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How To…
Register with OB10
In order to complete registration, you will be asked to provide;

· Your registration key or your customer’s OB10 Number. This will have been provided in the
invitation from your customer.

· Your contact details including an active email address

· Your company information and details required for invoicing. Such as VAT number, if applicable.

Getting started

· Either follow the link provided in your invitation from your customer, or go www.OB10.com/join_now.

Step 1 – Registration Key

· If your customer has provided you with a registration key, enter it in the

box provided (A).

· If you have not received a registration key, click continue. You will be asked to include

your customers OB10 Number later in the registration process.
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Step 2 – User details

Please enter your user details

and the language that you wish

to create your invoices and be

communicated to by OB10.

Please note that the country

you select (B), must be the country

that your invoices will be sent from.

This is important to ensure all

required information is present.

Step 3 – Login Credentials

Create your login credentials.

The credentials you enter here

will be required to login to the

OB10 Portal, create your

invoices, generate reports,

access the OB10 Archive and

to contact support.

Step 4 – Validate

your details

Once you have completed

your login credentials, your first

stage of the registration process

is complete. An email will be

sent to the address you have

provided. This email will ask

you to validate your details.

You must click on the link

provided to validate your details

and progress your registration.
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Step 5 – Company Details

After you have validated your

details, you will be asked to

complete your company details.

Certain fields are required to

ensure your invoices meet local

invoicing guidelines.

Please follow the advice

tips if you feel some of the

information is not relevant

to you.

Step 6 – Remit Details

You will have an option to

complete your remit and invoice

Information. You can complete

this now, or after registration at

the Administration area of the

OB10 Portal.

If you wish to complete your

remit details, you will need to

provide all information.

If you do not have this to hand,

you can skip this step and

complete at a later date in the

OB10 Portal.
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Step 7 – Invoice Information

Your invoice information is the

static information that will be

displayed on your invoices.

If you wish to do this at a later

date, or edit the content, you

can do so in the Administration

area of the OB10 Portal.

Step 8 – Customer

OB10 Number

If you have not included a

registration key at the beginning

of the process, you will be asked

to enter your customer’s OB10

Number. This would have been

provided in your invitation from

them.

If more than one customer

has invited you to join the

OB10 Network, you can add

additional customers OB10

Numbers here. Simply enter

the number, and click Add to

register for more than one

customer. Once you have

entered your customers OB10

Number, click Continue.

If you do not have your

customers OB10 Number,

please ask your customer.

OB10 are unable to provide

this number for you.
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Step 9 – Registration

Complete

You have completed your

registration and will be sent an

email advising you of the next

steps.

OB10 will authorise your account

with your customers and activate

so that you can start sending

e-invoices to your customers.

Authorisation should take no

more than 48hours and you will

receive a final email confirming

this has been completed.

Get ready to send invoices - login to the OB10 Portal

While your account is being authorised, get yourself ready to start sending invoices via OB10. Customers

are required to have invoice transaction credits in order to submit e-invoices to their customers. You can

pre-purchase your transactions, via the OB10 Portal

To login go to www.OB10.com and click on the login button at the top of the screen. Enter your email

address, password and letters from your memorable word.

Once you are logged in to the OB10 Portal, go to Purchase Invoice Transactions within the Invoicing area.

Find out more

If you require further assistance, please contact support at www.OB10.com/support


