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Getting Started 

Section 1 - Preparation  

The invoices you send to your customers via PDF will include your Company Logo 
and your bank details, so it is helpful to have these ready when you go through the 
account registration process. 
 
In order to set-up your bank details on B2B Router you will need to obtain your IBAN 
and BIC/SWIFT numbers from your bank.  
 
Alternatively, there is an IBAN and BIC/SWIFT code search function provided at:  
http://www.ibancalculator.com/bic_und_iban.html 
For your company logo you will need to have a JPEG, GIF or PNG file saved on your 
system ready to upload during the Invoice set-up process.  
 
For access to the PEPPOL network you need to subscribe to the Business plan. You 
can check our ‘Premium Plans’ for an overview of the choices available to you.   
 
This user guide focuses on the Business Plan, which provides a platform for the 
electronic exchange of PEPPOL-compliant orders and invoices, and a facility for 
managing all of your eBusiness activities.  
 
 
 

 

 

 

 

 
 
 

http://www.ibancalculator.com/bic_und_iban.html
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Section 2 - Registering your details 

 

1. Go to:  https://www.b2brouter.net/ 
 
2. From the Home Page, click on the ‘Sign-up’ button. A form will appear where you 
can enter login user information and proceed to ‘Sign-up’. The email address you 
enter will be used to send you an activation email.  Please note, you can only register 
one account to any email address.    
 

 
 
 
3.  Once you have completed the details, click the ‘Continue’ button at the bottom of 
your screen.  This will initiate the account activation email.  
 
4.  When you receive the account activation email (please always check your Spam 
Folder if you don’t receive the email), click on the activation link.  This will take you 
to the log-on screen.  
 
5.  Enter your email and password to sign into the B2B Router portal – see below.  
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Once you have logged on you will see a main menu with 7 sections. As you click on 
each section you will see a sub-menu of different functions, which includes some of 
the areas you need to set-up next.  
 
There are two additional sections. 
‘Configure’ - to set up your company and ‘Support’ - to request support. 
 
Go to:  
Main Menu: Configure 
Option: Fiscal Data  
 
Please see a completed page below with sample data completed for your company. 
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Fill in your Company details and please make sure to enter your VAT ID Number.   
 
Select currency.  
 
For your logo, a JPEG, GIF, or PNG file can be uploaded. The logo will be included in 
any invoices you create on B2B Router, and will also be visible in the top left-hand 
corner of many of the screens while you are logged onto the system. 
 
For Taxes, it is possible to specify additional VAT types or rates (for example if you 
have a specific exemption).   
 
When the page has been completed, please save your screen.  After saving, you will 
see your own Country VAT rates have populated the tax section of the screen 
(below).  
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Go To:  
Menu: Configure 
Sub-Menu: Bank Info  
 

 
 
Please enter your bank name, IBAN number and BIC/SWIFT number (X’s are used 
here to show you the expected length of these numbers), and save the screen.  
 
If you don’t have IBAN, you can use a bank account. 
 
Go To:  
Menu: Configure 
Sub-Menu: Customisation  
 
In this screen you can choose your preferences for email notifications, for PDF copies 
of invoices, and for the language you wish to receive correspondence in.  Please see 
the sample below.  
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After choosing your preferences, please save your changes at the bottom of the 
screen.   
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Section 3 - Upgrade Plan 

 
Next, please go to Subscription.  
 

 

 
 
Select the Business plan from the list.  
 
Click on the ‘purchase’ button in the Business Plan box.    
 
This will take you to a Payment Information Screen (below) where you can choose 
your Plan type in the dropdown list in the top right-hand corner.  In this case choose 
‘Business’.  
 
 

 
 
Next you can choose your payment type (see the 3 blue boxes above for Credit Card, 
Direct Debit, and Bank Transfer).  
 
When Credit Card is chosen, the following screen appears and you can select your 
language ‘English’ in the dropdown box in the top right-hand corner of your screen.  
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Next, enter your card details and click on ‘Pay’.   
 
Once your payment has been received, you will receive an automated email from 
the system with a link to the PDF invoice/receipt for your annual fee, for you to 
download.    
 
 
If Direct Debit is chosen as the Payment Method: 
 

 
 
First enter your IBAN number.   
Then download the mandate and sign it.  
Scan the mandate and save it on your system. 
Upload the signed document using the browse function to locate it on your system. 
When the document is uploaded, click on the ‘Send’ button  
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If Bank Transfer is chosen as the payment method: 
 

 
 
Please make the transfer through your online banking system (if international 
payments functionality is allowed), using the recipient and IBAN details as above.   
Download the transfer confirmation document (usually a PDF) and save it to your 
system.   
 
Upload the document using the Browse function and click on the ‘Send’ button. 
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Section 4 - Your PEPPOL Details  

 
Setting up your PEPPOL Endpoint ID 
 
All buyers and suppliers who receive electronic documents within the PEPPOL 
network need to assign themselves a PEPPOL Endpoint ID.  This ID needs to be a type 
of number that uniquely defines your organisation and one that is accepted in the 
PEPPOL policy for identifiers.  The most commonly used are either a GS1-GLN or a 
VAT ID. The NHS prefers that the GLN (Global Location Number) is used, so please 
use that if you have one. 
 
Important: You need to have subscribed to the Business Plan to configure your 
PEPPOL connection. 
 
Go To:  
Main Menu: Configure 
Sub-Menu:  Connections 
 

 
 
A list of connection types will appear. You need to fill in the PEPPOL section.  

Under PEPPOL Scheme ID – enter your PEPPOL Endpoint Identifier Type.  From the 
dropdown list choose ‘GLN - EAN International’ (as per screen shot above) 

Under PEPPOL Endpoint ID – enter your PEPPOL Endpoint ID number  
 
Scroll to the bottom of the page and click on the ‘Save’ button to complete the set-
up.  
 
Your set-up is complete - you’re ready to go!   
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How to use B2B Router 

Section 5 – Setting up your Customers  

 
Before you start setting up your buyers you will need to have some details, including 
your customer’s VAT ID number and their company registration number, if you want 
to include these details on the invoice.  You will also need to know your customer’s 
PEPPOL Endpoint ID Type and Endpoint ID Number to complete this form, in order 
for B2B Router to locate your client correctly in the PEPPOL network.  You can obtain 
this information by contacting your customer directly.   
 
Go To:  
Main Menu: Companies 
 
The following screen will appear.  
 

 
 
 
Next, in the form, click the green box called ‘New Company’, where you will find a 
similar screen to the one you completed to set-up your own company.  
 
In the screen you will see the following (sample data used):  
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Remember to add the 2-letter character code in front of the VAT ID number, if you 
use a register number from a non-European Community country (e.g. CH for 
Switzerland).  
Choose your customer’s currency. 
 
Important: In the ‘Method of delivery’ for receipt documents from this portal 
choose: ‘PEPPOL’ - as this is the format you are sending invoices and other 
documents in.   
 
Bank Info:  No need to fill this in, as you are the payment receiver in this case.  
 
Under the PEPPOL Scheme ID, choose the type of PEPPOL Endpoint Identifier type 
that your customer is using from the dropdown list. In the UK it is most likely to 
be ‘GLN - EAN International’ 
 
In the PEPPOL Endpoint ID field, enter the PEPPOL Endpoint ID Number (do not 
include any 4-digit prefix). 
 
Click on the ‘Save’ button to complete the customer set-up and you will see a screen 
like the one below (created with sample data).  
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Section 6 – Receiving Orders and Converting an Order to an Invoice 

 

Go To: 
Main Menu:  Orders 
 
When an order is received from a customer, you will receive an automated email 
notification.  However, at any time you can go to ‘Orders’ through the main menu 
and the following screen will appear.  
 

 
 

Click on the ‘Order Number’ to view the details (example below) or download and 
save the order in a PDF format.  You have the ability to create an invoice from the 
order details with the simple click of a button and to send it to your customer once 
the goods have been shipped (or services performed).   
 
Please note:  An order may or may not contain the necessary VAT information 
needed for the invoice, so it is important to check for VAT on the order, and to 
always review the converted invoice to ensure all of the details are included, and 
that the VAT value is correct for the new invoice, before saving and sending.  In the 
example provided below, you will notice the order contains the total amounts with 
and without VAT.  
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You can download a label of the order using the link ‘More’ and  ‘Order labels’. 
 

 
 
The label will be downloaded in PDF format. 
 
Next, click on ‘Create Invoice’ from the menu in the Order screen, and a new invoice 
will be created directly from the order, (see example below), which should be edited 
to adjust quantities or tax details according to what has actually been delivered.  The 
PDF version of the invoice will also contain your company logo, if you uploaded it to 
the portal in your company set-up screen. 
(Go to: Configure>Companies>Fiscal Data, to upload your logo).  
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Next, click on ‘Edit’ in the invoice menu bar and you will be presented first with the 
‘header’ level section of the invoice in the ‘Invoice data’ sub-menu, (see the example 
below). Here you can enter any additional details that may not have been included in 
the order received from your customer, and save your changes to the invoice. 
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Next, click on ‘Lines’ in the sub-menu of the invoice, and you will be presented with 
the line item detail that can be edited, if you wish to provide additional information.   
In this screen you also need to choose the appropriate VAT percentage, and 
whether you wish the VAT to be detailed at the item line or summary level of the 
invoice, before saving your changes.  Please see the example below.  
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Once you have saved your changes, you can see an on-line view of the invoice (see 
example below).  You can also click on ‘Download PDF copy’ to download a PDF of 
the invoice.  
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You can click on ‘Send’ at the top of the screen (see below), if you are ready to send 
the invoice, or you can save it and send it at a later date. 
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The invoice will be saved in the ‘Invoice’ section of the portal, where you can choose 
to send (or delete) it at any time.  
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Section 7 - Creating and Sending Invoices 

 
Go To: 
Main Menu:  Invoices 
Sub- Menu:  Issued Invoices 
 
You can also create invoices directly (without receiving and converting an Order) at 
any time. 
 
Click on the ‘New Invoice’ button and complete the invoice details (sample data 
used in the example below).  Please note:  Only those fields containing a * symbol 
are mandatory to complete.  
 

 
 
The screen print above shows the top part of the invoice screen.  
 
When you select the Client from the dropdown list, the way the invoice will be 
submitted is displayed in the Method of Delivery. If you want to send via PEPPOL, 
the Method of Delivery will be PEPPOL. 
 
For taxes (VAT), click on the ‘Lines’ tab, and you can see the standard VAT rate for 
the UK is displayed as the default, (you can change it to the lower rate or zero rate 
where required), and VAT will be at the invoice level, unless you tick the ‘line tax’ 
box, and then the system will calculate and display VAT on each invoice line.  
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For Invoice Lines, enter the quantity, the type of measurement (hours, units, etc.), 
the product code and the unit cost.  The system will calculate the extended line item 
cost (number of units X unit cost) plus VAT when the line item VAT box is ticked, (as 
described above).  You can also enter discounts, charges, despatch advice and 
receiving advice information at the line item level.  See the sample input in the 
screen print above and the completed invoice in the screen print below. 
 
If you need to delete a line, just click on the waste basket symbol beside the line 
item.  
If you need to add lines, click on the blue + ‘Add a new invoice line’  
The line item # (available under each line item) is an option if you need to identify 
which line number of the original order that this invoice line belongs to (particularly 
if some parts of the original order will be shipped and invoiced at a later date). 
 
If you need to attach a document which backs up the invoice, advance to 
‘5. Additional documents’ and click on the ‘Upload File’ button and upload the 
attachment.  
 

 
 
 
There is a section for Factoring Assignment (3rd party invoice financing). Click on the 
‘3. Payment method’ and use the link ‘Factoring Assignment’ tab (See the sample 
input in the screen print below), and enter details, (if applicable). 
 



B2B Router   User Guide for PEPPOL Users 

 

  
 Page 29 of 39 
 

 
 
To complete the invoice and view it (or delete it) before sending, click on ‘Save and 
preview’ at the bottom of your screen. 
 
Or you can also save the changes and continue to edit the invoice. To do this use the 
‘Save’ option. 
 
When you click on the ‘Save and preview’ button, the invoice details are displayed 
as below, (your logo will appear in the top left-hand corner if uploaded in your 
company set-up process). 
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From the invoice view (shown above), you can edit the invoice, delete it, send it, 
download PDF copy and /or look at more options (download it in its XML format, 
Duplicate, etc.). 
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Clicking on the ‘Send’ option will submit the PEPPOL BIS invoice through the PEPPOL 
network. 
 
The PDF version of the invoice will also display your company logo (if you uploaded it 
in your company set-up process).   
 
 
If you click on ‘Reports’, you can see the invoice you created, (and any others 
created previously). 
 

 
 
 
If you click on ‘Issued Invoices’, you can see the invoice listed (below), and you can 
click on the invoice number to view the details.  
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Please Note:  If you send recurring invoices to the same customer for the same 
amount (monthly or any other period), you can click on the ‘Recurring’ function and 
set them up there.  
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Section 8 – Preferences, Account Details and Adding Additional Users 

 

 
To set your user preferences: 
 
Go To: From any screen 
Click on the drop-down arrow beside your user name (top right-hand corner of 
your screen) 
Choose: ‘My Data’ 
 

 
 
In this section you can set your User preferences and change any data (Name, 
surname, email or password).  
 

 
 
Choose ‘Preferences’ (see left menu) to edit the notifications you wish to receive 
from B2B Router (for incoming orders or invoices). 
 
For Email notifications, choose: ‘For any event on all my projects’ from the 
dropdown list. 
 
You can also choose your time zone and other preferences (Please see the example 
below).  
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To set your company preferences: 
 
Go To: From any screen 
Click on the Configure option in the top right of the screen 
Choose: ‘Adjustments’ 
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You can also choose: 
 
‘Subscription’ to view your current ‘Plan’ and the date upon which it expires.  
 
‘Fiscal Data’ to manage your company fiscal information.  
 
‘Taxes’ to select the tax information for your invoices. 
 
‘Bank info’ to manage bank accounts you want to receive payments in. 
 
‘Connections’ to customise different connection channels such as PEPPOL. 
 
‘Customisation’ to set up specific parameters in the application. 
 
‘Branches’ to define the branches of your business. 
 
‘Users’ to set up users for the application. 
 
 
To set up additional Users:  
 
Go To: Select Users 

 
 
Click on the Green ‘New User’ Button and you will be presented with the following 
screen (see example below), where you can add a new user to have access to the 
portal. 
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Select the user from the drop-down list if they are already listed, or click on ‘New 
user’ to invite a new user to the portal. You need to use their email address. Select 
the permissions to be granted, and the modules the user will have access to, and the 
language they will use. 
 
The user will receive an invitation email and will need to accept the invitation, by 
responding to the validation email, to then be activated as a new user for the 
company with the selected permissions. 
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To Suspend or Delete a User: 
 
As a company owner, from any of the user screens, you can suspend a user by 
clicking on ‘Delete’ in the top right-hand corner of your screen using the waste 
basket icon (see below). 
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Section 9 – System Support 

 
You can report any technical issues easily: 
 
Click on ‘Support’ at the right top of your screen.  If you have any open support 
issues pending, you will see them in the summary screen as below.   
 

 
 
Click on ‘New Issue’, and the following screen will appear where you can describe 
your problem and attach any supporting documents or screen prints captured while 
experiencing difficulty.   
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You will receive a response by email and you will also be able to track the progress of 
your issue in the summary screen copied above. 
 
 
 


