HOW TO IMPORT IN TO XERO FROM INTRASTATS.
This is the best way to get the info in correctly while fixing data entry to Intrastats.

Importing the invoices from Intrastats to Xero the accounts package. We do this weekly sometimes
more. From all three companies Viamed Ltd, Vandgraph Ltd and VST Ltd.

So they can be used to allocate to the bank statement.

You do not need the do anything with Viamed Properties as its not a trading company.
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pick the company you are doing import for.
Viamed, Vandgraph and VST
will all need doing weekly

EBAY - PAYPAL | catrin.hollinas@viamed.co.uk

This procedure will go through Vandagraph and Viamed as they are a little different.

Press Viamed
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0 Prepare Opera Viamed Invoices 23 Apr 2020 - Helen Lamb
1 Prepare Atlas Invoices =
a Prepare and Preview CSV File
Check for Missing Data - Pay Attention to Currency
3 Confirmation Opera Been Uploaded to Xero
Uploads of Invoices by Date Uploaded
nd of file - total 247 lines)
27 May 2026 Helen Lamb generate_csv 1779901013 Key Fields
26 May 2026 Helen Lamb generate_csv 1779788841 Key Fields
21 May 2026 Helen Lamb generate_csv 1779368802 Key Fields
18 May 2026 Helen Lamb generate_csv 1779106721 Key Fields

The section below the main area is a place where you can re add old uploads to the importer. So if
something is missed or has not gone in you can find the one click it and then go through the

uploading process again to re import. Xero will not let you add the same invoice more than once it
looks for invoice numbers.

There are times when the company name does not go in or the email address has a full stop at the
end of it. Those lines will then not import. These are two occasion where you need to re do an old
up load.

Also once you have downloaded the CVS file I keep them in a separate folder so I can look though
them if an invoice is missing from Xero. TO see the date it should have gone on.

Click Prepare opera data
Click Prepare Atlas Invoices
Then click Preview Downloads

Finally click Reviewed and Uploaded CSV Downloads to Xero
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1 Prepare Atias Invoices

2 Prepare and Preview CSV File
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Now you can click Download CSV Records: 0 -> 135 (this number is the amount of records to be
imported.) This job is done weekly, because if its larger than 500 lines Xero won’t accept it. It will
only accept in batches of 500. This download will split in to 2 or more files that have to be
checked/fix/sorted. So if it does get to more then 500 lines you must do all the down loads present
or you will miss some invoices.
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Right click the file XERO_SalesInvoiceTemplate_Viamed. Click Open With. Then click Libra
Office.

A pop up window will appear. In here you MUST change the stock column to a text type. Slide the
bar along to get to the InventoryltemCode this is the stock column. In the drop down change the
type to Text. Then you can click ok.

If you don’t do this the import will remove all the ‘0’ from the front of the stock items and it is a
very big job to go and fix the stock in every invoice or delete the invoices and starting again.
THERE IS NO DELETE ALL FOR INVOICES you’d have to do it one at a time from within the
invoice itself in Xero.

This is also why its important to import the correct companies invoices in to the right Xero. Viamed
in to Viamed etc. Its easy to not check and put in the wrong one if you are doing several. Be careful.
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Once you have clicked ok the libra office window comes up. In Viamed and Vandagraph it maybe
be worth while to sort by company name so you are only checking each company once. As they do
not appears on this first layout in alphabetical order.

Click the A box at the top of the column, this highlights the whole column blue.
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You MUST press Extend Selection so it keeps all the lines correct. Otherwise it will only sort the
first column and not keep the data on each line together.
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Now press ok.

At the top you will get two empty lines you can delete these as Xero will note them when you
import but it doesn’t stop the import so you don’t have to. I always do when I sort, so VST I don’t
as there are very few lines on this.

You can delete the lines by pressing the 2 and 3 numbers at the start then which highlights the rows,
right click and delete rows.
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Now you roll down the list, Viamed and VST we do not keep the CID numbers in the contact name.
Vandagraph we do keep the CID number on the company names. As a rule I only capitalise
Purchasing (TELEDYNE) accounts so its easier to spot the right sales/purchasing account. So fix
contacts that are all capitals in the system and spreadsheet.

Fix on the spreadsheet and then go to Intrastats and fix the Xero name in the Main details on the
contact.

While you going down the list look for those with no email for statements to go to. Almost all will
need them. Some SBS shared business services and ELFS do not have but the rest should.



You can also check that there aren’t any hospitals that need to be in as the NHS trust and not the
hospital. New accounts go in with the CID so you can see the new accounts that may need fixing
easier.

37 |East Of England Ambulance Service NHS Trust creditors@eastamb.nhs.uk
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43 Furomed Medical Suiution L.chlebowski@euromed.net.pl
44 |Euromed Medical Solution L.chlebowski@euromed.net.pl
45 |Euromed Medical Solution .chlebowski@euromed.net.pl

This needs fixing on the spreadsheet and in Intrastats.
NOTE when copying in to the spreadsheet its easier to bring in as unformatted text.

Control shift V then select unformatted text. This way no tabs or odd characters go in, that break the
import to Xero. Xero can be quirky and its safer to fix in the spreadsheet than in Xero.
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On this I have added email address and removed the CID number in spreadsheet and in intrastats.

Once at the bottom check there are now lines without a contact or email, sometimes you get them in
with an invoice number but no contact details these will end up at the bottom if sorting drag slide
bar to check there aren’t any.



We don’t do anything with the address fields in here. So I shrink the columns so I can see contact
name and country near each other.
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Buniversity Hospitals Sussex NHS Foundation Trust RVMI63766-1 3430126 201052026 28106/2026 PPUPSL UPS Courier Delivery - Standard 1 8 3041 20% (VAT on sales)
luriversity Hospitals Sussex NHS Foundation Trust RVMI63813-1 3430707 201052026 28106/2026 0021013 Sensor wraps bor of 12 4 1255 1001 20% (VAT on sales)
lluniversity Hospitals Sussex NHS Foundation Trust RVMI63813-1 3430707 2010512026 28106/2026 PPUPSL UPS Courier Delivery - Standard 1 0 3041 20% (VAT on sales)
Bvandagraph Ld RVMI63122.1  PANS133 026 271062026 0140210 Labour Charge - Viamed to Vandagraph 13 4 1001 20% (VAT on sales)
Bvandagraph Ld RVMI63122.1  PANS133 28/08/2026 2710612026 ExW Delivery: EXW - Viamed UK (Incoterms 2020) 1 [ 3041 20% (VAT on sales)
llvandagraph Ltd RVMI63491-1  PANS17S OLI0§/2026 010712026 0140210 Labour Charge - Viamed to Vandagraph 5 4 100120% (VAT on sales)
1 |Cardiotec - Northern Ireland &M 2 B b Northern Ireland RYM163812-1 PO-2504 29/05/2026 |28/06/2026 PPUPS1L UPS Courier Delivery - Standard
2 |Circle Health Group #+PFBIrCh*UK RVM163807-1 023-102142 28/05/2026  27/06/2026 2520000 DB3 Patient Lead
Circle Health Group +¢kBiFCr¥ UK RVM163807-1 023-102142 28/05/2026  27/06/2026 PPUPSL UPS Courier Delivery - Standard
4 |Countess of Chester NHS FT L CheUK RVM163791-1 NS477834 28/05/2026  27/06/2026 4610030
5 |Countess of Chester NHS FT &+ LisCh 0o UK RVM163791-1 NS477834 28/05/2026  27/06/2026 PPUPS1 UPS Courier Delivery - Standard
6 |D. Cortessis & Co L.P, #}Gerr Az Greece RVYM163770-1 3203 28/05/2026  27/06/2026 014752 Sp02 Silicone Finger Sensor - Adult
7 |D. Cortessis & CoL.P, &> GerArd Greece RVM163770-1 3203 28/05/2026  27/06/2026 EXW Delivery: EXW - Viamed UK (Incoterms 202
8 |Derby and Burton University Hospitals NHS Foundation Trust #M>BeBEPFUK RVM163734-1 640212124 28/06/2026 | 27/06/2026 1114006 EyeMax - Regular R300P01
9 |Derby and Burton University Hospitals NHS Foundation Trust #FYBESEFPFUK RVM163734-1 640212124 28/05/2026  27/06/2026 PPUPS1 UPS Courier Delivery - Standard

if theres a gap I would copy the stock number in for the column next to it.

Now we sort the POCountry column so we can check the VAT codes by country. Sort the POCountry
as we did with the contact name. Extend selection. OK. If you need to shrink more columns to see the county
and TaxType on same screen do so now.

| XERO_SaleslnvoiceTemplate_Viamed_2026_06_01_0.csv — LibreOffice Calc
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2gether Support Solutions Ltd
Anaesthetic Technical Services
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Atlas BEW Management Ltd / Blackpool Hosp

Atlas BEW Management Ltd / Blackpool Hosp

Data Tools Window Help
Sort..
Sort Ascending
Sort Descending
AutoFilter Ctrl+Shift+L
More Filters 3
K
Define Range... POCountry InvaiceN
Select Range... UK RVM163
Refresh Range UK RVM163
i UK RVM163
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Calculate » (UK RVM163
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Validity...
Yalidity South Africa  |RVM163
SuICEE South Africa  [RVM163
Form... UK RVM163
UK RVM163
Streams... e o aa e
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A [ded] o | v
lame PRRFPRPRPOCOUNTY ___ iInvoiceMumber [Reference InvoiceDate DueDate Inye .ode  Description Quantity Uni axType
Solutions 0Poc As# Australia RVMI63705-1 [221052684KG 28/05/2026  27/0612026 0110560 Oxygen Sensor OOM111 1 1001/Zero Rated Sales
Solutions #1Poc Ast Australia RVM163705-1 28/05/2026  27/06/2026 INS Insurance 1 3045(Zero Rated Sales
Solutions RVM163705-1 [221052684KG 28/05/2026  27/06/2026 BC Bank Charges 1 3053|Zero Rated Sales
Solutions RVM163705-1 [221052684KG 28/05/2026  27/06/2026 PPUPS7 UPS Courier Delivery - Express Saver 1 3041(Zero Rated Sales
Ig RVM163786-1 [L0BB534 20/06/2026  28/06/2026 0039003 Battery cover. 3 1001(Zero Rated Sales
#lgnaz V¥ Austria RVM163786-1 |L0BBS34 29/05/2026  28/06/2026 0110017 Oxygen Sensor R-17TMED 1 1001(Zero Rated Sales
#lgnaz Vit Austria RVM163786-1 [L08B534 20/05/2026  28/06/2026 0012165 Pulse Oximeter Viamed VM-2160 SMARTsat. 1 1001(Zero Rated Sales
#lgnaz V¥ Austria RVM163786-1 [L0BB534 29/05/2026  28/06/2026 0014752 SpOz2 Silicone Finger Sensor - Adult 1 1001(Zero Rated Sales
#lgnaz Vib# Austria RVM163786-1 |L08BB534 20/05/2026  28/06/2026 PPUPSE UPS Courier Delivery - Standard 1 3041(Zero Rated Sales
#5 Rue Se Belgium RVM162728-1 42142 28/06/2026  27/06/2026 0110511 Oxygen Sensor MOX20 Medicel. 10 1001(Zero Rated Sales
#5 Rue 507 Belgium RVM162728-1 42142 28/05/2026  27/06/2026 0110990 CO Sensor ASMEF 30 1001(Zero Rated Sales
#5 Ru# S## Belgium RVM162728-1 42142 28/05/2026  27/06/2026 0110081 Oxygen sensor UFQ 130-2 5 1001(Zero Rated Sales
#5 Rue S¢# Belgium RVM162728-1 42142 28/05/2026  27/06/2026 0110970 NO Sensor 3MNT 2 1001(Zero Rated Sales
#5 Rue §¢# Belgium RVM162728-1 42142 28/05/2026  27/06/2026 INS Insurance 1 3045(Zero Rated Sales
#5 Rue Se Belgium RVM162728-1 42142 28/06/2026  27/06/2026 PPUPS6 UPS Courier Delivery - Standard 1 3041(Zero Rated Sales
#5 Rue 507 Belgium RVM163423-1 42319 28/05/2026  27/06/2026 0110511 Oxygen Sensor MOX20 Medicel. 5 1001(Zero Rated Sales
#5 Rué 5¢# Belgium RVM163423-1 4231028/05/2026  27/06/2026 0110081 Oxygen sensor UFO 130-2 5 1001(Zero Rated Sales
#5 Rue S¢# Belgium RVM163423-1 4231928/05/2026  27/06/2026 INS Insurance 1 3045|Zero Rated Sales
5 Rue Sa# Ralniom RVM1834731 ADQDRIORIOIE  DTIDRIPNIE PPLIPSA 1PS Courier Delivary - Standard 1 204117ern Rated Sales
o5 HUe 3P H BelIgium HVIVILDZIZB-1 22 @e P #£810 HAteo >ales
¢5 Rug S## Belgium RVM162728-1 E22RPFMER #7ero Rated Sales
5 Rué¢ Sé# Belgium RVM162728-1 E2>2mpER #7ero Rated Sales
5 Ru¢ S## Belgium RVM163423-1 E»2rMe#H #Zero Rated Sales
¢5 Rue S Belgium RVM163423-1 [#»2rtef# # Zero Rated Sales
¢5 Rug S## Belgium RVM163423-1 E22RPFMER #7ero Rated Sales
5 Rué¢ Sé# Belgium RVM163423-1 E2>2mpER #7ero Rated Sales
&> Gerr Ab# Greece RVM163770-1 E>2mF¥2 #7ero Rated Sales
&> Ger At Greece RVMI163770-1 & 2»2mEMiE # Zero Rated Sales
Pk 5+Tsi#Hong Kong RVM163672-1 |»2>2pke#H# #7ero Rated Sales
P P5+ Tsit Hong Kong RVM163672-1 |»»2rMP#E # Zero Rated Sales

Zero Rated Sales
Zero Rated Sales

Bk 5+ Tk Hong Kong RVM163672-1 [»22hbbaz
P k5 TsirHong Kong RVM163672-1 [»22mbbid

#
#
#
#
#
#
#
#
#
#
#
#
#
#
#
#
#
#
#
#
#
#
#
#

#MP_ O RiskIsrael RVM163776-1 E22RpHE #7ero Rated Sales

PP O Risklsrael RVM163776-1 E2»2MEMER #7ero Rated Sales

-l > Ot J2 ¥ Japan RVM163698-1 (%>22(0#3 & 7ero Rated Sales

o> J2> » Japan RVM163698-1 (%222 (0## #Zero Rated Sales
77777 ikco Co Limited > O J2 ¥ Japan RVM163698-1 (#22BBPEE #7ero Rated Sales
Cardiotec - Northern Ireland p2 rB2 pNorthern Ireland RVM163812-1 |k>28 4322 #20% (VAT on sales)
Cardiotec - Northern Ireland &F2 ¥Ba b Northen Ireland RVM163812-1 |m>28 #3345 #20% (VAT on sales)
Cardiotec - Northern Ireland P2 vB2 b Northemn Ireland RVM163812-1 |B228BMEH #20% (VAT on sales)
Euromed Medical Solution I+ +P##Poland RVM163573-1 |%»2p*pHEE #7ero Rated Sales
Euromed Medical Solution k¥ Ul P& #Poland RVM163573-1 |¥22@ e #7ero Rated Sales
Euromed Medical Solution I3 UI, #P##Poland RVM163573-1 (%>2mFMER #7ero Rated Sales
Euromed Medical Solution U, »P##Poland

RVM163573-1

haPalllalistiit

Zero Rated Sales

If the country is missing add it and make sure to fix in Intrastats.

All countries except UK, Northern Ireland and Scotland will be VAT exempt. This is why we put
them in country order. If you get a UK customer with Zero rated Sales you need to check its correct
in Intrastats. There must be a VAT exempt certificate on the order.

Upload File

ZERO VAT ORDER
", View 14:57:39 27 May 2026 (VAT - Viamed.pdf) *

Choose file | No file chosen

VAT Exempt CertificateYes

Pavment Nntification if annlicahle

If not its most likely the wrong country to Tax type. In the case above its got a VAT exempt
certificate. But if not it may say delivered to UK (which would have VAT) and in system actually be
delivered out of UK. Or the Other way round. You may need to fix the country or Tax type in the
spreadsheet, depending on which this is.

Vat on UK deliveries. No Vat on deliveries sent out of UK.

So English man who usually has things delivered to UK, wants his order sending to USA is Zero
VAT (Tax). But his account is probably set up to have VAT.

A Spanish customer wants to have a friend pick up the parcel from the offices. Or be delivered to
UK. This would have 20% Vat on it.

Once you are happy with the Tax you can Save. DO NOT FORGET TO SAVE IT

CHECK you are in the correct Xero, Click Sales, invoices. DO not change file type. Must be CSV
file.
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Click Import.

XErO 5010612 ViamedLimited ~  Home Sales Purchases Reporing  Accounting

—
Import your sales invoices

Import your invoices
o o s o st s s o s S
Step 1. Download our nvoices template fle
oy dovisig e s O (s St e T
it o o s g s e 158
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Step 2. Copy your invoices into the template

Step 3.Import the updated template file
‘Selectth e toimport
Browse  ofis sacad

el s O (St o) T
[ et

In browse, find your CSV file. Hit import.

Xer@ 5010612 Viamed Limited ~ Home Sales Purchases Reporting Accounting Tax  Contacts

Ingices » Import >

Import your sales invoices

o The imported XERO_SalesinvoiceTemplate_Viamed_2026_06_01_0.csv contained 54 invoices. the following wil be imgerted inta Xero:

~ 54 new draft invaices will be imported

Inventory
« 0 new items will be created
128 items malch existing inventory item codes but will import unique description or price
Rows 3,4, 6, 15, 10, 24, 35, 37, 131: hem has 3 different price
b Rows 20, 22, 25, 28, 31, 40, 42, 46, 48, 81, 65, 67, 89, 71,73, 78, 83, 81, 84, 101, 110, 112, 114, 126, 128, 130, 132, 138: hem has a different description

Rows 2,5,7.9, 10,11, 13 14,18, 17,18, 21,23, 23 27, 32,33, 34, 38, 38, 30, 41, 43, 44, 45, 47, 40, 50, 51, 52, §3, 54, §5, 66, 57, 54, 50, 82, B3, 64, 68,
682,70, 72, 74, 75, 78, 77, 78, 20, 81, 83, 84, 85 7, 88, 20, 00, 82, 83, 05, 06, 07, 08, 90, 100, 102, 103, 104, 105, 106, 107, 108, 108, 111, 113, 115,
16, 117, 118, 119, 120, 121, 122, 123, 124, 125, 133 124, 125: Item has = defsrant description and orice

Invoices wiill be imported as drafis and can be edited or deleted afterwards

= e




This next screen shows you any problems with the data. It’ll tell you if you have the two blank
lines, which is fine. Check this as if its wrong, cancel and go back to fix your data. Then re import.

Once happy hit Complete Import.
Invoices will now be in draft this is the last place you can delete in bulk. Once you Approve you’d
have to delete each invoice individually.

At this point id check the company matches the invoice prefix. Viamed RVM, Vandagraph RAN,
VST RST.
Xere® 501062 Viamed Limited + Home Sales Purchases  Repodil

Invoices

Al Draft(s4)  Awaiting Approval 1) = Awa

[ (©) 5t e i i, cn e

Submitfor approval | | Approve || Delete || Print || Email | | Copyto.. | Mo

T) | Number + Ref To

D Rvmiezzee-1 a2

O Rvmisatzz PANS133

[ RYM183423-1 42319

D Rvmisaser PANS1TS

D RwmiaissT2 10017

D RvmisasTz1 18528

D RYM183673-1 SRS50406

D RVM163583-1 40086352

Once happy highlight all and Approve

Submit for approval Approve Delate
Submit for approval Approve Delete Print Email Copy fo... | 54 items selected | 33,7017

o
B | Humber - et Number ~ Ref To
- RVM182725-1 42142 RYM162728-1 42142 Medisoft 54
RVM163122-1 PANS133 RVM163122-1 PANS132 Viandagragh Lid
T T RVM183423-1 42310 Medisoft SA

RVM183481-1 PANS175 Vandagragh Ltd
RVM183401-1 PAME1TS

RVM163557-2 10817 Arrabon Distribution (PTY) Ltd
RWM163557-2 10817

RVM183572-1 718528 Anzesthetic Technical Seniices
Rl TS RVM183573-1 SRI50408 Euromed Medical Solution
RVM163573-1 SREG0408 RVM183503-1 40086352 2gether Support Solutions Ltd
RVM183503-1 40088352 RVM183803-1 RWA285078 Hull University Teaching Hospitals NHS

Confirm

You have selected 54 tems to approve

The only difference between the companies is the CID numbers on the Vandagraph contact names.
Also there tends to be more mistakes missing data in Vandagraph then the other two companies. Fix
and add info as you go. Correct spreadsheet and Intrastats.



