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eInvoicing Technical Guide  
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1 Registering on the website portal 
 

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

Figure 1 

 

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

 

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 

 

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 

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 eInvoicing 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 

 

 

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 

  

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 eInvoicing link 

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

Figure 7 

 

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

Figure 8 

 

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 
 

 
 
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 
 

 
 
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 

 
 
Please note that a copy invoice watermark will be applied to a PDF eInvoice 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 
 

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

Legal Entity 
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1000000000 
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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  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’.  
 
Please follow the same process for accessing issuing copy invoices.   
 

Figure 13 
 

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

Document No. 
search on 
912345678 

Results Displayed from 
search, Detailing Invoicing 

 

Click to Print 
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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 eInvoicing 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 
 

 
 
STEP 3: Once the search has been completed, close down the pop-up window and click on  on 
the toolbar to start your next query. 
 
  

Type in part of the Name 

Results all Customers 
with RM Customer in 
name 



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 .  If you 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 
 

 
 
STEP 5: Once the search has been completed, close down the pop-up window and click on  on 
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  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 
 

 
 
 
 

Click on 
Select 
all or 
click 
select 

  

Click on 
Display all 
to 
combine 
all the 
invoices 

   

PDF 1 of 19 
combined as 
one Document 



5 Logging off the system 
 
STEP 1: Select the ‘Home’ page icon.   
 
STEP 2: Click ‘Log Off’ on the red title toolbar. 

Figure 17 

 

STEP 3: Click the ‘log off’ button.  

Figure 18 
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