InvoiceNow (E-Invoicing): Connect-
Via Web Portal




E-INVOICING REBRANDED AS INVOICENOW

"{XO'CE What's in it
NOYW for businesses?

Invoice now.
Get paid faster.

Grow your be with 1nve -2
E ethod that the direct deltvery of

Invoices In 3 structured digital format across different
finance systems. Operating on the Intermational Peppol
network, this new standard of Invoicing will have your
b r faster and greener In no time.
4
\ 2
i

Join InvoiceNow
Iin 3 easy steps.

Get connected with businesses,
big and small, islandwide today.

D ek it your finance o1 nocounting
salution |5 Peppol-resdy.
+ There are more than 80 solution providers
that can help you get connecied.

+ Sanid and recehss Involices directly
heough yeur NINance of accounting

system.
- = -
Register your UEN with any Peppol service
Invol“."ow provider by 31st Dec 2020 to receive an
to receive $200. E-invoicing Registration Grant

s Ua warust



HOW IT WORKS

IMDA ADOPTED THE INVOICENOW E-DELIVERY
NETWORK

FOUR CORNER MODEL

Seller (Cornerl) sends e-invoice with Buyer identity
sel Ier to their Access Point provider (Corner 2)

/'\ The Seller’s Access Point converts the data into a PEPPOL standard ./'\.
] format, resolves the Buyer’s Access Point to send to through a global * !, * 4
address book and sends the e-invoice to the Buyer’s Access Point (Corner 3) &8,

The Buyer’s Access Point then delivers to the Buyer (Corner 4)
according to their format.
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IMPORTANT CHARACTERISTICS

OF PEPPOL
CONNECT ONE CONNECT ALL

Participants connect to one AP and they are
connected to all participants on the network.

EACH CONVERT YOUR OWN
Each participant handles their end of data

conversion with their AP. APs exchange business
document based on standard PEPPOL format.

LOW COST

No AP interconnect charges. Thus e-invoice
delivery charges are expected to be low. APs
charge based on value-added services rendered.

MORE THAN E-INVOICE

The same network will in future also support
delivery of catalogues, PO and DO.

d DataPost 3



Step 1 — Activate your account

An ema” W|” be Sent to Business account Activation
the specified email Q@ s
address of the company | g5 patapost

that WaS reg|Stered Wlth Dear Mardhiati Binte Abdul Rahman,

D ata P O St . Welcome to DataPost.

You have been successfully registered with DataPost.

One step more to complete your user account setup. Please click the below link to activate your merchant account.

Your Username to login to the portal is: Administrator@sguen201220635k

1. Click on the Activate Actvate Account

Use the below link in case of the button does not work

ACC O u nt I I n k to CO m p | ete http://peppol.datapost.com.sg//app/userfusers/activate/merchant/f31668a1c6f5945h
th e u S e r aC CO u nt S et u p Please note that this activation link will be expired within 24 hours from the time this email is generated.

If you did not request this action, please let us know Do not panic, your account is safe.

Meed help? Please contact our support center.

A, C)O pataPost 4



Conti 3. An emall will be sent to the specified
ontinue... email address after the account has

been successfully activated.
2. Enter a login password

for your account.

DataPost Account Activated

peppol-noreply@datapost.com.sg
To mardhiati@versafleet.co

Peppol-AP 1.0.100 d DataPost
Dear Mardhiati Binte Abdul Rahman,
d- ' DataPost
Your DataPost user account has been successfully activated.
Activate Merchant User You can login to the portal by clicking the button below.
Enter a password Portal Login
R = Use the below link in case of the button does not work
Confirm passworc

http://peppol.datapost.com.so/

Submit

Thank you for using our services.
If you did not request this action, please let us know Immediately.

Meed help? Please contact our support center.

A OO DataPost 5



Step 2 — Login and start using!

« DataPost Peppol Web Portal : https://peppol.datapost.com.sqg/

Peppol-AP 1.0.100 d ) DataPost

d ) DataPost  [ai-o

Password

Login Trouble logging in?

DataPost Peppol-AP. Copyright 2020 ADERA Global Pte Ltd.

d DataPost ©



https://peppol.datapost.com.sg/

Step 3 — Buyer Management

Buyer Mrerrrerge;

« Search if your buyers A
are also on the
PeppOI network. | 0195:5gts1199404610d

10130 JK TRUDATA SOLUTIONS PTE. LTDJ|  Buver
Step 1: Buyer Management D28a Accountant-General's

* You can only
proceed to send
Peppol invoices and
credit notes to them
If they are also
registered on the
Peppol network.

Step 2: Add Buyer

. fuyer Listing i) Lig ) Add [ Delet
puyer Id Buyer Nangy

DATEOST AP TEST

peppol/recipient/home

New Buyer x
Search Key Datapost

S2opolly Company Name Country Cq

Department DATAPOST PTELTD SG
Step 3: Search Buyer

SGUENdataposttest 5G
0195:5gtst199404610d - DATAPOST AP TEST SG
0195:sgtstarisedatapost ARISE DATAPOST TEST SG

Buyer Name

[ Cancel

Step 4: Click “ok” to save

I, O)) DataPost 7



Step 4 — Document Management

* View both sent and

. . . 6 '::‘-P ™ pepnoldatanost com sofann/peppol/invoice/home

received invoices Filter invoices by Step 5: Create
: : #4 | Document \....Sent/Received Invoice

and credit notes via

. . Document Listing - Sent % Filter = & Upload Document W&J Create Invoice NEB Search | Download
the filter function. '

‘ Document Type “gloadegs®n Documepttio Sengd Pepgol Id Receiver Peppol Id
Document Management Step 5: Upload wearm for particular
kedit note 2020-4prL__ Peppol XMLfile  Joa45 0195:567s|  invoice you need 97007128

S Credit note 2020-Apr-06 11:35 AM - Credit Mote Mo.12345 0195:3GTST199404610D  0195:5guen198000012m

S Credit note 2020-Apr-06 09:14 AM  Credit Mote Mo.12345 0195:3GTST1994046100  0195:5guen201705995k

* You can either

u p I Oad I nVO I Ce a'n d «  Credit note 2020-Apr-04 10:00 PM | DH3Test 0195:5GTST1994046100 ° 0195:5GUENdataposttest
Cred |t n Ote d ata |n Credit note 2020-Apr-04 09:49 PM  Credit Mote Mo.12345 0195:5GTST199404610D 0195:5GTST1994046100

¥ Invoice 2020-Apr-04 08:49 PM  Test_123 0195:5GTST1994046100 : 0195:5GTST1994046100
Pe p pOI X M L FO rm at @ Credit note 2020-Apr-04 0730 PM  cn-csv02 0195:5GTST1994046100  0195:5GTST1994046100
Or C re ate th e m E Credit note 2020-Apr-04 0723 PM  cn-csv02 0195:5GTST1994046100 07195:5GTST1994046100
manually.

A C)O pataPost ¢



Step 5 — Creating Invoice

* Upon clicking Document Management
‘Create Document’, step 1 Choose your
l: - recipient rrom your e .
prOceed to ChOOSG Create Document List Lot Step 2: Choose Doc type

your recipient and
the document type
you wish to sent

Recipient DataPost Test v Document Type Invoice

Organization Number:  0195:3gtst199404610d

() Create Document
Step 3: Create Document

* You can then
proceed to create
your invoice



*Step S5a — Creating Invoice (Government AGD)

 If you are sending
Invoices to Document Management
Government Vendors,
you’ve to add/select
ACCOU”tant'General S Recipient Accountant-General's Department Document Type Invoice v
Department (AGD)

Create Document 3=/ List

Organization Number : 0195:squent08ga0028a

(&) Create Document

* You can then proceed
to create your invoice



Step 5.1 — Recipient Detalls

* Proceed to fill up the Invoice Address details and Delivery Address details (if
needed). Take note that the red fields & circled fields are mandatory fields.

w Fill up your Invoice
Recipient Details Address details & your
Delivery Address Details

Delivery Address |/
T TS
i~ m— T

Address Line 2 S Address Line 2

Address Line 3 Address Line 3

Postal/Zip Code Q Postal/Zip Code @
City City

Country Singapore v Country Singapore v

dp DataPost 11




*Step 5.1a — Recipient Details (Government AGD)

 Take note that for “Invoice Address”: The name must be Accountant-
General’s Department (AGD) and it’s address details. Untick the “Delivery
Address” if it is different from the “Invoice Address”

Recipient Details

Name

Delivery Address =)
Name
Address Line 1

Address Line 1

Address Line 2 Address Line 2

Address Line 3 Address Line 3

Postal/Zip Code Q Postal/Zip Code Q
City City

Country Singapore v Country Singapore v

dp DataPost 12




*Step 5.1b — Recipient Details (Government AGD)

Invoice Address
Name

Address Line 1
Address Line 2
Address Line 3
Postal/Zip Code
Province/State
City

Country

Accountant-General's Department

Singapore

Name

Add Fields to add Name of the

Delivery Address
Address Line 1

Invoice Details

Address Line 2

Address Line 3

Postal/Zip Code

Province/State

City

Country Singapore

U Email
[ Bank Identification No

person/vendor you are :
“Attentioning To”

(" )

For Invoices sent to AGD
(government vendors), you
will need to include the
Name of the person/vendor

& you are : “Attentioning To” )

dp DataPost 13



Step 5.2 — Invoice Detalls

* Proceed to fill up the Invoice Detalils. Take extra note that the circled & red
fields are mandatory fields. *On a side note, if you are sending invoices to
Government vendors, all fields must be filled up

Invoice No* Purchase Order No
Invoice Date* 2020/08/28 " Due Date*

Payment Terms 30 days Buyer Reference
Message to Receiver GST Registration Number | 12-0124048-4
& Add Fields

dp DataPost 14



*Step 5.2a — Invoice Detalls (Government AGD)

« *All Fields Must Be Filled Up

 *Invoice No — Maximum 30 characters, cannot contain space
*  *Invoice Date — Cannot be backdated by more than 7 calendar

days or forward dated
«  * Payment Terms — follow AGD format. (example: 7D, 8D, 10D https://www.vendors.gov.sg/UsefulReferences/MinStatuary

15D, etc.)

 *Message to Receiver — Invoice Description

. Purchase Order No. — Purchase Order number
* Due Date — Due Date

* Buyer Reference —To know which Business Unit to
indicate, please enquire with your client agency

Boards.aspx
*  GST Registration Number — Your company GST no. if any.

Invoice Mo*
Invoice Date*

Payment Terms
Message to Receiver

&) Add Fields

2020/09/08

30D

Purchase Order No
Oue Date* - The specific Entity Vendor/
Buyer Reference Business Unit you wish to

invoice to

GST Registration Number| 1M2-0124048-4

You will only need to type specific
code: E.g., MOEO1 ; if the whole
line is: MOEO1-Student
Placement & Svcs Div

A )0 DataPost 15


https://www.vendors.gov.sg/UsefulReferences/MinStatuaryBoards.aspx

Step 5.3 — Articles detalils

It is mandatory for you to fill up these fields according to the nature of your
invoices. A simplified example is shown below. In addition the ‘Add Row’
function allows you to include more than one article in your invoice, while the
‘Add Field to All Rows’ function allows you to input discounts into your articles

Article Name* Quantity* Unit* Unit Price* GST Rate Net Amount

blue pen 1000 | H8T-piece v 2000 | SRT%(Standi v | 200.00 I Remove

(@ AddRow () Add Field To All Rows

Allows you to include more than one article
while ‘Add Field’ allows you to apply discounts
to articles

dp DataPost 16



Step 5.4 — Completion of sending invoice

‘ Invoice Total

Currency™ G0 o
Shows you the Invoice total amount

Article Name GST% Disc. Net Amount Met Amount GST
blue pen SR 7% (Standard Rated) 0.00 200.00 14.00
Met Amount 200.00

Total Discount 0.00

14.00

Payable Amount (SGD) 214.00

Attachments

.
Allows you to attached supporting documents,

e.g. POs
\_ ,

( )

&) Add Attachment

Send Invoice Finally, just send your invoice

dp DataPost 17



Step 6 — Document Status

. . Test_08042020 (=] View Document J4¢ Download Document A7) Download MDM
y You Ca‘n VIeW docu me nts In Invoice Hash Tesi_USOREFZU0195.5GTST1 99408 0T0USG2020 XML CODE FORMAT
human readable format by Document Ty Human Readable Format
Clickin “VieW DOCU ment”. Communicationcriarmer BT
g Client Reference fcafa7el0c394d108d554bc9cT30daa5
Server Receipt fd16174f-8216-4db0-9770-4aa8acc70eb2
o CI |Ck| ng on “DOWH|Oad Sender Peppol Id 0195:5GTST1994046100
’ . . Sender Company Name DataPost Pte Ltd (TEST)
Document WI” prOVIde you the Receiver Peppol Id 0195:5GTST1994046100
document |n PeppOI XML format Receiver Company Name DataPost Pte Ltd (TEST)
Amount SGD e00.00
Tax SGD 0.00
* Document status will indicate if Payable Amount SGD 600.00
the document has been sent out ploadedon SApreE s e
WgiGaued By 0195 56 TS™aEA046100
SucceSSfu I |y Status Send Success

i 5000 327 d-3191-4200-00d1-92cfbaf8d 1 a7 @ip-10-10-20-30.ap-southeas
Status on the document if is sent 2l

successfully.

A C)O DataPost s



COITI m erCiaI I I’lVOice Invoice issue date Invoice number

2021-02-25 test123

DataPost Pte Ltd (TEST) Comenigue e orderreterence

Buyer reference
BuyerRefaerence

Amount due for payment
1 070.00 SGD

BUYER

DATAPOST AP TEST

Address

4 ayer rajah

addr2

addr3

123456

SG

Legal registration 1D © 0195:sgtst1929404610d
Buyer name: DATAPOST AP TEST

GSTID
Line ID Seller's ID Name Quantity Met price GST rate Charge Met amount
Allowance
001 itermn1 1.00 EA 1 000.00 SGD SR, 7.00% 1 000.00
[ Unit of measure ©: Base quantity : 1
each )
Sum of Invoice line net amount: 1 000.00 SGD
Sum of allowances on document level: Example Of a Visual 0.00 SGD
Sum of charges on document level: 0.00 SGD

Human Readable Image

of how your Invoice looks
like

A )0 DataPost 19



GST Breakdown group

GST category code GST exemption reason text G ST category taxable amount GST category tax amount
GST : SR ( Standard rated ), 7.00% 1 000.00 70.00
Invoice total GST amount: 70.00 3GD
Invoice total amount without GST: 1 000.00
Invoice total amount with GST: 1 070.00

Amount due for payment.

1 070.00 SGD

Payment terms:
30D

PAYMENT INSTRUCTIONS

Payment means type code Payment service provider identifier Payment account identifier

Payment account name Remittance information

30( Credit transfer ) DBS BANK 123456789

DATAPOST TEST test123

SELLER SELLER CONTACT

DataPost Pte Ltd (TEST) Contact Point - Sherly Foo

Address E-mail address : sherly foo@datapost.com.sg
4 Ayer Rajah Crescent

139960

SG

Legal registration identifier : 199404610D

DATAPQOST AP TEST

GST identifier : M2-01240458-4

Example of a Visual
Human Readable Image

of how your Invoice looks
like

A, T DataPost 20



| 0195_5GT5T1994046100-2020_Aug_28_12_00_AM-Invoice_709 (1).xml - Notepad — O X

File Edit Format View Help

<Invoice xmlns:xsi="http://www.w3.org/2001/XMLSchema-instance” xmlns:ext="urn:oasis:names:specification:ubl:schema:xsd:Comm
<cbc:CustomizationID>urn:cen.eu:enlb93l:2817/#conformant#urn: fdc:peppol.eu:2817:poacc:billing:international:sg:3.8</cbc:
<cbc:ProfilelD»urn:fdc:peppol.eu:2017:poacc:billing:@1:1.8</cbc:ProfilelD:>
<cbc:ID>*Invoice 789</cbc:ID>
<cbe:IssueDate>2828-088-28</cbc:Issuelates
<cbc:DueDate»2820-89-27</cbc: DueDates
<cbc:InvoiceTypelode»388</cbc: InvoiceTypelodes
<cbc:DocumentCurrencyCode»5GD</cbc: DocumentCurrencyCode>

<cac:0rderReference> Examp|e Of a XML Data
<cbc:ID>P0O 789</cbc:ID>» .
</cac:0rderReference> Code Format, which your

<cac:AccountingSupplierParty>» .
ccac:Partys IT team can refer to if
<cbc:EndpointID schemeID="8195">5GT5T1994846180</cbc:EndpointID> needed
<cac:PartyName>»
<cbc:Name>Administrator</cbc:Name:>
</cac:Partylame>
<cac:PostalAddress>»
<cbc:5treetlame>d Ayer Rajah Crescent</cbc:S5treetlame:
<cbc:Postalione>»139968</cbc:Postaliones
<cac:Country>»
<chc:IdentificationCode»SG</cbec: IdentificationCode:

A )0 DataPost 21



Step 6.1 — Document Status- Invoices

« GreenTickina
clear box depicts
Invoices are sent
successfully while
Red Dot depicts

Document Listing - Sent 7 Filter * [© Upload Document & Create Document #8 Se & Download (¥ Fai

[]

Document Type Uploaded On Document Mo

2020-Aug-28 12:41 PM

Sender PeppoNg 3

Invoice 202008171140 0195:5GTST199404610D : 0195:5gtst199404610d

fallure to sent dl : 2020-Aug-28 12:41 PM 20200817_1140 0195:SGTST199404610D 0195:5gtst199404610d
d v 5 2020-Aug-28 12:37 PM  20200817_1140 0195:SGTST199404610D 0195:5qtst199404610d

[] ¢ Invoice 2020-Aug-27 03:18 PM OCBC_TEST20200827_1517_4 0195:SGTST1994046100 0195:5guen201911824r

° Grey box refers to [ 2020-Aug-27 03:18 PM OCBC_TEST20200827_1517_3 0195:56TST199404610D 0195:5quen201911824r
invalidated entry, as ] « 2020-Aug-27 03:18 PM OCBC_TEST20200827_1517_2 0195:SGTST199404610D 0195:5guen201911824r
the same invoice N, 2020-Aug-27 03:18 PM OCBC_TEST20200827_1517_1 0195:SGTST1994046100 0195:5guen201911824r

: [] « Invoice 2020-Aug-26 12:18 PM OCBC_TEST20200826_1218  0195:5GTST199404610D 0195:sguen201911824r

has been sent again [] ¢ Invoice 2020-Aug-26 12:05 PM OCBC_TEST20200826_1205  0195:SGTST199404610D 0195:5guen201911824r

[] « Invoice 2020-Aug-24 02:47 PM DP_20200527 0195:5GTST199404610D 0195:5GTST199404610D

[] « Invoice 2020-Aug-21 11:17 AM  20200817_1330 0195:5GTST199404610D 0195:SGTST199404610D

* EXpOI’t a‘_”OWS you to [] « Invoice 2020-Aug-20 06:23 PM INVBLDP005_TC_13 0195:5GTST199404610D 0195:sguen201911824r
summarise your ] nvoice 2020-Aug-20 06:23 PM INVBLDP006_TC_14 0195:5GTST199404610D 0195:5guen201911824r
invoices of a certain (] 2020-Aug-20 06:22 PM INVBLDP006_TC_14 0195:SGTST199404610D 0195:5guen201911824r

N 2020-Aug-20 06:20 PM INVBLDP005_TC_13 0195:5GTST199404610D 0195:5guen201911824r

time period

A )0 DataPost 2



Step 7 — Business Account Management

* Business Account # | Business Account Management
Management allows
you to _ed|t your Edit Business Account - DataPost Pte Ltd (TEST) 2= List |
Operational Structure
General Info  © Operational Structure © ( Payment Means

as well as Payment
Means (reflected in
your invoice sent)

Company Info

« WEe'll take charge of
editing your General
Info if you require any

help
dp DataPost 23




Step 7.1 — Operational Structure- Adding of users

General Info Operational Structure Payment Means

Subunit Listing iz| List

General [ ifo Users

=] Lst @ Ruw=={f"Delete City
Mame Email Status Postal/Zip Code
1 Test Operator upek

This function tab allows you to add different

£ Chinthaka Pathirana 4ohd  ysers of the account, according to your needs. Singapore

Authentication Mode

[] online Access

Username
Password

Confirm Password

Role Observer
Operator

A )0 DataPost
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Step 7.2 — Payment Means Function

« Payment Means Function allows Payment Means Details
you to fill in your payment Code 20- Credit ransfer >
means detaills, depicting how Type T .
your buyers ShOUId pay you Payment Account Number 123456789
upon receive of invoice (BBAN/IBAN)
Payment Bank Mame / BIC (Swift) DBS BANK
. : Payment Account Name DATAPOST TEST
« Definition of varying payment
Status i o
means code can be found here: Aetive
https://docs.peppol.eu/poacc/billi 8 Required fields are denoted as
ng/3.0/codelist/UNCL4461/ [ submit || cancel

« This will be reflected in your

visual invoice.
Y OO DataPost 25


https://docs.peppol.eu/poacc/billing/3.0/codelist/UNCL4461/

Notes

* You can start off by trying to send an invoice to our Test Peppol ID:
0195:SGTST199404610D

* Please contact us @ elnvoice@datapost.com.sq if you need any further clarification on
the Web Portal.

 FAQ on InvoiceNow -
https://va.ecitizen.gov.sqg/cfp/customerPages/IMDA/explorefaq.aspx



mailto:eInvoice@datapost.com.sg
https://va.ecitizen.gov.sg/cfp/customerPages/IMDA/explorefaq.aspx

Thank you

d DataPost

A member of the ADERA Global Group of compani <
f‘/ -

W Sy
v Disclaimer:

M This presentation is intended only for use by DataPost Pte Ltd. No
copy or use of this presentation should occur without the permission
of DataPost. DataPost retains all intellectual property interests
associated with the presentation. DataPost makes no claim, promise
or guarantee adequacy of the content of the presentation and
expressly disclaims liability for errors and omissions in such content.




