
   

 

Send and Receive Electronic 

Documents through Tradeshift in 

Microsoft Dynamics NAV 2016 

Peter Borring Sørensen 

Senior Program Manager 

 

 

 

Demo script 

 

October 2015 

 

 



 

 2 

 

Sending electronic PEPPOL documents 
Demo script 

 

 

 

Contents 

Introduction 4 

Audience 4 

Technology 4 

Demo preset configuration 4 

Demo instructions 4 

Demo data preparation 5 

Scenarios 5 

Demo 1 – Setup: Tradeshift accounts 5 

Demo 2 – Setup: Sending company 5 

Demo 3 – Setup: Receiving company 5 

Demo 4 – Usage: Send a sales invoice as an electronic PEPPOL 

invoice 5 

Demo 5 – Usage: Create a purchase invoice draft from a received 

PEPPOL invoice 5 

Demo 1 — Setup: Tradeshift accounts 6 

Demo 2 — Setup: Sending company 13 

Demo 3 — Setup: Receiving company 35 

Demo 4 — Usage: Send a sales invoice as a PEPPOL invoice

 45 

Demo 5 — Usage: Create a purchase invoice from a received 

PEPPOL invoice 52 

Conclusion 60 



 

 3 

 

Sending electronic PEPPOL documents 
Demo script 

 

 

Disclaimer 60 

 

  

 



 

 4 

 

Sending electronic PEPPOL documents 
Demo script 

 

 

Introduction 
Microsoft Dynamics NAV 2016 offers the ability to send and receive invoices and credit memos in the PEPPOL document format. 

This is enabled by setting up standard codes to support electronic document exchange and defining formats. Customers must be 

set up to send electronic documents when posting, and vendors must be set up to allow receiving documents. A document 

exchange service, such as Tradeshift, must also be set up to allow electronic exchange of the documents. 

 

The demos in this document focus on setting up two companies in Microsoft Dynamics NAV, allowing one company to send an 

invoice to the other company. 

 

Audience 
The demonstrations in this document are intended for partners and end users in capacities such as order processors and 

bookkeepers at small and mid-size companies. 

 

Technology 
Microsoft Dynamics NAV 2016 

 

Demo preset configuration 
To test the functionality in this demo scripts, we advise you to deploy a Virtual Machine with the latest version of Microsoft 

Dynamics NAV from the Microsoft Azure Gallery.  Deploying a virtual machine from the Azure gallery can be done in few minutes. 

To explore how to do so we advise you to review this video or pdf. 

 

The majority of the demonstrations are completed in the security role of “System administrator.” 

 

Login information:  

• Domain: CONTOSO 

• User: Administrator 

• Password: pass@word1 

 

 

Demo instructions 
All five demonstration scenarios are based on the standard demo data, including default data for electronic PEPPOL invoicing. The 

Small Business profile (MiniApp) is used for most scenarios. Where the standard application is used, screenshots will vary slightly. 

 

Demo 2 builds upon Demo 1, Demo 3 build upon Demo 1 and 2, and so on. You must first run demo 1, then demo 2 and so forth 

until demo 5. 

https://www.youtube.com/watch?v=LrpYMdP24GQ&list=PL5B63EF419A3B59C8&index=1
https://mbs.microsoft.com/files/partner/NAV/Readiness_Training/ReadinessTrainingNews/Step1Makeademoinstance.pdf
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Demo data preparation 
None  

 

Scenarios 

Demo 1 – Setup: Tradeshift accounts 

Create two Tradeshift accounts for the sending and receiving company and connect them to each other. 

Demo 2 – Setup: Sending company 

Create an additional company. 

Demo 3 – Setup: Receiving company 

Set up document sending profiles that define what happens when the user posts and sends a sales invoice or sales credit memo. 

Demo 4 – Usage: Send a sales invoice as an electronic PEPPOL invoice 

Send a sales invoice as a PEPPOL invoice through the Tradeshift document exchange service as part of the posting activity. 

Demo 5 – Usage: Create a purchase invoice draft from a received PEPPOL invoice 

Receive an invoice as a PEPPOL invoice through the Tradeshift document exchange service and create a purchase invoice draft in 

Microsoft Dynamics NAV. 
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Demo 1 — Setup: Tradeshift accounts 
Demo story: It is possible to send an electronic document directly to the customer through a document exchange service. This first demo shows how to set up Tradeshift 

document exchange services. 

 

What to do What to say Screenshots 

1. Browse to 

https://sandbox.tradeshif

t.com/register  

2. Use an e-mail account 

you have access to, or 

create a new e-mail 

account (e.g., on live.com, 

gmail.com etc.) 

3. Provide a unique name 

and country for the 

sending company, e.g., 

CRONUS International 

and Denmark 

 

 

To demo it is advised to 

use  the sandbox test 

environment instead of the 

production environment. 

We  need  to create two 

Tradeshift accounts in this 

sandbox (test) 

environment.  

 

First we will create an 

account for the sending 

company. 

 

The Tradeshift account 

needs a unique identifier, 

so  we need to enter a 

unique company name 

 
 

 

 

 

 

https://sandbox.tradeshift.com/register
https://sandbox.tradeshift.com/register
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4. Log into the Tradeshift 

account 

5. Go to Settings 

6. On the Company details 

tab, enter mandatory 

address information 

7. Scroll down the tab to 

Other company 

identifiers (optional) 

8. Add a valid GLN number 

a. Browse to 

http://www.gs1u

s.org/resources/t

ools/check-digit-

calculator to 

calculate a valid 

ID 

9. Add a valid Tax ID (CVR 

or Tax ID) number 

Now that a Tradeshift 

account is created, we 

need to log in and set up 

some company 

information. 

 

When sending and 

receiving PEPPOL 

documents, we are going 

to use GLN to identify 

parties, so we need to 

enter a valid GLN number. 

Similar for the VAT 

number.  

 

Notice that the GLN must 

be unique in the Tradeshift 

sandbox, so if someone 

else has taken a specific 

GLN or VAT number, then 

just use a different. 

http://www.gs1us.org/resources/tools/check-digit-calculator
http://www.gs1us.org/resources/tools/check-digit-calculator
http://www.gs1us.org/resources/tools/check-digit-calculator
http://www.gs1us.org/resources/tools/check-digit-calculator
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10. Select Apps in the 

Tradeshift menu and 

install API Access to 

own Account 

 

With the sender’s company 

details set up in Tradeshift, 

we will now install an app 

in Tradeshift. This app  

allows API access to 

Tradeshift from Microsoft 

Dynamics NAV. 
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11. Invoke API Access to 

own Account. 

12. Keep the window open or 

copy to Notepad to allow 

copy paste later.  

Once the app is installed, it 

can be called to get all the 

connection data required 

when setting up the 

Tradeshift integration in 

the sending and receiving 

companies in Microsoft 

Dynamics NAV 
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13. Repeat the above steps 

to create an additional 

Tradeshift account for the 

receiving company 

We now want to create a 

Tradeshift account for the 

receiving company. We 

can do this by repeating 

the process we executed to 

create the account for the 

sending company. 
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14. Log into the sending 

company’s (e.g., CRONUS 

International) Tradeshift 

account. 

15. Select Connections and 

search for the name 

provided for the 

receiving company, e.g., 

CRONUS Customer. 

16. Select the found 

receiving company, e.g., 

CRONUS Customer. 

17. Click Request Contact 

on the right side of the 

window. 

With the two Tradeshift 

accounts created, we must 

make the accounts aware 

of each other. 

 

First we must invite the 

receiving company to 

connect with the sending 

company. 
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18. Log into the receiving 

companies (e.g., CRONUS 

Customer) Tradeshift 

account to read the 

invitation. 

19. Go to Connections and 

accept the invitation. 

We can now log into the 

receiving company’s 

Tradeshift account and 

accept the invitation to 

connect. 

 

Note: An email is sent to 

the receiving companies 

Tradeshift email account, 

and you can accept from 

here as well. 

 
 

 

 

Demo 2 — Setup: Sending company 
Demo story:  

Before we can send an electronic invoice, we need to configure the sending company. This setup  includes company information, customer data, document sending profile, 

various codes, and the integration to Tradeshift. 

 

What to do What to say Screenshots 

Set up company Information 
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1. In the Search box, enter 

Company Information, and 

then choose the related link. 

2. On the General FastTab, in 

the Customer Information 

window add address, country, 

VAT registration number and 

GLN number in accordance 

with the Tradeshift account 

created above. 

3. On the Payments FastTab, in 

the Customer Information 

window enter valid SWIFT and 

IBAN numbers, e.g. 

DABADKKK and 

DK9920001234567890 

Company Information must be 

set up to match the Tradeshift 

account for the sending 

company. 

 

Therefore, we need to enter 

address, country, VAT 

registration and GLN numbers. 

 

We also need to add payment 

info by entering a SWIFT and 

IBAN account 

 

The GLN is a unique identifier 

that is used to identify 

locations or functions within a 

location, such as a company, a 

factory, the accounting 

department of a company, a 

warehouse, a delivery address, 

etc. It is similar to using EAN 

for items.  

 

GLN is compliant with the ISO 

6523 standard to uniquely 

identify organizations. A GLN 

can be purchased from GS1. 

 

The identifier is one of several 

unique identifiers that can be 

used by companies in B2B and 

B2G. Another example of 

unique identifiers is the VAT 

registration number. 

 

When you perform electronic 

document exchange, Microsoft 
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Dynamics NAV uses the GLN, 

VAT Registration Number, or 

IBAN fields in that sequence (if 

specified) to identity a party 

entity in an electronic 

exchange. 

Set up items and units of measure 

4. Go to Items 

5. Find Bicycle 1000 

6. Enter a GTIN (GTIN-14) 

number, e.g., 

12345678901234 

 

We also need to identify items 

uniquely. 

(note, receiver could also use 

the vendors item number 

through a cross-reference 

setup). 

 

Microsoft Dynamics NAV now 

offers a GTIN identifier on 

items. 

 

In this demo, we will sell  

Bicycle item identified by item 

no. 1000.  We need to enter a 

valid GTIN number for this 

item.  
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7. In  Base Unit of Measure, 

click the drop-down and 

choose PCS. Choose Select 

from full list in the drop-

down and validate that the 

international code is set 

correct (C62). 

8. Alternatively, in the Search 

box, enter Units of Measure, 

and then choose the related 

link. For each unit of measure 

that is used in electronic 

document exchange, enter the 

appropriate code in the 

International Standard Code 

field. 

Likewise, the unit of measure 

must also be standard. 

 

For the bicycle, we will sell 

pieces (PCS) and use the 

international code for the PCS, 

which is C62 (also used to 

denote “one”). 

 
 



 

 17 

 

Sending electronic PEPPOL documents 
Demo script 
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Set up tax categories 
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9. Find bicycle 1000. 

10. In the View group, choose 

Setup. 

11. Notice the VAT Prod. Posting 

Group field on the Financial 

Details FastTab. 

We now need to specify the tax 

category for each VAT type 

that is used in connection with 

electronic document sending.  

 

The number is based on the 

UNCL5305 standard. 

http://www.unece.org/trade
/untdid/d07a/tred/tred5305.
htm 
 

In the demo, we will sell  

Bicycle item with item no. 1000, 

so only this item needs to be 

supported.  

 

 

12. In the Search box, enter VAT 

Posting Setup, and then 

choose the related link. 

13. For each VAT posting setup 

used for sales documents that 

are sent electronically, edit the 

line as follows: 

• In the VAT Posting 

Setup window, on 

the Home tab, in the 

Manage group, 

choose Edit. 

• On the General 

FastTab, in the VAT 

Posting Setup Card 

window, fill in the Tax 

Category field, for 

example with “S” for 

standard VAT. 

We then specify the tax 

category for each VAT type 

that is used in connection with 

electronic document sending.  

 

In the screen shot, all normal 

(VAT25) tax groups have been 

set up. For the demo, we only 

need National VAT25. 

 

 
  

http://www.unece.org/trade/untdid/d07a/tred/tred5305.htm
http://www.unece.org/trade/untdid/d07a/tred/tred5305.htm
http://www.unece.org/trade/untdid/d07a/tred/tred5305.htm
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Set up the VAT scheme 
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14. In the Search box, enter 

Countries/Regions, and then 

choose the related link. 

15. In the Countries/Regions 

window, for each 

country/region that you want 

to set up, edit the line as 

follows: 

• On the Home tab, in 

the Manage group, 

choose Edit List. 

• In the VAT Scheme 

field, enter a value, 

for example “DE:VAT” 

for Germany or 

“DK:SE” for Denmark 

as used in this demo 

Next we need to ensure that 

there is a VAT scheme for the 

relevant countries/regions that 

we exchange electronic 

documents with. 

 

We can use the VAT 

registration number to 

uniquely identify a party in an 

electronic document exchange. 

GLN and IBAN are the other 

unique identifiers that we can 

use and they are also 

supported by Microsoft 

Dynamics NAV. 

 

If you use the VAT registration 

number as an identifier, you 

must also specify the national 

body that issues the VAT 

registration number for the 

country/region. In Microsoft 

Dynamics NAV, this is done by 

entering the VAT Scheme for 

the country/region.  

 

Note: This implies that all 

parties from a given country 

must use VAT registration 

numbers from the same 

national body. 

 

Set up a document sending profile 

16. In the Search box, enter 

Document Sending Profiles, 

and then choose the related 

link. 

When you post a document, it 

is possible to print as well as 

send a copy to the customer. 

This copy can be both a hard 
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copy (pdf) in an email or an 

electronic document. For each 

customer, you can set up a 

preferred method of sending 

sales documents, so that the 

end user does not have to 

select this every time you send 

and post a document.  

 

All you need to do is define a 

document sending profile and 

assign it to a specific customer. 

A profile can be specific for a 

given customer or it can be 

shared/reused across 

customers. This allows you to 

group customers in categories 

such as government, 

commercial, or private, for 

example, to control where 

electronic document exchange 

is used and in which format. 

 

The options for document 

sending are defined by a 

profile that you set up in the 

Document Sending Profiles 

window. 
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17. On the Home tab, click New.  

18. On the General FastTab, in 

the Document Sending 

Profile window, enter 

following values: 

a. Code: EINV 

b. Description: 

Electronic invoice 

through Tradeshift 

19. Default: Selected  

20. On the Sending Options 

FastTab, enter as follows: 

a. Printer: No 

b. E-Mail: No 

c. Disk: No 

d. Electronic 

Document: Through 

Document Exchange 

Service 

21. Format: PEPPOL 2.0 

We make a new document 

sending profile, which we will 

use to interact with commercial 

customers electronically. 

 

First we provide a code and 

description for this new profile. 

Then we define the sending 

options. 

 

When you click Post and Send 

on a document, it is possible to 

print, e-mail, save to disk as 

well as send as an electronic 

document through a document 

exchange service. 

 

A profile defines the behavior 

for each of these options. 

 

For the Print and E-Mail 

options, you can choose No, 

Yes (Prompt for Settings), and 

Yes (Use Default Settings). No 

means that the option is not 

enabled in the profile. Yes 

(Prompt for Settings) means 

that the user can make 

additional settings. Yes (Use 

Default Settings) implies that 

the default settings are used 

without prompting for settings. 

 

If you select the E-Mail option, 

the E-mail Attachment option 

becomes visible, so you can 

choose PDF, Electronic 
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Document, or both.  

Note: If you choose PDF & 

Electronic Document, the two 

documents will be placed in a 

zip file. 

 

The Disk option supports PDF, 

Electronic Document, and PDF 

& Electronic Document. These 

selections behave the same as 

for the E-Mail Attachment 

option.  

 

The Electronic Document 

option supports No and 

Through Document Exchange 

Service (which out of the box is 

Tradeshift). If you select the 

Electronic Document option, 

you must select a value in the 

Format field, which will appear 

below it. 

 

For each option that refers to 

the sending of an electronic 

document, a corresponding 

Format option exists. The 

available electronic formats are 

specified in the Electronic 

Document Formats window. 

 

Since we are creating a sending 

profile for an electronic 

invoicing through Tradeshift 

customer, we will disable Print, 

E-Mail, and Disk, and only use 

Electronic Document with the 
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PEPPOL format. 

 

We need one default profile, 

which is used if a customer 

does not have an explicit 

profile defined. In this demo, 

we only have one profile, so it 

has to be the default one. 

When you add additional 

profiles, for example for 

commercial and private 

customers, only one of these 

can be set to be the default. It 

is typically the profile that 

reflects the most typical 

customer type. 

 

 

 

 

 

 

 

 

 

 

 

 

Add a customer 
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22. In the Search box, enter 

Customers, and then choose 

the related link. 

23. Create a new customer (use 

the domestic customer 

template) with the same data 

that is set up in the receiver’s 

Tradeshift account, i.e., fill in  

• Name 

• Address 

• Post Code 

• City 

• CountryRegion 

Code 

24. [Optional] Choose the Show 

more fields  hyperlink on the 

Invoicing FastTab to show  

VAT Registration No. and GLN 

fields if not already shown. 

25. Enter a VAT Registration No. 

Use the same number that 

you used when you set up the 

recipient/customer Tradeshift 

account. 

26. Add a GLN, use the same 

number you used when you 

set up the recipient/customer 

Tradeshift account. 

 

 

Then we must set up the 

customer that we will send the 

invoice to.  
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27. [Optional] If you did not 

create the new customer 

using a customer template, 

specify the following posting 

groups on the Invoicing 

FastTab: 

• Gen. Bus. Posting 

Group: NATIONAL 

• VAT Bus. Posting 

Group: NATIONAL 

• Customer Posting 

Group: Domestic 

If you did not create the new 

customer from a customer 

template, you need to specify 

posting groups manually. 
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28. In the Document Sending 

Profile field, select the EINV 

profile.  

Before finishing the customer 

setup, we need to link this 

customer with the document 

sending profile that we defined 

earlier. 

 

Set up a Tradeshift account in the sending company 
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29. In the Search box, enter Doc. 

Exch. Service Setup, and then 

choose the related link. 

30. On the Home tab, in the 

Process group, choose Set 

URLs to default  

31. In the Service URL field, enter 

https://api-

sandbox.tradeshift.com/trades

hift/rest/external  

32. Fill the remaining fields as 

follows: 

• Doc.Exch.Tenant ID: 

Copy in TRADESHIFT 

TENANT ID above 

• Consumer Key: Copy 

in CONSUMER KEY 

above, typically 

OwnAccount 

• Consumer Secret: 

Copy in CONSUMER 

SECRET above, 

typically OwnAccount 

• Token: Copy "Token" 

from "API Access to 

own Account" above 

• Token Secret: Copy 

"Token Secret" from 

"API Access to own 

Account" above 

We now need to setup the 

integration to Tradeshift on the 

sender side. 

 

All of the required data can be 

found in the Tradeshift 

accounts API Access to own 

Account app opened above.  

 

 

Optional: 

• When you enter 

above, NAV will ask if 

you want to create an 

encryption key. 

Answer Yes. 

• In the Data 

Encryption 

Management window, 

choose Enable 

Encryption. 

• Choose Yes on the 

following two 

confirmation dialogs 

and then for the 

encryption key file 

password enter 

TestPassword1 

• Save the key file to a 

preferred location - 

you will need it to 

import the encryption 

key. 

• In Data Encryption 

Management window, 

choose Import 

Encryption Key. 

 
 

Example of connection details (obfuscated last parts of keys) 

https://api-sandbox.tradeshift.com/tradeshift/rest/external
https://api-sandbox.tradeshift.com/tradeshift/rest/external
https://api-sandbox.tradeshift.com/tradeshift/rest/external
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33. In the Doc. Exch. Service 

Setup window, choose Test 

Connection. 

34. Verify that there is a message 

that the connection is 

successful. 

Now that the service is defined, 

we can test it. 

 

35. In the Doc. Exch. Service 

Setup window, select the 

Enabled check box.  

With the service set up and 

tested, we can enable it. 
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36. A confirmation dialog will ask 

if you want to see the created 

job queue entries. Choose 

Yes. Verify that: 

• Two job queue 

entries have been 

created: one to check 

document status and 

one to receive 

documents. 

• Entry status = Ready. 

37. Choose the Doc. Exch. Serv - 

Doc Status link and change 

recurrence to 1 min instead of 

5. 

38. Repeat the above for Doc. 

Exch. Serv - Recv. Docs.  

39. Close the Job Queue Entries. 

As part of enabling the service, 

job queue entries are created 

to automatically send and 

receive at a user-defined 

interval. Notice that the 

DEFAULT job queue must be 

started for the entries to run. 

 

40. In the Search box, enter Job 

Queues and then choose the 

related link. 

41. Check if the DEFAULT queue 

is started on NAS. 

42. If it is not started, start the 

NAS, or deselect the Start 

Automatically From NAS 

check box and manually start 

the queue using the Start Job 

Queue button. 

 

Finally, we need to ensure that 

the default queue is running  

And if not we need to start it 

manually. 
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Optional: Ensure that electronic document formats are set up 

43. In the Search box, enter 

Electronic Document 

Formats, and then choose the 

related link. 

44. Validate that PEPPOL entries 

exist. If no entries exist, enter 

the fields as follows: 

a. Code: PEPPOL 2.0 

b. Description: PEPPOL 

2.0 Format 

c. Usage: Sales Invoice 

d. Codeunit ID: The 

codeunit that is used 

when sending 

electronic documents 

in the selected 

(PEPPOL 2.0) format, 

1602. 

To specify a format for a 

document type, we add an 

entry in the Electronic 

Document Format window. 

 

PEPPOL sales invoice and sales 

credit memo are set up in the 

demonstration company data. 

If you do not use this demo 

data, entries need to be 

defined manually. 

 

For each document type, we 

add an entry that links the 

document type with the 

codeunit that processes the 

exchange.  

A description and code is also   
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45. Validate that a PEPPOL 2.0 

validation entry exists. If no 

entries exist, enter the fields 

as follows: 

e. Code: PEPPOL 2.0 

f. Description: PEPPOL 

2.0 Format 

g. Usage: Sales 

Validation 

h. Codeunit ID: The 

codeunit that is used 

when validating 

electronic documents 

in the selected 

(PEPPOL 2.0) format, 

1620. 

added. 

 

The code is used to group 

entries in sets. These sets allow 

you to define which set is used 

when exchanging documents 

with a party, like a customer or 

vendor. 

 

Normally, the group includes 

documents in the same 

standard format, such as 

PEPPOL. It is not required. 

 

In this case, we are using 

Tradeshift as the Document 

Exchange Service, so PEPPOL 

2.0 is required as the format. 
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Demo 3 — Setup: Receiving company 
Demo story:  

Before we can receive an electronic invoice, we need to configure the receiving company, this setup includes company information, vendor data, various codes, and integration to 

Tradeshift. 

 

What to do What to say Screenshots 

Optional: Create a company 

1. In the Search box, enter 

Company, and then choose 

the related link. 

2. On the Home tab, in the New 

group, choose Copy.  

3. Name the new company, e.g., 

CRONUS Customer. 

This demo can be shown with 

either two different Microsoft 

Dynamics NAV instances or a 

single instance with two 

companies. 

 

In the case of the latter, an 

additional company must be 

created before you can set it 

up. 

 

 

Set up company information 

4. Switch to the receiving 

Microsoft Dynamics NAV 

instance/company 

5. In the Search box, enter 

Company Information, and 

then choose the related link. 

6. On the General FastTab, in 

the Customer Information 

window add address, country, 

VAT registration number and 

GLN number in accordance 

with the Tradeshift account 

created above 

Company information must be 

set up to match the Tradeshift 

account for the sending 

company. 

 

Thus we add address, country, 

VAT registration and GLN 

numbers. 

 

The GLN is a unique identifier 

that is used to identify 

locations or functions within a 

location, such as a company, a 

 
  



 

 36 

 

Sending electronic PEPPOL documents 
Demo script 

 

 

factory, the accounting 

department of a company, a 

warehouse, a shipping address, 

etc. It is similar to using EAN 

for items.  

 

GLN is compliant with the ISO 

6523 standard to uniquely 

identify organizations. A GLN 

can be purchased from GS1. 

 

The identifier is one of several 

identifiers that can be used by 

companies in B2B and B2G 

exchanges to identify 

themselves uniquely. Another 

example is the VAT registration 

number. 

 

When you perform electronic 

document exchange, Microsoft 

Dynamics NAV uses the GLN, 

VAT Registration Number, or 

IBAN fields in that sequence (if 

specified) to identity a party in 

an electronic exchange. 

Set up items and units of measure 
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7. In the Search box, enter 

Items, and then choose the 

related link. 

8. Find Bicycle 1000 

9. Add a GTIN (GTIN-14) 

number, e.g., 

12345678901234 

Items should also have a 

standardized identifier (note, 

receiver could also use the 

vendors item number through 

a cross-reference setup). 

 

Microsoft Dynamics NAV offers 

a GTIN identifier on items. 

 

In the demo we are going to 

buy Bicycle item with item no. 

1000. We will add a GTIN to 

that item. 

 

10. Open the Base Unit of 

Measure drop down, ensure 

PCS is selected, choose Select 

from full list in the drop 

down and validate that the 

international code is set 

correct (C62) 

11. Alternatively, in the Search 

box, enter Units of Measure, 

and then choose the related 

link. For each unit of measure 

that is used in electronic 

document exchange, in the 

International Standard Code 

field, enter the appropriate 

code.  

Likewise, the unit of measure 

must also be standard. 

 

For the bicycle, we will sell 

pieces (PCS) and use the 

international code for the PCS, 

which is C62 (also used to 

denote “one”) 
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Add a vendor 
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12. In the Search box, enter 

Vendors, and then choose the 

related link. 

13. Create a new vendor. If you 

use the Small Business App, 

then select Domestic as the 

vendor template. 

14. Use the same data as set up in 

the senders Tradeshift 

account, i.e., fill in  

• Name 

• Address 

• Post Code 

• City 

• CountryRegion 

Code 

15. [Optional] Choose the 

Financial Details button on 

the ribbon to show the 

Invoicing FastTab.  

16. Enter the VAT registration 

No.. Use the same number 

used when you set up the 

recipient/customer Tradeshift 

account. 

17. Add a GLN, use the same 

number used when you set up 

the recipient/customer 

Tradeshift account. 

 

 

We need to configure the 

vendor from who we will 

receive the invoice.  

 
 

 

18. [Optional] If you did not 

create the new vendor from a 

vendor template, specify the 

following posting groups on 

If you did not create the new 

vendor from a vendor 

template, you need to specify 

posting groups manually. 
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the Invoicing FastTab:  

• Gen. Bus. Posting 

Group: NATIONAL 

• VAT Bus. Posting 

Group: NATIONAL 

• Customer Posting 

Group: Domestic 

Set up a Tradeshift account in the receiving company 

19. In the Search box, enter Doc. 

Exch. Service Setup, and then 

choose the related link. 

20. On the Home tab, in the 

Process group, choose Set 

URLs to default  

21. In the Service URL field, enter 

https://api-

sandbox.tradeshift.com/trades

hift/rest/external  

22. Fill the remaining fields as 

follows:  

• Doc.Exch.Tenant ID: 

Copy in TRADESHIFT 

TENANT ID above 

• Consumer Key: Copy 

in CONSUMER KEY 

above, typically 

OwnAccount 

• Consumer Secret: 

Copy in CONSUMER 

SECRET above, 

typically OwnAccount 

• Token: Copy "Token" 

from "API Access to 

own Account" above 

• Token Secret: Copy 

"Token Secret" from 

We then set up the integration 

to Tradeshift on the receiving 

side. 

 

All of the required data can be 

found in the Tradeshift 

accounts API Access to own 

Account app opened above.  

 

 

Optional: 

• When you enter the 

above information, 

Microsoft Dynamics 

NAV will ask if you 

want to create an 

encryption key. 

Choose Yes. 

• In the Data 

Encryption 

Management window, 

choose Enable 

Encryption. 

• Choose Yes on the 

following two 

confirmation dialogs 

and then for the 

 

 
 

Example of connection details (obfuscated last parts of keys) 

https://api-sandbox.tradeshift.com/tradeshift/rest/external
https://api-sandbox.tradeshift.com/tradeshift/rest/external
https://api-sandbox.tradeshift.com/tradeshift/rest/external
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"API Access to own 

Account" above 

encryption key file 

password enter 

TestPassword1 

• Save the key file to a 

preferred location - 

you will need it to 

import the encryption 

key. 

• In Data Encryption 

Management window, 

choose Import 

Encryption Key. 

  

 

 

23. In the Doc. Exch. Service 

Setup window, click Test 

Connection. 

24. Verify that there is a message 

that the connection is 

successful. 

With the service defined, we 

can test it. 

 

25. In the Doc. Exch. Service 

Setup window, select the 

Enabled check box.  

With the service set up and 

tested, we can enable it. 
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26. A confirmation dialog will ask 

if you want to see the created 

job queue entries. Choose 

Yes. Verify that: 

• Two job queue 

entries have been 

created: one to check 

document status and 

one to receive 

documents. 

• Entry status = Ready. 

27. Choose the Doc. Exch. Serv - 

Doc Status link and change 

recurrence to 1 min instead of 

5. 

28. Repeat the above for Doc. 

Exch. Serv - Recv. Docs.  

29. Close the Job Queue Entries. 

As part of enabling the service, 

job queue entries are created 

to automatically send and 

receive at a user-defined 

interval. Notice that a job 

queue must be started for the 

entries to run. 

 

30. In the Search box, enter Job 

Queues and then choose the 

related link. 

31. Validate that the DEFAULT 

queue is started on NAS. 

32. If it is not started, start the 

NAS, or deselect the Start 

Automatically From NAS 

check box and manually start 

the queue using the Start Job 

Queue button. 

 

Finally, you need to ensure that 

the default queue is running 

and if not you need to start it. 
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Set up a default G/L account 

33. In the Search box, enter 

Purchases & Payables Setup, 

and then choose the related 

link. 

34. In the G/L Account for Non-

Item Lines, enter e.g., 8640 

Miscellaneous. 

To support automatic creation 

of purchase invoices in 

Microsoft Dynamics NAV, we 

need to define which G/L 

account to use for any lines 

that are not items. 

 

It is also possible to set up 

text-to-account mapping, i.e., 

to have certain line texts (e.g., 

“freight”) default to other 

accounts. This is not used in 

these demos though. 

 

The default value can be 

changed by the user in the 

created purchase invoice 

before it is posted. 
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Demo 4 — Usage: Send a sales invoice as a PEPPOL invoice 
Demo story 

With a Tradeshift account and system set up for sending electronic invoices, we will now actually send one. 

 

What to do What to say Screenshots 

Create a sales invoice in the sending company 

1. Switch to the sending 

company. 

  

1. On the Small Business Role 

Center, on the Actions 

tab, in the New group, 

choose Sales Invoice. 

First we create a new 

sales invoice. 

 
  

2. In the Sales Invoice 

window, create a new 

invoice. Enter values as 

We will  invoice 

Progressive Home 

Furnishings for one 
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follows: 

a. Sell-to Customer: 

The customer 

created in 

Tradeshift/the 

sending company 

above 

b. Type on the line: 

Item 

c. No.: 1000 

d. Quantity: Any 

number, e.g., 

e. If not in small 

business app, 

choose Yes on the 

Check 

Availability 

dialog.  

bicycle. Most values 

are filled automatically, 

except the sell-to 

customer number, line 

type, item number, 

and quantity. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Send the invoice electronically using the customer’s document sending profile 
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2. On the Home tab, in the 

Posting group click Post 

and Send… 

We are now ready to 

post and send the 

invoice as an electronic 

invoice. 

 
 

 

3. In the Post and Send 

Confirmation dialog, click 

the AssistEdit button (…) 

to select different options 

than the customer’s 

normal setting. 

4. Look at the options and 

cancel to keep the default 

values. 

When you click Post 

and Send, the 

document sending 

profile that is assigned 

to the customer will be 

used by default. A 

confirmation dialog 

informs you of what  

will happen. In this 

demo the used profile 

only sends an 

electronic invoice 

through a document 

exchange service. 

 

It is possible to change 

the default behavior.  
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5. Choose Yes in the "Do you 

want to post and send the 

invoice?" dialog to send 

the created sales invoice 

electronically. 

6. Validate that the 

document has been sent.  

Conclude by sending 

the invoice 

electronically to the 

document exchange 

service. 

 

Check the status of submitted electronic invoices 
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7. In the Search box, enter 

Posted Sales Invoices, 

and then choose the 

related link. 

When an invoice is 

sent to a document 

exchange service, you 

can track the status of 

the invoice. 

 

 

 

8. Find the above posted 

invoice and check the 

status in the Document 

Exchange Status field. 

9. Verify that the field 

contains Delivered to 

Recipient. 

10. Alternatively, open the 

Posted Sales Invoice 

window for the invoice, 

and check the Document 

Exchange Status field. 

 List, web client example: 

 
  

List, win client example: 

 
  

  

Posted Sales Invoice window: 
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11. You can also click Activity 

Log. 

Note: In the Windows client, 

the Document Exchange 

Status is a hyperlink that 

opens Activity Log window. 

12. Verify the document 

exchange service 

messages. In this case, 

delivery was successful. 

Tip: Hover over messages to 

get tooltips with full messages. 

There is also an activity 

log where the 

interactions with the 

document exchange 

service can be 

monitored. 
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13. In the Search box, enter 

Job Queue Entries, and 

then choose the related 

link. 

14. Select the Doc.Exch.Serv. 

- Doc. Status entry. 

15. On the Home tab, in the 

Job Queue group, click 

Log Entries. 

16. Check that the status of 

the job queue entries is 

Ready. 

If there are any issues 

connecting to the 

Tradeshift service, test 

the document 

exchange service 

setup. 

 

Also check that the job 

queue and job queue 

entries are running. 

 
 

 
 

 

Demo 5 — Usage: Create a purchase invoice from a received PEPPOL invoice 
Demo story: Once that the vendor invoice is sent, it can be received at the customer side. 

 

What to do What to say Screenshots 

Create a draft purchase invoice from the incoming electronic invoice 
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1. Switch to the receiving 

company  

2. In the Search box, enter 

Incoming Documents, 

and then choose the 

related link. 

3. In the Incoming 

Documents window, 

locate the latest entry, 

and verify that Status is 

New 

4. Alternatively, choose the 

document hyperlink in 

the Incoming Document 

Files FactBox to view the 

PEPPOL invoice xml file. 

Completing this demo 

results in an entry in the 

receiver’s incoming 

documents list. This 

requires that the sending 

and receiving companies 

have been set up correctly, 

and that both Tradeshift 

accounts are working, and 

that the job queue and 

entries are running. 

 

 

Note: Pending work will 

extract data to fill in the 

vendor name, dates, totals 

etc. automatically to make 

it easier to understand 

what the entry relates to 

(as there is no friendly title 

for an electronic invoice). 
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5. Select the incoming 

document and click the 

Edit button. 

6. In the Data Exchange 

Type field, enter 

PEPPOLINVOICE 

Note: If the field is missing, 

click the Show more fields 

button on the FastTab. 

Pending work will enable 

automatically creating 

purchase invoices in 

Microsoft Dynamics NAV 

from incoming electronic 

invoices using s workflow. 

For now, this must be done 

manually. 

 

First, we need to select a 

data exchange type to 

instruct Microsoft 

Dynamics NAV on the 

format of the incoming 

XML. In this example it is a 

PEPPOL invoice. (Pending 

work will be able to detect 

this automatically.) 
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7. On the Home tab, in the 

Process group, click 

Create Document 

Automatically. 

8. Ensure that a Success 

dialog is shown.  

Any errors will show on the 

Errors and Warnings FastTab 

 

Notice that the Document 

Type, Document No. , and 

Status fields are updated. 
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Navigate to the created purchase invoice 
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9. In the Incoming 

Documents window, find 

the entry for the 

document of the 

previous step, and then 

click Purchase Invoice 

on the Home tab. 

10. You can see that a 

purchase invoice is 

created with an Item line, 

specifying the purchase 

of one or more bicycles 

from the vendor. 

11. You can also see in the 

Incoming Document 

Files FactBox that the 

original incoming 

document is attached to 

the purchase invoice. 

 

We navigate to the 

purchase invoice to verify 

the correctness of the 

invoice. 

 

 

 
 

 

12. On the Posting tab, click 

Post. 

Post the invoice. 
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13. Go back to the Incoming 

Document window. 

14. Notice that the 

Document No., Status, 

and Posting Date fields 

are updated. 

When a purchase invoice 

with an incoming 

document is posted, the 

data on the incoming 

document is updated to 

reflect the posted invoice. 

 

15. On the Actions tab, click  

Navigate. 

16. In the Navigate window, 

in the Related Entries 

column, select Posted 

Purchase Invoices, and 

then drill down on the 

value of the No. of 

Entries field. 

17. The posted purchase 

invoice opens. You can  

view all entries based on 

the purchase invoice 

created from the 

incoming PEPPOL 

purchase invoice. 

Finally, to get from the 

incoming document to the 

posted entries, use the 

Navigate function. 

 

Getting to the incoming 

document from the posted 

document, is done from 

the Incoming Document 

FactBox on the posted 

document (or ledger 

entries). 
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Conclusion 
This set of demonstrations has presented the new Electronic Documents feature in the context of 

sending and receiving PEPPOL invoices between two Microsoft Dynamics NAV instances using the 

Tradeshift document exchange service. 
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