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VM3COP20.95 Invoice Processing on B2B
Router Platform

1 Navigate to https://www.b2brouter.net/uk/

2 Click "Log in"

3 Enter the login details shown on "B2B Router" CRM Account Memo.
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4 Click Login.

5 Click "Income"
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6 Click "Expired"

7 Either in IntraStats navigate to the Xero logo or go directly to URL
https://login.xero.com

8 Type in your user name and password as provided by Accounts.
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9 Click "Log in"

10 In B2BRouter copy the first invoice number which shows at the top of the expired
list.
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11 In Xero, click the magnifying glass and paste the invoice number. Please make
sure that you do not include any spaces at the beginning as it will not show you
the correct results.

12 Next to the relevant invoice number, click the arrow button. This will either state
Paid (in green) or Awaiting Payment (in orange).
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13 If the invoice has been paid, in B2B Router click the tickbox to the left of the
invoice number. Continue down the list of expired invoices and select all invoices
which have been paid.

14 Click "Mark as"
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15 Click "Closed"

16 Click "Yes"
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17 Now you need to check there are no outstanding orders which have not been
invoiced. Click "Orders"

18 Click on the filters icon.
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19 Click "Accepted"

20 Click "Received"
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21 Click "Apply"

22 Selecting the first number, copy the order number.
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23 Go back to Intrastats menu and click this dropdown.

24 Select Customer Order and paste the invoice number into the search box.
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25 Click the magnifying glass icon to search.

26 When the order is found, click "Invoice/QA Details".
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27 If no invoice is available, this order is outstanding move onto the next.
If it has been invoiced, go back to B2B Router and click the applicable invoice
number.

28 Click "Create invoice"
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29 Click "Edit"

30 Click the "Invoice number" field and add the RVM number as shown on invoice.
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31 Download a copy of the relevant invoice from Intrastats.

32 Edit the relevant fields in B2B Router to reflect the information shown on the
invoice. Click and edit the "Y-MM-DD" field.
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33 Click "Next"

34 Usually carriage is not shown on an order. To add this Click "Add catalogue item.
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35 Click the "Search product ID or name" field - usually PPUPS1 (see the applicable
invoice)

36 Click "Search"
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37 When found, Click the tick box to the left of the product ID.

38 Click the Add button.
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39 Click the "Unit Price" field and input the correct amount (no £ symbol required).

40 Check that the prices are correct and the total is equal to the invoice shown on
Intrastats. Click "Next"
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41 Upload a copy of the invoice by clicking "Select files" and navigate to the
downloaded invoice.

42 Click "Next"
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43 Update the payment method to Bank Transfer.

44 Update the bank account to by clicking this dropdown.
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45 Amend the due date to 30 days by clicking this dropdown.

46 Once all information has been inputted click the "Save and Preview" Button. Check
all information is correct against the Intrastats invoice.
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47 Once all information has been checked then you can click "Send".

48 You may wish to also check that the invoice is not showing on the Invoices to Be
Emailed List - Opera Data, Invoices to be Emailed.

If it is shown in this list, please click "Invoice Sent".


