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1. Registration process

Visit https://invoicing.royalmail.com/RMWholesale/to register on the elnvoicing portal.

Welcome to the Royal Mail electronic and copy invoice system

Get Started Royal Mail are pleasad to offer two invaicing solutions designed to give you quick and easy acce:
Enter your email address

About you

@ O & m s 3 a2 @ £ v

You will need to enter the following information in the fields:

a. Email - enter a valid email address.

b. Title - select your title from the drop-down menu options;

c. First name; Last name; position and company name;

d. Postcode - only letters and numbers are accepted and a maximum of eight
characters.

e. Business telephone number - you must enter valid characters (e.g.
0123456789()+)

f. Special instructions - This is free-text that will be accessed by the Royal Mail
approver.

g. Account details - Enter either your legal entity number 'or SAP Account Number
here, and the level of access you would like for each account requested.

You can request access to multiple accounts by clicking the ‘Add Extra Entry’ button.
The system will ignore any blank ‘Account Details’ fields.

If the data you enter is correct and valid the field will appear green.

If any of the data you enter is incorrect or invalid the field will appear red. You will not
be able to proceed with the registration until you have corrected the information. When
you attempt to ‘Submit’ the registration form, the system will advise you of any field(s)
which need correcting.

1 Your organisation’s legal entity number is issued to you when your Wholesale customer account/s is set up
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Submit errors found

If all fiels ae vlid, the system will return a ‘Thank you for registering’ msage and

issue you a Registration ID, which you should record for future reference.

8 x
- 86| semcn o] @

Thank you for registering to e-Billing!

a8 & x

You will receive a ‘User Validation’ email. In this email is a ‘Validate Email Address’
button, which when clicked, will confirm to Royal Mail that your email address and
request for access are valid.

The link in the email is active for 24 hours. If it expires, you will be required to re-register.
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Einvaicing - Uses Validation - Message (HTHL]

E-Invoicing - User Validation

Validate Email Address

Best wishes,

Royal Mail Finance

Tel XXXX XXX XXXX
Email Email@email.com

Once you have validated your email address, your registration will automatilly be
moved to the next stage of the approval process.

Once Royal Mail have approved your request for access, you will receive an email with
a temporary password.

Royal Mail E-Invaicing - User account created - Message (HTML)

File Message  Help Q@ Tell me what you want to do
] oice Dec |
g m = e’z @) 99 EiMeeting | CdSeniceDesk = ToManager EL B E DE FD 5;5) S A)
Delete Arch Reply Reply Fonward e oo Er o pore M Mark Cats e | T e || et | 2
. Delete Archive | Reply Reply Fomward s 0 | o =% e o | Mowe . ark Categorize Follow | Translai ea m
R Al 1 More ) Reply & Delete Create New T Bacions | B T Up~ < Ik Selet~ | Aloud
Detete Respond Quick steps 5 Move Tags 5 Editing speecn | 2 ~

Royal Mail E-Invoicing - User account created

4 Reply | ) ReplyAll Forward
A auto-email@doc-works.co.uk D Reply D Reply —> Forwar
To e-invoit test.

i

‘Welcome to the new Royal Mail electronic invoicing portal, a place for you
to access copies of your invoices. Invoices will be accessible via the
portal for 7 years, after which they will be deleted

Thu 25/07/2019 10:17
(D) there are problems with how this message is cisplayed, click here to view it in 3 web broser.

3

Dear Customer,

Please follow the link below to access the new portal and use the
enclosed temporary credentials:

Royal Mail Finance Portal

Username: stevegee@hotmail.io
Password: ekBbQimFb7

“You will be asked to change your password on initial logon and please
remember to choose a secure password. Your new password must

I - s 3 S 17:08
Bl € v B A ABEETF e B

H O Type here to search o
Logging in for the first time

The temporary password is valid for 24 hours. Once you have logged in you will be
prompted to change your password. Your new password must be between 8 and 25
characters in length and contain a capital letter, a number and a special character.

Once you have successfully changed your password, you will be automatically directed
to the Search/Results landing page.

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, by emailing rmg.e.invocing@royalmail.com. You must provide
the legal entities and account numbers that you would like to add.
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2. Accessing your invoices

This provide guidance on how to access your invoices, credit notes and other documents.

(& Parcelforce - Login - v04.119.00 | & Royal Mail Finance - Search...

Search Screen: Help Log Out Welcome, S G

Documen it No.: Account No: Legal Entity: Doc. Type w |  Customer ¥ | Sort | Invoice Date w || DESC

Equals v | Like ¥ | | Equals | | Equals ¥ | | Equais w | Then | [None] » | ASC

Search Clear

Page Lof1 (Giems) « 1 Results on page: 100 =
View | CSV  Document No, Account No. Legal Entity Doc. Type Customer Invoice Date * | Pay By Date Gross Amount Vat Her Amount
) & 110se05288 0312058001 1000038249 Invaice Test Account 18/12/2018 08/01/2015 1,725.35 287.57 1,437.78
& 10s0st20 0030305000 1000038249 Invaice Test Account 18/12/2018 17/01/2019 238.70 7211 265.59
F =) 1103405092 0630536001 1000038249 Invaice Test Account 18/12/2018 08/01/2019 36.37 6.06 3031
¥ #) 110s¢05120 0030305000 1000038249 Invoice ;;’fﬂg;" TestBTACOUn  ygiizio018 17/01/2019 438.70 73.11 365.59
F  #) 110s¢05052 0630536001 1000038249 Invoice Sarzgon Test BT Account  sg/43/2018 08/01/2019 36.37 6.08 3031
¥  #) 1103205288 0212058001 1000038245 Invaice g.-a%g;n Test BT Account 3 a113/2018 08/01/201% 1,725.35 287.57 1,437.78

Display Selected

Save Results
Dewnload CSV
Dewnload THT
Download Spreadsheet

View History

Page 10f1 (6items) 1 Results on page: (100 =

After you have successfully logged in, a results page will be returned with all the
documents you are able to view. The most recently uploaded document will be at the
top of the results with older documents following in date order.

Clicking on the B will deliver back a PDF view of your document.

Clicking on the D will deliver back a spreadsheet of your document
If you right click in the result table, another menu is displayed where you can;
a. Display selected documents - highlight multiple rows and view them as a single

document.

b. Save results — save the complete results set into a spreadsheet file for further
analysis.

c. Download documents — download either single or multiple documents in three
formats:

i. CSV - acomma separated text file with each document on a line;
ii. TXT - apipe delimited text file with each document on a separate line;
iii. Spreadsheet — a spreadsheet with each document on its own tab.
d. View history - see history relating to documents.
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3. Searching on the portal

‘ e @ hitps://rmguat.doc-works.co.uk/RMF/Search.asprisearch=1 -~ @ ¢ || Search.. o~
(2 Royal Mail Finance - Search... % | (= rmguat.doc-works.co.uk L1
Search Screen: Log Out Welcome, Royal Mail
= Document No.: Account No: Legal Entity: Doc. Type w | | Gustomer « | Sort | [Mone] w || ASC
F quals | [Equals ~ | [ IsEmp - | Equal ~| [ Equals - jone -
Royal Mall IIES Equat = Equals Equa Then [ Asc FAQs  Help and advice
. Search Clear
Page 6of14(1320items) () 1 2 3 .. 5 6 7 8 . 12 13 14 (b Results on pager 100
View CSV | Document No. Account No. Legal Entity Customer Invoice Date Pay By Date Gross Amount Vat Net Amount
) ®)  1s02030485 2000308145 :‘;59 Tes BT AZOURE /1272018 18/01/2019 944.40 157.40 787.00
# H) 1802080486 2000308180 haregon Test BT Aczount | 19/12/2018 18/01/2013 330.00 55.00 275.00
% #)  1s02082069 2000380677 13/12/2018 18/01/2013 330.00 55.00 275.00
# &) 1soz0s0352 2000072940 13/12/2018 18/01/2013 0.00 0.00 0.00
5 1802090317 2000006978 19/12/2018 18/01/2013 330.00 55.00 275.00
# &) 102081302 2000078847 13/12/2018 18/01/2013 344,40 157.40 787.00
) ) 1502090854 2000381299 19/12/2018 18/01/2013 330.00 55.00 275.00
) 1502090864 2000385307 19/12/2018 18/01/2013 177.00 22.50 14750
& &) 102050468 2000307095 15/12/2018 18/01/2013 330.00 55.00 275.00
5 1502090674 2000388838 Test Account 19/12/2018 18/01/2013 344.40 157.40 787.00
# &) 1so2081938 2000253208 haregon Test BT Aczount  19/12/2018 18/01/2019 230.00 55.00 275.00
T ®)  1s0z0s0388 2000132608 Renewallnvoice g"n%g:" Test BT Account | 19/12/2018 18/01/2019 944.40 157.40 787.00
¥ %) 1s02030387 2000132610 Renawallnvoice hagon Test BT Account 1911272018 18/01/2019 944.40 157.40 787.00
# ®) 1s020%0388 2000132611 Renawallnvoice hagon Test BT Account 1911272018 18/01/2019 0.00 0.00 0.00
)  ®)  1s0z030389 2000132623 Renewallnvoice ;‘;Tag?“" Tes BT AZOURE /1272018 18/01/2019 330.00 55.00 275.00
# &)  1s020s03%0 2000132737 Renewallnvoice haragon Test BT Aczount | 19/12/2018 18/01/2013 267.00 44,50 222,50
v
) ® 1s02080391 2000133029 Renewallnvoice Paragon Tes: BT Aount | 19/12/2018 18/01/2019 944.40 157.40 787.00
Page 6of14(1320items) () 1 2 3 .. 5 6 7 & . 12 13 14 (F Results on page: 100 ~

H O Type here to search t B £ ~BEE 0111;1;11‘1 B
There are ten fields that are you can search against for invoices:
Document No. The invoice, credit note number of the invoice.

Account No. Your SAP account number(s).

Legal Entity No. Your Legal Entity account number(s).

Please note, you can only search for account numbers that you
have been registered for.

This field has an auto-complete function. For example, entering

Doctype “inv” will bring up. ‘Invoice’, etc.

Customer You can search for customer names.

The date of the invoice must be entered in the format

Invoice Date dd/mmiyyyy.

The date of the invoice payment must be entered in the format

Pay-by-date dd/mm/yyyy.

Gross Amount The gross value of the invoice.

VAT Amount The VAT amount of the invoice.

Net Amount The net value of the invoice.
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Search criteria

To assist with searching, each field has a set of search criteria that can help you.

Equals

NotEquals

Like

IsEmpty

List

From

Classified: RMG — Internal

Is the most common criteria used and is will return results that exactly
match your entry.

Will return documents that do NOT match the data you entered.

Allows you to search for documents that contain the pattern of the data
you entered. Inputting ‘Royal’ would return both ‘Royal Mail" and ‘Royal
Family'.

Here you can search for multiple documents at once. Each item being
searched for should be separated by a comma. Eg
12345,23456,34567,45678

Will return all documents in the selected field that have blank indexes.

Similar to ‘In’. You can search for multiple documents but this time in list
form, as they would be if copiedout of a spreadsheet.

Is used in conjunction with ‘To’ specifically for date ranges and value
ranges. When you select ‘From’ a second box for the ‘To’ entry will
automatically pop-up. Neither field can be left blank
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4. Changing your password

Your portal password will expire every 90 days. You will be sent an email when you
need to change your password.

You can change your password at any time by selecting the ‘Change Password’ on the
screen dropdown as shown below.

@ https://rmguat.doc-works.co.uk/RMF/ChangePassword aspx - &¢  Serch. o~

(& Royal Mail Finance - Login - v0... & Royal Mail Finance - Reset ...

Change Password Screen: Log Out Welcome, S G

In order to change your password, please complete the form below and click on 'Change Password'. The
password length must be between & and 25 characters and it must consist of at least one lower case
character, one upper case character and a digit.

Current password:

New password:

Re-type new password:

Change Password

i [ 5 o 127
H O Type here to search = L ? q SRR+ 3 02/08/2019 Ez'\

You will need to enter your current password correctly and then enter, and re-enter your
new password. Your new password must be different from your current one. It must
also conform to the required security standards of being between 8-25 characters in
length and contain a capital letter, a number and a special character.
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5. Frequently Asked Questions — FAQs

Why can | not log in?
Please check you are entering your email address and password correctly. If your
account is locked, you should contact rmg.e.invoicing@royalmail.com.

Why does my search not return any results?

Please check that you are entering your query into the correct field.

Also check that the invoice you are searching for has an account number that you are
permitted to view.

Is there another entry in a search field? Try pressing ‘clear’ and redo your search.

How do | change the order of my search results?
You can click on the column header which alternates between ascending and

descending.
You can amend the sort criteria in the sort area as follows:
er w» | Sort | Invoice Date w | | DESC

w | Then | [Nong] w | | ASC

Search Clear

_____________________________

How do | save the search results set?

When you right-click in the results area you will see a menu with the option to ‘Save
Results’. This creates a CSV of all results and allows you to open the file in your
spreadsheet program.

Can | view more results?

The system has a designed maximum limit of 6000 results for any search.

As standard, these are delivered back in pages of 100 results each. You can change
this to up a maximum of 1000 or make it smaller if required. The ‘Save Results’
function works on the complete results set, not just a single page.

How can | upload the document content into my CRM system?

You have the ability to download documents in either: CSV, comma separated value
file, widely accepted as a CRM upload

TXT, a pipe-delimited file. Pipes (|) are easily amended to the delimiter of your choice
Spreadsheet, an MSExcel file which can be uploaded to most systems.
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