electronic/copy invoicing, to
do this please add each individual account number below which again can be found on
your Royal Mail invoices.

1st Legal Entity Number: * |

Add Extra Legal Edfy

1st Account Number: * |

Add Extra Account (E)

We take your privacy seriously. The information you provide through this website will
be held under the Data Protection Act 1998. Please read our Privacy Policy.

If you wish to view invoices for more than one account or legal identity please click the “Add Extra
Legal Entity” or “Add Extra Account” buttons and fill in your relevant information.



STEP 3: Submit the completed registration form. You will receive an acknowledgement email.
Figure 4

Royal Mail
—

E-invoicing Registration Complete!

Your request to use the Royal Mails e-invoicing service has been received and your
details are currently being verified. Once your details have been verified, your login
details will be emailed to you.

Once your details have been successfully verified, we will notify you by email and provide you with a
temporary password for use when you log in for the first time.

1.1 Adding additional accounts to the website portal

Once your profile has been created on the portal you can request additional accounts to be added at
any time. If you email rmg.e.invocing@royalmail.com and state the legal identities and account
numbers that you would like to add then we will set them up on the system for you.


mailto:rmg.e.invocing@royalmail.com

2 Logging on to the site

STEP 1: Visit https://royalmailwholesale.com/einvoicing and click on the RM Wholesale elnvoicing link.

STEP 2: To log in, enter the email address you registered with and your password. If you are logging
in for the first time you will need to enter the temporary password which you receive in your

registration email. You will then be prompted to change your password. Figure 5

B
Royal Mail

Trust Web Login

At the core of what we do is trust, this is something which we continue to earn through reliably delivering on our promises.

Login

‘ Name |

‘ Password |

Eorgot your password?

you are not registered with us please register
now.

Please ensure you have the latest version of Adobe Reader to be able to view PDF documents. Download Here ﬁ

We are committed to safeguarding the privacy of our website visitors.
This policy applies where we are acting as a data controller with respect to the personal data of our website visitors; in other words,
whare we determing the numases and means of the nrneasgina nf that narrnnal data

STEP 3: Once you have logged into the website you will have access to the following dashboard from
which you can access live invoices and copy invoices.

Figure 6

£
R | il
oyal Ma Help Change Password Log Off
D a Sh boa rd Use your dashboard to search your document database or upload documents.
Electronic Invoices Wholesale Invoices
Invoices are held here for Find your invoices in the
@ 80 days before being Document store
archived


http://www.opustrustweb.co.uk/royalmailwholesale

3 Forgotten Password

STEP 1: If you forget your password visit https://www.royalmailwholesale.com/einvoicing/ and click

on the RM Wholesale elnvoicing link

STEP 2: Select the ‘Forgot password’ link on the login page.

Figure 7

[Royal Mail

Trust Web Login

At the core of what we do is trust, this is something which we continue to earn through reliably delivering on our promises.

Login

| Name |

| Password |

Eorgot your password?

you are not registered with us please register
now.

Please ensure you have the latest version of Adobe Reader to be able to view PDF documents. Downlcad Here ﬁ

We are committed to safeguarding the privacy of our website visitors.
This policy applies where we are acting as a data controller with respect to the personal data of our website visitors; in other words,

whars we detarming the numnses and means of the nraressing of that nersnnal data

STEP 3: On the ‘Reset Password page’ submit your email address.

Figure 8

Royal Mail

Reset Password

In order to reset your password, please complete the form below and click on "Submit’.
Make sure you complete all the boxes marked with an asterisk (*). An email will be sent
to your registered email address allowing to reset your password.

User Details

Email Address: *



https://www.royalmailwholesale.com/einvoicing/
http://www.opustrustweb.co.uk/royalmailwholesale

STEP 4: We will send you an email with a password reset weblink which will be valid for 30 minutes.
If you do not reset your password within 30 minutes you will need to repeat steps 1 to 3 above to
receive a new reset weblink.



4 Searching for Invoices

STEP 1: Select the Electronic invoices or Wholesale Invoices icon from the ‘Home’
page.

Figure 9
=
i il
Help Change Password Log Off
Dash boa rd Use your dashbaard to ssarch your document database or upload decuments.
Electronic Invoices Wholesale Invoices
Invoices are held here for Find your invoices in the
@ 80 days before being Document store
archived

STEP 2: On the ‘RM Invoices Search’ page enter your search criteria using the search function keys to
retrieve the relevant invoice or list of invoices.

Figure 10

Legal Entity Equals v/ | |
Invoice Date ¢ [Equals V|| |
DocumentNo & [Equals  v|| |

You will be presented with a list of results, detailing the transactional information for each invoice. If
you click the search button it will display all your most recent invoices in date order. You can also do
a search by invoice date if you only want to see one invoice.

You can view, print and download invoices in either PDF or CSV formats.

If you have viewed an invoice or downloaded it the number of views will be displayed on the invoice
line
Figure 11

Terms Viewed Download Date|

14 days g

Please note that a copy invoice watermark will be applied to a PDF elnvoice after the first time
you access it.



For archived invoices, every time a PDF is opened a copy invoice water mark is applied to the
invoice.



4.1 Search by Legal Entity

STEP 1: Enter the legal entity number in the query box and click the button.
STEP 2: The result of the search shows all the account numbers linked to the legal entity number.

Figure 11 illustrates an example that has 18 account numbers linked to the Legal Entity number. is
You can sort the search results by clicking on the data headers in the toolbar.

STEP 3: You can view the invoices by clicking on the PDF icon™® or the CSV icon ¥ .

STEP 4: A pop-up window will display the selected invoice in the format you have chosen. You can
select to either print ®™* or email it to a contact by selecting ‘Page’.

Figure 12
Legal Entity
search on
Legal Entity [Equaie ] froooonono 1000000000
Invoice Date = [Equalk s | |\|
Document Mo = [Eauak ] | |
Sort by [none ~|J  [CustomernName | s [Equak ~| | Click on
Then by[none v [Accountho %] s [Fauae ] | | Headers to Re-
Click on Display ~ SelectAll  Clear Reset Help CSV  ®_ Search  Home Sort Invoice
PDF to i T Listing
120058 [Pl Rzcords par Page: [B][E] ound 83 entries CIMot Viewed by Me?
view or

ShowExport Select

Legal Entity Invoice Date Document No  Customer Name  Account Ne Document Type Gross Amount VAT Net Amount Pay by Date Terms Vi

Store
H % O 1000000000 oz0ez01z 91234sETs MM OUSIOMEr ngonasereg Invaios 120228 0.00 1202.2¢ 02052012 | 30 days

cava Aata

# ) [ 1000000000 2112011 | F12348677  RM Customer 0957654321 Invaios 55505.08 443202 EEOTE.0Z | 20112011 | 30 days
# & [ 1000000000 1201201z 2345676 RM Customer 0554321987 Invaios 2318.58 0.00 2315.52 18022012 | 30 days
) &) [J 1000000000 a1/1g2011 912345675 RM Customer  DB54387321 Invios 1576047 1206.05 1758442 301112011 | 30 days
# | 8 | [ (1000000000 1202201z 912345674 RMCustomer | gy ceraggoq Invaios 12212 12.04 11018 18/042012 | 30 days
# =) [ 1000000000 zaoizats  F12343673 RM Customer | 0456123789 o 2592942 2801 80 2522782 23/11/2011 | 30 days
) | [ 1000000000 noqgogrr 912345672 RM Customer 0123789456 Invaios 1178867 24050 11427.77 | 221112011 |30 days

STEP 5: Once the search has been completed, close down the pop-up window and click on | Reset Y8
the toolbar to start your next query.



4.2 Search by Document Number

STEP 1: Enter the document number in the query box and click the button.

STEP 2: The result of the search is displayed below the toolbar, detailing some basic information
from the invoice such as “Customer Name” and “Invoice Value”.

STEP 3: You can view the invoices by clicking on the PDF icon B or the CSVicon Eal| .

STEP 4: A pop-up window will display the selected invoice in the format you have chosen. You can
select to either print ™= or email it to a contact by selecting ‘Page’.

Please follow the same process for accessing issuing copy invoices.

Figure 13
g L) - |g, https opustrustweb, co. k) v| % bat| *4| | X .’,'-“
ir Favarites | 515 @ Searchresuks @ -
38_'I €M Invoices x| (& search results e Document No. Safety »  Tools -
search on
Legal Entity Equals ¥ | | 912345678
Invoice Date & [Equak | | |
Document Mo * [Eauals ] [912545678
Enrtt:y|rlune V‘\, |Cuztumer Hams v| 4 ‘Equals vl ‘ |
Then by[none ] [accountho o] & [Equae ] | | Results Displayed from
Display  SelectAll  Clear Reset Help csv @ Search Home SearCh, Detalllng Inv0|C|ng
1-1 of 1 Records per Pege: (] [8] Found 1 eniry CIMot Viewed by Me?

ShowExportSelect Legal Entity Invoice Date Document No  Customer Name Account No Document Type  Gross Amount & Pay by Date

FM Customer

%) O 1000000000 02042012 012345678 0123456789 Invaics 1202.26 0.00 1202 26 02062012 | 20 daye

Ve hitps:/hwww.opustrustweb.co. ukiroyalmail/¥iewDoc. aspx? docref=845#12 - Microsoft Internet Explorer ... ‘:”E”‘S__q

Click to Print

L S A |§, https opustrustieb. co.uk; V| % [ X :"

File Edit GoTo Favorites Help

S B Searchresuks @

= — = »
’_&https:,l’,l’www.opustrustwab.co.uk‘l'royalmail,i\u'\ewDoc.... f’:?? - B | = v Page r Safety v Tools v '@"

3;‘3 Favarites

Click on PDF page
to View Invoice,
PDF displayed in

COPY INVOICE: 01/05/2012 14:09 Page 1 of 1
Adobe Royal Mail & & trading name of Aoyal Mail Groug Lid. [Er—— Click on Page
Registsred in England ard Walse. 912345678 ge,
Aagistered rumiSer 4138200, Ragistered offica =
100 Vicloria Embankment, LONDON EGEY 0HG. Involce

VAT roige vatoh roriar G 243 1700 82 [E— Send as Page to

02 Apr 2012 i
P email (follow RM
Q Unknown Zone * ‘\,’5 - COpy Invoice
& Tntermer ghoel Ea Process)

STEP 5: Once the search has been completed, close down the pop-up window and click on | Reset JoT)
the toolbar to start your next query.



4.3 Search by Customer Name

STEP 1: To search by Customer Name, click on the drop down box below Legal Entity and select
Customer Name. If you have a lot of agency customers linked to your elnvoicing portal you might
find this search functionality useful.

STEP 2: Click on the drop down box to the right of the “customer name” drop down, select

‘BeginsWith’ or ‘Contains’ and then type in part of the customer name.

The results will be listed as below, detailing all the accounts that start with or contain the searched
name and the related invoices.

Figure 14
Legal Entity [Equas ] | |
Invoice Date = [Eauals v | |
i 2 e .
S : l z Type in part of the Name ]
Sort by |none ~|d  [Customer Name | = [Equals ~| [RM Customer |
Then by[none v|d  [Accountho ~| s [Equak v |
Display  SelectAll  Clear Reset Help CSV @ Search  Home
10 of g8 [PIM] Recoms per Page [l[E] Found 56 enines CIMot Viewed by Me?
ShowExport Select  Legal Entity Invaice Date  Document No  Cusbormer Name  Account No Document Type  Gross Amount VAT Net Amount Pay by Date Terms Vi
) &) [ 1000000000 | 2qigi2p11 912345678 RM Customer ng23456789 Inveics 220208 443202 EE0TE.02 | 301112011 |30 days
| § | [ |1000000000 | yagpgqp (912345677 M Customer 0123456857 Invaios 313,52 0.00 481856 | 15022012 |20 days
) ®) | [ 1000000000 | oqqgzgrr 912345676 |RM Customer 0456789123 Invice 18780.47 120808 1758442 | 20111/2011 | 30 days
#) &) [ 1000000000 | zaigzgrr 912345675 RM Customer 0458123789 Invaice 45928 42 2801.80 4523782 | 22112011 | 20 days
® & g |0 segiogrs 912345674 RM Customer 0789456123 Inveics 11768 67 240.20 1142777 | 22112011 |30 days
# &) [ 100000000 13122011 912345673 RM Customer q7agt 23455 Inveios 5378.73 12.32 £366.47 | 18/01/2012 | 20 days
#) &) [J 100000000 jarqizgry 2345672 RM Customer 0147258389 |mveice ETAE 724 49.94 14/12/2011 | 20 days

STEP 3: Once the search has been comple{ Results all Customers up window and click on | Reset Y

the toolbar to start your next query. ‘r’]"g:]sM Customer in




4.4 Search by Account Number
STEP 1: Enter the account number in the query box and click the button.

STEP 2: The result of the search is displayed below the toolbar, detailing some basic information
from the invoice such as “Customer Name” and “Invoice Value”.

STEP 3: You can view the invoices by clicking on the PDF icon @ or the CSV icon ) . Ifyou are
accessing multiple invoices see Section 4.5 below.

STEP 4: A pop-up window will display the selected invoice in the format you have chosen. You can

select to either print ™= or email it to a contact by selecting ‘Page’.

Figure 15

/= RM Invoices - Microsoft Internet Explorer provided by Royal Mail Group

| T
:Q.\-.__/. L4 |g, https opustrustiweb, co,uk) V| 9] | pal | [*] | XK |:’
File Edit Wiew Favorites Tools  Help
| i Favorites | 5k @ Searchresuts & -
B2 |~ | ERM Invoices % | @ search resulks i - B = | Q@ ~ Page v Safety + Too
'RM Customer
[
Legal Entity [Equale  ¥] | |
Invoice Date & [Equas vl | |
Document Mo @ [Equas ] | |
Sort by [nons ~|J  [customername %| & [Equak ~| |
Then by[none v|l [AccountMe  v] e [Equals | [01234567a9 |
Display  SelectAll  Clear Reset Help CSV @ Search  Home
1-24 of 24 Records per Fage: L] (58] Found 34 entnzs O Mot Viewed by Me?

ShowExport Select  Legal Entity Invaice Diabe Document No  Cusbomer Name  Account No Document Type  Gross Amount VAT Net Amount Pay by Date Termes
| E [ 1000000000 | ozoezorz  91Z34serg T CMSIOMEN | gyozze7ag Invaios 120228 0.00 120226 | 02052012 | 30 days
¥ %) [ 1000000000 | qegizgiz | H1234SETT FM Customer o oaqse7em Invaics 4818.58 0.00 4818.58 18/02/2012 | 30 days
)| &) | [ 1000000000 | oegozgrz (912345676 RMCustomer | ggpa4ce7ag Invaios 2385.2¢ 0.00 2886.24 | 35042012 | 30 days
) ® [ 1000000000 zsoaco1z 912345675 RMCustomer | oq234s5789 Inveics 1526 44 0.00 1836.44 | 27042012 |20 days
) &) | [ 1000000000 | ygompqq (12345674 RMCustomer gg3zas7ag Inveics 8878.78 12.22 888847 18/01/2012 | 30 days
# & [ 000000000 zagqzprz 2345673 RM Customer 0123456789 Invsios 225158 538 324570 | 22022012 | 20 days
) & [ 1000000000 gegapgiz 12345672 RM Customer 0123456789 Invaics angE 52 8.00 428582 18/05/2012 | 30 days
| &) | [ 1000000000 | 5ogu0gqp 12345671 RMCustomer gqa3455789 Invaics 483240 0.00 4682.40 23/05/2012 | 30 days
) ) [ 1000000000 ogqgogrr 12345670 (RMCustomer | nig3gsgrag Invaics 114202 0.00 1142.02 23/112011 | 20 days
| &) | [J 1000000000 | oyjppmpqp 912345668 |RM Customer g ogesgzas Invoice 282482 0.00 282483 | 280022012 | 20 days
| ) [ 1000000000 | sgiqnnpqq 912345863 M Customer | D12345ETEQ Invaice 8128.08 21.82 8118.25 27/01/2012 | 20 days

£
Done & Internet CARA ]

STEP 5: Once the search has been completed, close down the pop-up window and click on | Reset Y8
the toolbar to start your next query.



4.6 Selecting Multiple Invoices
STEP 1: Search by Account Number or by Customer Name to retrieve the customer invoices.

STEP 2: Use the function from the tool bar or tick the  Select box next to select each of
the relevant document numbers.

STEP 3: Click on the function on the toolbar to generate the PDF invoice formats. This will
combine all selected PDF images into one document. Please note this functionality is not available
for CSV

Figure 16
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5 Logging off the system

STEP 1: Select the ‘Home’ page icon.

STEP 2: Click ‘Log Off’ on the red title toolbar.

Figure 17
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Royal Mail Help Change Password Log Off

STEP 3: Click the ‘log off’ button.

Figure 18
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Royal Mail

Please confirm that you want to log out of the system.
Log Off
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