
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. 

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

Press Viamed 



-------------------
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 



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. 

Now you can open the CSV file to check and fix it. 



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 InventoryItemCode 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. 



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. 

In the Data tab press Sort. 



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. 

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. 

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.  

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. 

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. 

Now re go down the list to check there are no gaps in the Description 

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. 



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. 

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. 



Click Import. 

In browse, find your CSV file. Hit import. 



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.  

Once happy highlight all and 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. 


