
lnvoiceNow (E-lnvoicing): Connect wt

Via Web Portal
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Seller Seller (Corner 1) sends e-invoice with Buyer Buyer
identity 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 

address book and sends the e-invoice to the Buyer’s Access Point (Corner3)

The Buyer’s Access Point then delivers to the Buyer (Corner4)
according to their format.

MORE THAN E-INVOICE
The same network will in future also support 
delivery of catalogues, PO and DO.

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

EACH CONVERT YOUR OWN
Each participant handles their end of data
conversion with their AP. APs exchange business
document based on standard PEPPOL format.

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

Central
Address
Book

IM DA A DOPTED THE INVOICENOW E-DELIVERY 
NETWORK

IMPORTANT CHARACTERISTICS 
OF PEPPOL
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HOW IT WORKS



An email will be sent to 
the specified email 
address of the company 
that was registered with 
DataPost.

1. Click on the Activate
Account link to complete 
the user account set up.

Step 1 – Activate your account
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2. Enter a login password 
for your account.

3. An email will be sent to the specified 
email address after the account has 
been successfully activated.

Continue…

5



Notice: For API Customers Only –

Generate API key & secret at ‘Business Account Management’

• Double click on to it – enter ‘Business 
Settings’ and acquire your credentials
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Step 3.1 – Buyer Management

Step 2: Add Buyer

Step 4: Click “ok” to save

• Search if your buyers are
also on the Peppol 
network.

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

• Search this link key in 
customer name or UEN

Step 1: Buyer Management
Step 3: Search Buyer

https://www.peppoldirectory.sg/
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Step 3.2a – Buyer Management (For AGD Vendors)

• For sending invoice to AGD, users can now create ‘New
Buyer’ using a different display name under the same &
saved AGD Peppol ID.

https://www.vendors.gov.sg/Us
efulReferences/MinStatuaryBo
ards.aspx

Same Buyer different 
display name
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Step 3.2b – Sending Invoice to AGD Buyers

• Using the same AGD Peppol ID, users can simply include 
the specific ‘Buyer Reference’ to the particular BUYER 
that you wish to invoice to.

• List of AGD Ministries / Statutory Boards’ customer code 
can be searched here: 
https://www.vendors.gov.sg/UsefulReferences/MinStatuary
Boards.aspx
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Step 4 – Document Management

Document Management

Filter invoices by
Sent/Received

Upload Peppol 
XML file

• View both sent and 
received invoices 
and credit notes via
the filter function.

• You can either 
upload invoice and 
credit note data in 
Peppol XML Format 
or create them 
manually.

Step 5: Choose your document type 
under 'create' button, double

check and confirm

Search for particular 
invoice you need
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Step 5 – Creating Invoice

You can continue with a
previously saved document 

(Not mandatory)

Step 3: CreateDocument

• Upon clicking 
‘Create Document’, 
proceed to choose 
your recipient and 
the document type 
you wish to sent

• You can then 
proceed to create 
your invoice

Step 1: Choose your 
recipient from your Added 

List
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*Step 5a – Creating Invoice (Government AGD)

• If you are sending 
invoices to Government 
Ministries / statutory 
boards, you have to 
add/select Accountant-
General’s Department 
(AGD)

• You can then proceed to 
create your invoice
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Step 5.1 – Recipient Details

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

Fill up your Invoice 
Address details & your 
Contact Details
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Step 5.2 – Invoice Details

• Proceed to fill up the Invoice Details. Take extra note that the circled & red 
fields are mandatory fields.

*Notice: If you are sending invoices to Government vendors, all fields below must be filled up.
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*Step 5.2a – Invoice Details (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 
15D, etc.)

• * Message to Receiver – Invoice Description

The specific Entity Vendor/ 
Business Unit you wish to

invoice to

Youwill only need to type specific
code: E.g., IMDA1 ; if the whole 

line is: IMDA1-Infocomm 
Media Devt Authority

• Purchase Order No. – Purchase Order number

• * Due Date – Due Date

• * Buyer Reference –Toknow which Business Unit to 
indicate, please enquire with your client agency 
https://www.vendors.gov.sg/UsefulReferences/MinStatuary
Boards.aspx

• GST Registration Number – Your company GST no. if any.

For PO Based invoice: ‘Purchase 
Order No’ must be filled in

For Direct/ Non-PO invoice: Simply 
leave it blank
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Step 5.3.a – Articles details

• 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

Allows you to include more than one article 
while ‘AddField’ allows you to apply discounts 

to articles
Click the button to adjust GST rates to

match your order/invoice details.
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• To prevent system errors, companies that are either not applicable for GST or 
have not completed the GST registration process, are advised to opt for the 
ZR 0% (Zero-rated) option.
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Step 5.3.b – Articles details (Discount & Charges)
• To specify any discount or charges, you can add it in the ‘Articles Details’ 

section or ‘Discount and Charges’ section

Click ‘Add Fields To All Rows’ to add
discount for a specific item

You can also add discount or
charges for all of the items above
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Step 5.3.c – Articles details (Credit Notes Sending)
*Important: If you are creating credit notes, please remember to use a (-) minus 
sign with the quantity to indicate a negative amount."

Kindly use a (-) minus sign to 
indicate any negative amount
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Step 5.3.d – Different Currency Available
• To specify different currencies other than SGD, you can simply change it 

in the “GST Currency’’ section.

Manage different currencies 
for your e-invoice
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To comply with the regulations 
set by IMDA, please proceed to 
your Business Account 
Management page and provide 
us with your GST Registration 
number as per the requirement.
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Step 5.4 – Completion of sending invoice

Shows you the Invoice total amount

Final step: Send out the invoice

Allows you to attached supporting 
documents, if any. e.g. POs
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Step 5.5.1 – Save Draft Invoice

You can save a draft invoice 
before sending out
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Step 5.5.2 – Choose Your Saved Documents

After saving a document, it will be shown 
here as circled, you may choose any of your 

saved documents to continue
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Step 6 – Document Status

• You can view documents in
human readable format by
clicking “View Document”.

Human Readable 
Format

• Clicking on “Download 
Document” will provide you the 
document in Peppol XML format.

• Document status will indicate if 
the document has been sent out 
successfully.

Statuson the document if is sent 
successfully.

Download XML
CODE FORMAT

Send Email 
Notification
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Example of a Visual 
Human Readable Image 
of what your E-Invoice 

looks like
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Example of a Visual 
Human Readable Image 
of what your E-Invoice 

looks like
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Example of a XML Data 
Code Format, which your 

IT team can refer to if 
needed
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Step 6.1 – Document Status- Invoices
• Green Tick in a 

clear box depicts 
invoices are sent 
successfully while 
Red Dot depicts 
failure to sent

• Grey box refers to 
invalidated entry, as 
the same invoice 
has been sent again

• Export allows you to 
summarize your 
invoices of a certain 
time period
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Step 6.2 – Document Status- Send Email Notification

•Sellers can now send email notification after sending the invoice to the buyer.
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Step 6.3a – Invoice Response - (Only Applicable
When Receiving an Invoice)

Filter all invoices 
to ‘Received’

- Invoice Response is a feature when users received an invoice, they can give 
an acknowledgement to indicate that the invoice is received.

Choose the invoice 
then press ’View’
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Step 6.3b – Invoice Response - (Only Applicable 
When Receiving an Invoice)

- Once users have ‘view’ the invoice, they can click the ‘Send Response’ tab to 
indicate that the invoice has been successfully received.
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Step 6.4 – Invoice Response - (Only Applicable 
When Receiving an Invoice)

- Choose a suitable Response Code (e.g. Accepted), and then press the ‘Send 
Invoice Response’ tab to distribute.
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Choose the 
response code



Step 7 – Business Account Management

• Business Account Management 
allows you to edit your
Operational Structure as well as 
Payment methods (as reflected in 
your invoice sent)

• Enter by double-clicking on the 
company name (the red box)

• We’ll take charge of editing your 
General Info by your request -
Feel free to reach out to us
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Step 7.1 – Operational Structure- Adding of users

This function tab allows you to add different 
users of the account, according to your needs.
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Step 7.1b – Operational Structure –
Setting up permission group of users

- Users can manage access rights (add/remove multiple users & modify control 
settings) within the Operational Structure – the ‘Users’ Tab as pointed above

Amend the 
permission
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Step 7.1c – Operational Structure –
Instructions for adding users

Step 3:
Check boxes for user rights and select all if necessary – Proceed to submission.

2. Choose 
Authentication mode:
Username, password 

and confirm.1. Enter basic info & 
contact details
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Step 7.2 – Payment Means Function

• Payment Means Function allows you 
to fill in your payment means details, 
indicating how your buyers should 
settle the payment upon receive of 
invoice

• Definition of varying payment means 
code can be found here: 
https://docs.peppol.eu/poacc/billi
ng/3.0/codelist/UNCL4461/

• This will be reflected in your 
visual invoice.
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Step 8.1a – New updates: Flip Order to Invoice 
Function (Only Applicable When Receiving an Order)

• Click the 'Flip Order' 
button while viewing a 
received order to 
instantly generate an 
E-Invoice based on 
the order information.

• *Notice: This function
is only available when
user receive orders

from another party.

Flip Order to Invoice &
send back to buyer
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Step 8.1b – New Updates: Create Order - Send Order
- Flip Order - Receive Invoice

• Using our web portal, you can create an ‘Order’ and send the order to seller, the seller 
end receive and verify the order, then flip it to an E-Invoice and send it back to the buyer 
seamlessly through a few clicks!
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Step 8.2 New updates: Ready-to-Use Email
Encourage your business partner to use ePO / Invoice Response features on 

DP Web Portal)

• Click the ‘Email' button in 
Buyer Management 
Section to populate a 
drafted email to your invoice 
receiver/business partners -
encourage them to explore 
our ePO/Invoice Response 
features on web portal.
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Step 8.3 Enhanced Feature:
Invoice response link to original invoices & Status Updates

• Users can effortlessly locate the original invoice in the invoice response review section 
under – Document Management. You can also have the flexibility to adjust the 
invoice/order status in ‘Update Status’ (circled in black) as needed based on the situation.
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Step 8.4 Follow these steps to print docs on the portal:

Step 1: Navigate to Document Management - Select 'Filter Sent/Received’ - Select the document and click on 'View’.

Step 2: Click 'Print Document’.

Step 3:
Save the doc as a PDF – Proceed to printing.
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Step 8.4: Creating Non Peppol Document

Step 1: Navigate to Non-Peppol Document Management, select Create and choose document type.

Step 2: Similar to Step 5.4, key in respective details and send invoice.
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Report and Reconciliation Process - Step-by-Step 
Guide
Data Extraction:

•Internal System: Export a report of e-invoices submitted within a specific timeframe (e.g., 
daily, weekly, monthly). Include key identifiers like your internal invoice ID, Peppol Document ID, 
submission date/time, and initial submission status.

•Access Point Reports: Download or access the relevant reports from your Access Point portal 
for the same timeframe. Ensure the report includes transmission status, timestamps, any error 
messages, and the IRAS Acknowledgement ID.



Reconciliation Process – Matching Records

The core of reconciliation is to match records across these three sources based on unique 
identifiers. The primary matching keys should be:

•Peppol Document ID: This is the most reliable unique identifier if consistently generated and 
recorded across all systems.

•Internal Invoice ID: This can be used if the Peppol Document ID isn't consistently tracked by 
your internal system or AP. However, be cautious of potential duplicates if your internal invoicing 
sequence isn't globally unique.

•Submission Date/Time: This can help narrow down potential matches, especially if other IDs 
are missing or inconsistent.



Reconciliation Process – Comparing and Analysing

For each matched record:
•IRAS Status vs. Access Point Status:

• Successful Scenario: If the Access Point reports successful delivery to the 
Peppol network, the IRAS Status should eventually be “Successful" with a valid 
IRAS Acknowledgement ID.

• Rejection Scenario: If the IRAS Status is "Rejected," the Access Point logs 
should indicate successful transmission to Peppol. The rejection reason from 
IRAS (if available) should be investigated.

• Transmission Failure: If the Access Point reports a transmission failure, the 
IRAS Status will likely not be updated or might indicate a non-receipt. Focus on 
resolving the AP transmission issue.

• Processing Status: A temporary "Processing" status on the IRAS side is normal 
after successful AP delivery.



Reconciliation Process – Comparing and Analysing

•IRAS Acknowledgement ID: Verify that an IRAS Acknowledgement ID is present for all 
“Successful" e-invoices in your internal system and the Access Point reports (if the AP captures 
it).
•Note down any discrepancies where an “Successfull" status exists without a corresponding 
Acknowledgement ID in all systems.

•Internal System Submission Status: Ensure your internal system accurately reflects the final 
IRAS status (Accepted or Rejected) and records the IRAS Acknowledgement ID.



Reconciliation Process – Comparing and Analysing

Identifying and Investigating Discrepancies: Any mismatches or missing information 
require investigation:
•Missing Records: If an e-invoice is present in your internal system but not in the AP 
report or vice versa, check submission logs and ensure proper transmission processes.
•Status Discrepancies: Investigate why an AP reports success but IRAS shows 
rejection, or vice versa. This could indicate issues with data mapping, validation rules, or 
temporary system glitches.
•Missing Acknowledgement IDs: For “Successfull" invoices without an ID in all 
systems, check if the AP is configured to retrieve and store this information. Contact your 
AP provider if needed.
•Rejection Reasons: Analyze the rejection reasons provided by IRAS to identify 
systematic errors in your e-invoice data or format.



Reconciliation Process – Report



Reconciliation Process – Access Point Report



Step 1 Activation/Deactivation of C5
Step 1: Assuming UEN has been registered, you may send an email to Datapost to request for activation/deactivation of 
C5. Even if UEN is activated on C5, Datapost still needs to manually activate sending to IRAS for the account. You will 
receive an email like this to activate using Corppass.



Step 2 Authorisation
Step 2: Once authorized with Corppass, you will see this screen. On our end, we will proceed to activate or deactivate 
based on your request.



Notes
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• You can start off by sending a testing invoice to our TestPeppol ID: 
0195:SGTST199404610D

• Please contact us @ eInvoice@datapost.com.sg if you need any further clarification on 
the Web Portal.

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



• DataPost is partnering up with IFS Capital to integrate E-Invoicing solutions and Commercial 
Financing solutions. The partnership aims to unlock a wide range of financing solutions tailored 
for SME companies in Singapore. Find out more details by clicking the ‘Apply Financing’ button 
on our web portal, as circled below!

Click ‘Apply Financing’ to
apply for commercial 

finance

Exciting Updates
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Thank you

Disclaimer:
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.


