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posinord

Guide to ELIN 2.0

= Electronic invoice documents are for you if you send domestic
and international mail and periodicals and pay via invoice on
your customer number at Postnord.

= With this tool you can create your invoice document for all
periodicals and mail services except unaddressed direct mail
(UDM).

= You enter details of what you need to send, when and where to
submit your shipments, plus other information that must be
specified for a complete invoice document. At the same time, a
shipping note is generated, which you print and deliver
together with your shipments.

*= You can also create templates and search saved and sent invoice
documents to get a better overview of what you sent.
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posinord

Getting started

Before you can use Electronic Invoice documents, you must be
a contract customer at PostNord and you must have a business
account at postnord.se.

You apply to become a contract customer via the link
http://www.postnord.se/foretag/kundservice/bli-kund/bli-avtalskund.
Once a credit check is completed, you will be sent a username,
password and verification code in a letter to the address of your
registered office. The verification code must be entered when you
first log in to Electronic Invoice documents.

You create a business account at postnord.se via the link
http://www.postnord.se/foretag/kundservice/bli-kund/skapa-konto.

Ver. 08/02/2018
Back to 102/ 4
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http://www.postnord.se/foretag/kundservice/bli-kund/bli-avtalskund
http://www.postnord.se/foretag/kundservice/bli-kund/bli-avtalskund
http://www.postnord.se/foretag/kundservice/bli-kund/skapa-konto

Login

1m0

posinord

Select “Login” under the Business tab at postnord.se and

then click on the link “Electronic Invoice document”.

PRIVAT FORETAG

postinord

Skicka v

Spara brev, paket och pall

Taemot v

Verktyg

Foretagslosningar v Kundservice v

Spara brev, paket och pall

Forsandelse-1D (9-35 tecken)

S6k med referens eller SMS-nummer: Avancerad sékning >

© =

S6k postnummer och adress Sok servicestélle

Handla online

Inloggning v Kontakt Om oss English
INLOGGNING X

1)
eBREV Webb [2

Elektroniska fakturaunderiag (2

Friméarksaterforsaljare 2

Kundportalen (2

Mina sidor

=
k

Ombudsbutiken (2
Pacsoft Online [2
Reklamfixaren [2
)

Bli foretagskund rktyg
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- Enter your username and password for

your postnord.se account.

Ver. 08/02/2018

Fakturaunderlag

Ange anvéndarnamn och lésenord.

Observera att du maste logga in med ett verifierat féretagskonto for att
kunna anvinda Elektroniskt fakturaunderlag (faljesedel).

Andrade leveranstider for utrikes séindningar till Danmark.

Lds mer om hur &ndringen paverkar val av artikel och markning av lastbarare
pa postnord.se.

Du som anvander egna mallar behdver uppdatera din befintlig mall,
alternativt skapa ny mall for fakturaunderlag/féljesedel, innan dit férsta
utskick efter

2017-01-01.

Anvandarnamn:

Losenord:

» Glomt losenordet

Du kan registrera dig nedan.

» Information och registrering
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Start using electronic invoice documents posinor

- Before you can use the tool for the first time, you must register
at least one contact person, a customer number/customer and
a drop-off point. You do this in the "Company Details” tab.

» You can find out more about this under the heading “"Company
Details tab” on pages 21-23 of this guide.

Svenska ~ org:5561286559 ~

posinord

Fakturaunderlag Mallar Foretagsuppglfter Hjalp
Kontaktpersoner Kundnummer/Kunder Inlamningsstallen Lagg till kundnummer/kund

Kundnummer Visningsordning

Kundnamn

Kundnummer * Organisationsnummer *
20013646 5562386559 “

( Hela min organisation Typ [IBetalande kundnummer [ lInlamnande kundnummer

Synligfér ~ ® Endast mig Radera

Ver. 08/02/2018 6
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Invoice Document tab

« On this page you can:
- See all your invoice documents

Search/filter invoice documents

Create new invoice documents

Change saved or imported invoice documents!

Send saved or imported invoice documents

Print shipping notes

Import and export invoice documents

Mallar

Fakturaunderlag Foretagsuppgifter Hjalp

Filtrera efter Betalandekund Skapatdatum Status ~ el

Inlamnande kund ~ Inlamnat datum «~ [CJEndast andrade

Inlamnat Referensnummer Betalande kund

Skapat

) 2017-04-06

2017-04-06 3564834 Posten AB (20412679)

Posten AB Posten AB Huddinge Segeltorp, Ellipsv

@ 1:a klass brev, osort sandn, 500 ex
@ Ekonomibrev inrikes, higst 20 g/st

Ekonomibrev inrikes, tilligg, skrymmande

ClEnbartmina Skapade I ELIN

posinord

Click on the line to open
and close a specific
invoice document.
Tip: You can select
sort order by
clicking on the
headings.

Fler ~ “« « 16ofle » M

’T‘

Inlamnande kund Status

Posten AB (20412679) Skickat -
Tilo Sorge 2017-04-06
Kalle_testare
750 23g 17.3kg
150

75

! Note that it is not possible to change invoice documents once sent; however, you can use them
again as templates. Contact PostNord Customer Service on Tel. 0771-33 33 10 if you need to

Back to change or cancel an invoice once sent. This must be done no later than on the drop-off day.

contents
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Create new invoice document - step 1 posimor

. . Nytt fakturaunderlag
- Click “Create new” and then select "New Invoice Document” (or “Use

template” if you want to create an invoice document from a template valj nedan om du vill anvanda en befintlig mall

. ) “ " eller skapa ett helt nytt fakturaunderlag.
you previously created - see section “Create templates”).
Nytt fakturaunderlag

- Choose which customer number/customer is to pay for the delivery _
and which one submits the shipments (it is usually the same if you _

X Anvand mall
do not submit on behalf of other customers).

- Choose the drop-off point.

- Tip: In the drop-down boxes
Select a contact. “Paying customer number” or
_ Drop-off date “Submitting customer number”

you can select display order
either via customer name in

- In the fields “Invoice text” and "Own notes” you can, respectively, Szl s o i
enter specific details that are to appear on the invoice and notes CUSE'OmiI: m_mpber otr_der, by
for your own administration. Click the (+) sign to bring up the text desired in the Company Details
fields. menu.

/
Nyit ~ A
Betalande kundnummer * Inlamnande kundnummer * Kontaktperson * Inlamningsdatum * I
. | Posten AB (20412679) -Valj inlamningsstalle- ~ -Valj kontaktperson- ~ 2017-09-25 |
I Fakturatext + Egna noteringar * I
Typ av forsandelse * Typav tjianst * Typ av artikel *
| valj forsandelse | valj tjanst ~ | valj artikel -
Ver. 08/02/2018 8
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] i Inord
Create new invoice document - step 2 posimor

- In the next step, you enter information about your shipments. You specify
your shipments by choosing the type of shipment, type of service and type
of item.

- Then specify the quantity and, where applicable, the unit or total
weight (for shipments).

- Repeat the above until all your shipments are registered.

- In cases involving additional items for the service selected, they will
appear in the column “Additional items”. The additional item applies to all
shipments in one consignment (in the example below, the consignment
consists of 750 bulky shipments with a unit weight of 22 grams).

Typ av férsandelse * Typ av tjanst* Typ av artikel *
Brevsdndning inrikes ~ Brevsdndning, 1:a klass bre - Val] artikel ~
Artikel Tilldggsartikel Antal Styckvikt (g) Totalvikt (kg)
(T) t:aKiass brev, osort sandn, 500 ex Vil tilggsartikel v 750| ‘ 22‘ | 165 W

[ ]

1:a klass brev sandning , tilldgg, skrymmande

Spara pigiende, ] skickat Sparasommall  Radera Skicka underiag till PostNord

Ver. 08/02/2018
Back to /02/ 9
contents




Send invoice document to Postnord postnord

- Once you have entered all the information and have completed the
document, you send it off by clicking on “Submit document to
PostNord".

- If you want to add to this information and send the document off at
a later stage, select “Save ongoing, not sent”.

- Please note that it is very important that you send the document
to Postnord before your shipments are submitted.

Typ av férsandelse * Typ av tjanst* Typ av artikel *
Brevsandning inrikes ~ Brevsdndning, 1:a klass bre ~ Vil artikel ~
Artikel Tilldggsartikel Antal Styckvikt (g) Totalvikt (kg)
(T) 1:aKiass brev, osort sandn, 500 ex Vil tillaggsartikel v 750‘ | 22‘ ‘ 165 W

LU

1:a klass brev sandning , tilldgg, skrymmande

Spara pigiende, ] skickat Sparasommall  Radera Skicka underiag till PostNord

Ver. 08/02/2018
Back to /02/ 10
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More about sending invoice postnord

- If you have prepared several invoice documents, you can send them off at the same
time by selecting the required documents in the boxes in the left column and then
clicking on the send_symbol.

Faktfiraunderiag Mallar Foretagsuppgifter Hilp Ladda ned artikellista

Betalghde kundnummer  ~  Skapatdatum ~  Status ~ i Enbart mina £ Fler ~ <« 4 18of8 » ¥

R

Skapat InlAmnat Referensnummer Betalande kundnummer Inlimnande kundnummer

. 2018-01-04 2018-01-08 6194472 Test customer_1 (12345678) Test customer_1 (12345678) Pagaende, e skickat -~
I =] I 20180104 20180108 6124330 Test customer_1 (12345678) Test customer_1 (12345678) Pagaende, ej skickat ~ ~
" M. 2018-01-04 2018-01-08 6124329 Test customer_1 (12345678) Test customer_1 (12345678) Pigaende, e skickat  ~
h

o 20180103 2018:0108 6194467 Test customer_1 (12345678) Test customer_1 (12345678) Skickat b

O 2017-1219 201712-22 6124332 Test customer_1 (12345678) Test customer_1 (12345678) Skickat -

Ver. 08/02/2018 11
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Add Bulky for individual letters

- If you are going to submit individual letters in different weight ranges, where
several shipments in different weight ranges are bulky, all you have to do is
enter the total of the number of bulky shipments in the bottom row.

posinord

Brev inrikes och utrikes - 1:a klass inrikes brev ~ Valj artikel ~
Artikel Tillaggsartikel Antal Styckvikt (g) Totalvikt (kg)
@ 1:a klassbrev inrikes, Hogst 50g/st ‘ Vilj tillaggsartikel ~ 23 [
@ 1:a klassbrev inrikes, 51-100 g/st | Vilj tillaggsartikel ~ 33 [
@ 1:a klassbreyv inrikes, 251-500 g/st | Vilj tillaggsartikel ~ 58 (]
@ 1:a klassbrev inrikes, 1001-2000 g/st Val) tillaggsartikel 203 [ |
1:a klass brev inrikes, tilligg, skrymmande
Spara pagaende, ej skickat Spara som mall Radera Skicka underlag till PostNord

Artikel Tillaggsartikel Antal

@ T:a klassbrev inrikes, Hogst 50g/st ‘ Valj tillaggsartikel ~ 23

@ 1:a klassbrev inrikes, 51-100 g/st ‘ Valj tillaggsartikel ~ 33

@ 1:a klassbrev inrikes, 251-500 g/st ‘ Valj tillaggsartikel ~ 58

@ 1:a klassbrev inrikes, 1001-2000 g/st ‘ Valj tillaggsartikel ~ 203

.1:a klass brev inrikes, tillagg, skrymmande

oy S SN S S

Ver. 08/02/2018
Back to 102/

contents
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Print shipping note posinord

- When you have sent off the invoice document, a shipping note is automatically
generated, which you can display and print. The shipping note must be submitted
together with your shipments (you can only show/print the shipping note after you
have sent the invoice document to Postnord).

- You can save a sent invoice document as a template or use it again to create a
new document based on the same details as the original invoice document.

postnord TRANSPORTSEDEL

st R
20180108 6194467
Ery e
Kalle testare priveia
08123456
halle@eport.com
x lNUDDINGE
Sparamall pre==pre=rey
Synlig for | Benamnng Al Vatparst g Total vt g Aneal
® Endast mig  © Hela min organisation 1 biass e, st shndn, 500 ex 4612000 163 %
1 a kit sy Sagy. symmande 2000650

Ange ett mallnamn..

N

T

PostNord Sverige AB (V d. Posten

556711-5695

Dsten: 20180103 1553 Se vt

Status

Inldmnat Referensnummer Betalande kundnummer Inlimnande kundnummer
2018-01-03 2018-01-08 6194467 Testkund_1 (12345678) Testkund_1 (12345678) Skickat
Testkund_1 (123456789) Testkund_1 (12345678) HUDDINGE Kalle testare 2018-01-08

(1) 1 kiass brev, 0sort sandn, 500 ex 750 22 165

1:a klass brev sandning , tillagg, skrymmande

I Spara som mall Anviind igen Visa/Skriv ut transportsedel

— o E—— o E—— O EE——  EE—— D EE——— o E———— ]

Ver. 08/02/2018
Back to /02/ 13
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Export invoice document posinord

« Select which invoice document(s) you want to export by checking the box at the far left
of the row. Click on the export icon and then choose what format the file should be
exported to, and then where on your computer the file should be placed.

« You can export multiple invoice documents at the same time by checking multiple
rows. When you export multiple documents, they will be aggregated into one file.

Vilj vad du vill exportera

Fakturaunderlag som:
® xml

O xml2

O skv

O pdf
Artiklar som:

O xml

O .skv
Inlamningsstallen som:
O .xml

O skv

Filtrera efter Betalandekund « Skapat datum ~ Status - £ Fler ~ W o4 1170f17 » ¥
Inlamnande kund ~ Inlamnat datum ~ [JEndast andrade W Enbartmina [ Skapade | ELIN
| Skapat Inldmnat Referensnummer Betalande kund Inlamnande kund Status
D
=] 2017-04-06 2017-04-06 3564835 Posten AB (20412679) Posten AB (20412679) Skickat ~
|5} a 2017-04-06 2017-04-06 3564834 Posten AB (20412679) Posten AB (20412679) Skickat ~
O 2017-03-29 2017-03-29 3564830 Posten AB (20412679) Posten Sjukvardslogistik AB (20454329)  Skickat ~
O 2017-03-24 2017-03-24 3564825 Posten AB (20412679) Posten Sjukvardslogistik AB (20454329)  Skickat ~
Ver. 08/02/2018 14
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Export items and drop-off points posinord

« You can also use the export function to download lists both for all items and
services used in ELIN 2.0 and for all PostNord's drop-off points.

Vilj vad du vill exportera

Fakturaunderlag som:

Artiklar som:
® xml
O skv

Inlamningsstallen soph:
O .xml

posl'l'lord Information fran PostNord ~ Svenska -

Fakturaunderlag Mallar Foretagsuppgifter Hjalp

Betalande kundnummer  « Skapatdatum  ~ Status ~ & Enbart mina £ Fler « M 4 160f16 » ¥ m m

| Skapat Inldmnat Referensnummer Betalande kundnummer Inldamnande kundnummer Status
Ver. 08/02/2018
Back to /02/ 15
contents




Import invoice document postnord

- Click the import icon to import a file that you saved on your computer
(currently you can only import files in XML format).

» Select the file you want to import. If you have several files saved, you can
select all and import them at the same time.

1 s » Denhardatorn » Hamtade filer v ¢ SokiHamtade filer

Ordna ~ Ny mapp

W Bldes ~ Namn ) Senast andrad Tvp Storlek

}' Dokument

b Favoriter <) exp1515056094395.xml 2018-01-04 0954  XML-fil 1kB

i Filmer </ exp1515056104726.xm! 2018-01-04 0955  XML-fil 1kB
<) exp1515056114317.xml 2018-01-040955  XML-fil 168

Js Hamtade filer

J= Kontakter k

\

Import

posinord Svenshl ~ Org:5565445524

Fakturaunderiag Mallar Foretagsuppgifter LJE] Ladda ned artikellista
Betalande kundnummer ~ Skapat datum ~ Status ~ & Enbart mina k Fler ~ 4 4 1-8of8 » ¥ ( " Mmoo,

Inlamnande kundnummer ~ InldAmnatdatum  « [JEndast andrade & Skapade | ELIN

] Skapat Iniimnat Referensnummer Betalande kundnummer Inimnande kundnummer

Ver. 08/02/2018
Back to /02/ 16
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More about importing invoice documents

The system alerts you if one or more files have already been
imported in the past 30 days. You can then choose whether to

\

import the file once again.

The system also validates that the files are correct and
alerts if any file is incorrect, e.qg. if the submission date ha
passed.

You can then go into the XML file, edit the submission
date and then import the fil

Arkiv

Redigera Format Visa Hjalp

postnord

Import av fakturaunderlag
0 fakturunderlag fran O filer har importerats
Fbljande fllnamn har redan importerats de senaste 30

dagarna av nagon | er organisation:
exp1515056094395.xml

Importera redan Importerade (1 st)

= {Passerat inlamningsdatum

<?xml version="1.0" encoding="utf-8"?><foljesedlar> <foljesedel> \
<kundnr>12345678</kundnr> <kontaktperson>Test</kontaktpersonyq <ssid>530631</ssid>
<fakturatext></fakturatext> <egnanot></egnanot> <inldatum>20171211</inldatum>
<foljesedelrad>  <artikelkod>100</artikelkod>  <artikelnr>50</artikelnr>
<styckvikt>0</styckvikt>  <antal>22</antal> </foljesedelrad> <foljesedelrad>
<artikelkod>100</artikelkod>  <artikelnr>250</artikelnr>  <styckvikt>0</styckvikt>
<antal>33</antal> </foliesedelrad> <foljesedelrad> <artikelkod>100</artikelkod>
<artikelnr>1000</artikeinr>  <styckvikt>0</styckvikt> <antal>12</antal> </foljesedelrad>
</foljiesedel></foljesedlar>|

Import av fakturaunderlag

2 fakturunderlag fran 2 filer har Importerats

1 fakturaunderlag importerat fran fil
expl515056094395.xml. ~

1 fakturaunderlag importerat fran fil
expl515056104726.xmil.

W AT W SIS @ SIS O Eaa—— .
Fel i il exp1515056114317.xml

Mindre Info -

Inldmningsdatumet 20171211 har passerat

Back to
contents
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Status postnord

» Under the “Invoice document” tab, you can see the status of the invoicing
documents you have registered.
» There are six different status variants:
- 0Ongoing, not sent (documents that have been started but have not yet been sent to Postnord)
- Submitted
- imported
- Checked (check performed with OK by Postnord, ready for invoicing)
- Invoiced (billed in PostNord's system)
- Invoiced again (invoice has gone to customer)

Fakturaunderiag Mallar Foretagsuppgifter Hjalp

Filtreraefter Betalandekund Skapat datum ~ Status - Fler ~
Inlamnande kund ~ Inlamnat datum ~ _J]Endast andrade Enbart mina [¥Skapade 1 ELIN
Inlamnat Referensnummer Betalande kund Inlamnande kund Status

2017-04-11 2017-04-16 3564837 - (20375041 Posten AB 20412679) | Importerat ~ I

2017-04-06 2017-04-06 3564836 Posten AB (20412679) Posten AB (20412679) - Skickat - I

2 2017-04-06 2017-04-06 3564835 Posten AB (20412679) Posten AB (20412679) I Pagdende, e)skickat «~ "

2017-04-06 2017-04-06 3564834 Posten AB (20412679) Posten AB (20412679) I Skickat ~ I

O 2017-04-04 2017-04-05 3564828 Posten AB (20412679) Posten AB (20412679) I Skickat ~ I

— e — —

Back to Ver. 08/02/2018 18
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Corrected invoice document posinor

- Invoice documents corrected by PostNord can be filtered out by
checking “Only changed” in the filter.

Fakturaunderlag Mallar Foretagsuppgifter Hjalp
Filtreraefter Betalandekund Skapat datum -~ Status - 2| Fler ~ “« 4 1-500f11 » W )
o — o —
Inlamnande kund ~ Inlamnat datum | ¥ Endast &ndrade [1Enbart mina ¥ Skapade | ELIN
" —
Skapat Inlamnat Referensnummer Betalande kund Inlamnande kund Status
O 2017-04-1 2017-04-14 5905201 Posten Meddelande AB (20375041) Posten AB/Inldmningskundnr (20469416)Skickat -~
Posten Meddelande AB Posten AB/Inlamningskund SOLNA ENGLUNDAVAGEN 1Kalle testare 2017-0414
@ 1:a klassbrev inrikes, Hogst 50g/st 200
@ 1:a klass brev, osort sandn, 500 ex 703 g 49.9kg
1:a klass brev sandning, tillagg, skrymmande 23

Ver. 08/02/2018
Back to /02/ 19
contents




Search/filter invoice postnord

» You can use the filter function to search for individual, or a selection of, invoice
documents. You can search/filter by:

- Paying customer

- Date created (today, current week, current month, from - to)

- Status

- Only mine

- Reference number

- Submitting customer

- Date submitted, from - to (today, current week, current month, from - to)
- Only changed (invoice document changed by PostNord)

- Created in Elin (selected as default setting- unselect if you have invoice documents
created in a system in Postnord other than Elin)

Fakturaunderiag Mallar Foretagsuppgifter HJdlp
T iR rsas
Inldmnande kundnummer ~ Inlimnatdatum  «~  [JEndastandrade M Skapade | ELIN I

[ | Skapat Inldmnat Referensnummer Betalande kundnummer Inlimnande kundnummer

Ver. 08/02/2018
Back to /02/ 20
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More about posiord

The default setting for the filter in the “Invoice Document” tab
is that all invoice documents from the last 30 days are
displayed.

If you want to make different selections for dates further back in time, or

only on certain days within the past 30 days, you can change dates in the
filter functions Date Createdor Date Submitted.

If no dates are specified in Date Created, but in Date Submitted, all
invoice documents will be displayed for the dates you entered in Date

Submitted.
Fakturaunderiag Mallar Foretagsuppgifter Hjdlp
Fr—r——
Betalande kundnummer - * Skapat datum - I Status -~ 1 Enbart mina j Fler =~ i 4 1-8Bof8

Inldmnande kundnummer « Iﬂﬂmnat datum - 0 Endast Aandrade M Skapade | ELIN

[ | Skapat Inlimnat Referensnummer Betalande kundnummer Inlimnande kundnummer

Ver. 08/02/2018
Back to 102/
contents
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Templates postor

- In the “Templates” tab you can:

- Create templates in which you can enter information that you
often use and then use the templates to create new invoice
documents.

- If there are several people in your organization with their
own login to Electronic Invoice documents, you can choose
whether the templates should also be visible to them or
just to you.

- Search/filter templates.
- Update or delete templates.

posinord org5561286550 ~
Fakturaunderiag Mallar Féretagsuppgifter Hjalp

Filtrera efter Betalande kund ~ Skapat datum -~ [J Enbart mina S6k pa mallnamn jol M4 1-33 0f 33 R |

| Skapad L EILET Betalande kund Inldmnande kund Visningsordning

2017-03-27 Testmall Posten AB (20412679) Posten Sjukvardslogistik AB (20454329) 1 - - A

Ver. 08/02/2018
Back to /02/ 22
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Create

Click on “Create new template”

Enter the details you want the template to contain (in a
template, it is not mandatory to enter all the details; you
can save a completely empty template).

Next, click on “Save template”, enter a name for the
template and then specify whether it should be visible only
to you or your entire organization.

You can sort the templates by clicking on the headings.

Spara mall

Synlig for
® Endast mig  © Hela min organisation

|Ange ett malinamn.. |

posinord

Ver. 08/02/2018
Back to 102/

contents
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Search/filter templates postnord

» You can use the filter function to search for individual, or a
selection of, your created templates.

- You can search/filter by:

- Paying customer
- Date created (today, current week, current month, from - to).

- Only mine
- Template name

Org5561286559 ~ {

postnord

Fakturaunderlag Mallar Foretagsuppagifter Hialp Adminsida

.
=
Filtrera efter IBetalande kund ~  Skapatdatum ~  [J Enbartmina | Stk pa malinamn J by 4 1500f51  » M Skapa ny mall
| Betalande kundnummer Intamnande kundnummer
O 2017-09-25 Testmall Posten AB (20412679) Posten AB (20412679) - A
Ver. 08/02/2018 24
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posinord

Company Details tab

- Here, you enter contact persons (persons whom PostNord can contact regarding
invoice documents), customer humbers/customers and drop-off points. These
details are then used for registering invoice documents.

- Note that the E-mail field under “Contacts” must have the correct format,

e.g. mail@post.se.

- If there are several people in your organization with their own login to Electronic
Invoice documents, you can choose whether the information should also be visible

to them or just to you.
» You can sort by clicking on the headings.

org5561286559 « |

postnord

Fakturaunderlag Mallar Foretagsuppf ifter Hijalp Adminsida

Kontaktpersoner Kundnummer/Kunder Inlamningsstallen Lagg till kontaktperson

Namn pa kontaktperson

O Ny kontakiperson

MNamn * Telefon * E-post*

Synligfor ®Endastmig O Hela min organisation Status  1Aktiv Radera
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Manage Customers posinord

» In the “Customer Number/Customers” function under the Business tab, you register your customer number,
which is used for registering invoice documents.

» To enter the customer number, enter the customer number and the associated organization number. Press “Search”.
A check is then made to ensure that the customer number exists and is linked to the organization nhumber. If the
specified details are correct, company information is retrieved for the customer number selected.

»  You choose whether the customer number should be submitting or paying (this is normal both and if you submit or
do not submit on behalf of other customers) and whether it should be accessible to others in your organization
(who may have their own login) or only to you (your individual login ).

- Click on “Add".

»  You can save the same customer nhumber twice, both as public (everyone in your organization who may have
their own login) and as private (only yourself). This may be useful, for example, if it is only you yourself who are
to be able to enter a specific customer number as either submitting or paying, while others in your organization
are only be able to enter the customer number as submitting.

» You can sort by customer name or customer number by clicking on the headings (the same display order will
appear in the corresponding drop-down boxes on Create Invoice Document).

When adding a customer number, enter an 8-digit org:5561286559
customer number. If you have an old 9-digit

customer number, contact PostNord's Customer
Service on 0771-33 33 10, and you will get help

with converting the customer number.
Kontaktpersoner Kundnummer/Kunder Inldmningsstallen Lagg till kundnummer/kund

Kundnamn Kundnummer

posrnord

Fakturaunderlag Féretagsuppgifter

Kundnummer * Organisationsnummer *
12345678 b4 5562386559 “
Synligfér @ Endast mig O Hela min organisation  Typ [ ]Betalande kundnummer  []Inlamnande kundnummer Radera
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Manage drop-off points postnord

« In the “Drop-off points” function under the Business tab, you register the drop-off points
that you normally use.

« You can search for drop-off point by entering either your post code or city. If you are
unsure of the exact post code, all you have to do is enter the first two digits of the postal
code, and you will get a list of all the drop-off points with the post code starting with the
digits entered.

« If you select a location, a list of all the drop-off points is displayed at the location selected.
» Select the appropriate drop-off point and click on “Add”.

Fakturaunderlag Mallar Foretagsuppgifter Hjalp
Kontaktpersoner Kunder Inldmningsstallen Lagg till inlamningsstalle

-~

O Nytt Inlamningsstdlle

Postnummer Ort

Inlamningsstalle

Stockholm Sth-Arsta terminal, byangsgr 112000 Stockholm
Foretagscenter, Arsta Byangsgrand 112001 Arsta
Johanneshov Globen, Arenavagen 57 12101 Johanneshov
Farsta, Munkforsplan 112347 Farsta

Bandhagen, Hagsatra Torg 1312473 Bandhagen

Alvsjo, Johan Skyttesvag 192 12534 Alvsjo

" | 160f9 3 ]

Synligfér O Endastmig  ® Hela min organisation Radera
Ver. 08/02/2018
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Help tab

posinord

- Under the “Help” tab, you will find answers to frequently asked questions'

posinord

Fakturaunderlag Mallar Foretagsuppgifter m

Hur skapar jag ett fakturaunderlag fran en mall?

Vad ar Elektroniska fakturaunderlag? Vilka ar férdelarna?

Hur anvander jag tjansten? Hur fungerar flédet/processen i stora drag?

Vad gér jag pa sidan Fakturaunderlag?

Vad gér jag pa sidan Mallar?

Vad gor jag pa sidan Foretagsuppgifter?

! The Help function is currently available only in Swedish; an
English version will be available later.

Back to
contents
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posinord

Mail Drop-Off template and XSD

- In the “Help” tab, and under the heading "How do I export or
import invoice documents from the service” there are two links
where you can download either a Mail Drop-Off template or an
XSD schedule.

Hur exporterar eller importerar jag fakturaunderlag fran tjansten?

Du kan exportera fakturaunderlag genom att pa sidan Fakturaunderlag markera ett eller flera fakturaunderlag och sedan klicka pa valet "Exportera”. P4 samma sida kan du
ocksa importera fakturaunderlag genom att klicka pa valet "Importera”. Observera att du endast kan importera filer i XML-format, men exportera i flera andra format.

Ver. 08/02/2018
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Lang

- At the top right corner, you can switch languages between
Swedish and English

postnord

Fakturaunderiag Mallar Foretagsuppgifter m

Fragor ochsvar

Hur skapar jag ett fakturaunderlag fran en mall?

Vad dr Elektroniska fakturaunderlag? Vilka dr férdelarna?

Ver. 08/02/2018
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posinord

Settings

- Under Settings in the top right corner, if you have multiple
accounts, you can change which profile will be automatically
selected at login.

- Here you can also set as default which customer numbers are
to be submitting and paying for the active profile. These are
then automatically selected when new invoice documents are

created.

posinord A
Fakturaunderlag Mallar Foretagsuppgifter [
RN (SR [ A Y e Y,
Ditt konto
Forvald profil
contactcenter 5561286559 0rg:5561286559 e
Fornamn Efternamn E-post Telefonnummer Mobilnummer
contactcente
Aktuell prpfil (org:5561286559)
Forvald betalande kund Forvald inlamnande kund
‘ Posten AB (20412679) ~ Posten AB (20412679) ~ ﬂ
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