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Logging in & Profile 
Management



Portal Logging-in
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Login with the Org ID, User ID and Password. Click ‘’Sign In’’ to 
proceed. You can reset the password by clicking ‘’ forgot password’’.



Updating User Profile

6

To update the User & Company Profile, click Profile to 
update. Click the ‘’ Update’’ button to save changes 
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Creating Non-Govt InvoiceNo



Creating Non-Govt InvoiceNow
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To create InvoiceNow invoice, please click e-
Invoice > Create Non Govt PEPPOL Invoice
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Creating Non-Govt InvoiceNow
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If the UEN or PEPPOL ID is not 
found in the directory, kindly key 
the recipient email address and 
invite the company onboard with 
InvoiceNow Network

Key in the PEPPOL ID or UEN 
numbers to search for ID



Creating Non-Govt InvoiceNow
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Invitation sent, and companies not in InvoiceNow Network, may click the register link 
to receive PEPPOL ID. For any queries, please click here to learn more information from 
IMDA 



Creating Non-Govt InvoiceNow
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Key in the PEPPOL ID or UEN, and a box will prompt to inform that the company is under 
InvoiceNow Network. You may bookmark the PEPPOL ID for future billing purposes. 



Creating Non-Govt InvoiceNow
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First, on the Header Tab, please 
key in the details and click the 
Details tab to input pricing



Creating Non-Govt InvoiceNow

SESAMi Confidential Proprietary 13

Click the line discount type to 
select discount per item or total 
amount (if any)

Click the line discount type to 
select the percentage or amount 
(if any)

To duplicate the item, click on 
the dashboard icon 

To edit the line item, click on the 
pencil icon; to delete the line item, 
click on the ‘X’ button

Once completed, click save as 
Draft or Submit



Creating Non-Govt InvoiceNow
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If any file is uploaded, please note 
that only a specific format and up 
to 10MB per file are acceptable. 
Once done, click submit to 
complete the submission



Creating Non-Govt InvoiceNow
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You may view your invoice [SENT/RECEIVED tab] by clicking the invoice no. Alternatively, you may click the printer button to 
store your PDF invoices. You may also view the invoice submission status and response status from the buyer 



Creating Govt InvoiceNow



Creating Govt InvoiceNow
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To create Gov PEPPOL Invoice, 
click e-Invoice > PEPPOL Invoice  
> Create Govt PEPPOL Invoice 



Creating Govt InvoiceNow
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When submitting e-invoices to 
Singapore Government Agencies, 
please send the e-invoices to the 
Peppol ID (0195:SGUENT08GA0028A) 
of the Accountant General Department. 

The Accountant General’s Department 
will send the e-invoices to the 
respective Singapore Government 
Agencies for processing.

Alternatively, you may input the Peppol 
ID of the specific government agency 
that you are invoicing by checking the 
Peppol Directory.

To input the Purchase Order No under the 
PO based Invoice

Select the business unit category (gov 
entities) and business unit (cost center)

https://www.peppoldirectory.sg/


Creating Govt InvoiceNow
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Click the line discount type 
to select discount per item or 
total amount (if any)

Click the line discount type 
to select the percentage or 
amount (if any)

To duplicate the item, click on 
the dashboard icon 

To edit the line item, click on 
the pencil icon; to delete the 
line item, click on the ‘X’ button

Once completed, click save 
as Draft or Submit

Refers to the line item of the 
PO issued by the Agency. 



Creating Govt InvoiceNow

SESAMi Confidential Proprietary 20

If any file is uploaded, please note 
that only a specific format and up 
to 1MB per file are acceptable. 
Once done, click submit to 
complete the submission



Creating Govt InvoiceNow
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To view the submitted invoices, 
click e-invoice > PEPPOL Invoice 
> View PEPPOL Invoice 



Creating Govt InvoiceNow
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You may view your invoice [SENT/RECEIVED tab] by clicking the invoice no. Alternatively, you may click the printer button to 
store your PDF invoices. You may also view the invoice submission status and response status from the buyer 



Uploading InvoiceNow



Invoice Batch Upload InvoiceNow
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To view the submitted invoices, 
click e-invoice > PEPPOL Invoice 
> View PEPPOL Invoice 



Invoice Batch Upload InvoiceNow
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Click to download the Excel template 
and key in the details.

Once completed, click ‘’Choose File’’ 
to upload



Invoice Batch Upload InvoiceNow
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If there is an error with the 
uploaded invoice template, the 
error details will be shown below.

The error details can be exported 
into an Excel file. 



Invoice Batch Upload InvoiceNow
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Invoice Batch Upload InvoiceNow
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Invoice save as draft, click the Invoice No to edit.  You can 
also delete the draft invoice by clicking the trash bin



Invoice Batch Upload InvoiceNow
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Click Edit to amend the details



Invoice Batch Upload InvoiceNow
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To enter the amended details 
and click ‘’Update Item’’ to 
submit ( if there are few items 
to amend) or ‘’Update’’ to 
submit. 



Invoice Batch Upload InvoiceNow
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Click the ‘’Invoice No’’ to check the submitted invoice or click 
the ‘’ Printer’’ for bookkeeping

You may click the received tab by receiving InvoiceNow invoices 
from suppliers 



GST InvoiceNow Activation 



What is GST InvoiceNow?
The Requirement from IRAS

GST-Registered Businesses will be required to use InvoiceNow Solutions to send invoice data to IRAS 
for tax administration purposes (in phases).

SESAMi Confidential Proprietary



GST InvoiceNow Activation by Users
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Users may activate the GST InvoiceNow connectivity for 
their business within the web portal following these steps:

My Account> PEPPOL> C5 Activation

After the “Signer name” and “Signer 
email” is entered, click on the “C5 
Activate” button.

A CorpPass authorisation email will be 
sent to the Signer email address. Once 
the CorpPass authorisation is 
complete, the business is GST 
InvoiceNow Activated.



GST InvoiceNow Activation Audit Log
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An “Activation Audit Trail” is created upon GST 
InvoiceNow activation. This audit trail also records any 
future deactivations and reactivations for tracking 
purposes.



Submission of Peppol Invoices to IRAS

For Peppol invoices, a copy of the invoice data is automatically transmitted to IRAS. 
Create your invoice as per usual.



Submission of Non-Peppol Invoices to IRAS

For non-Peppol invoices, the “GST InvoiceNow Transmission Date” field is required. 
You may select the date in which you would like the invoice to be transmitted to 
IRAS. Create your invoice as per usual.



Viewing the GST InvoiceNow Status

After invoice submission, you 
may check the GST 
InvoiceNow Status on the 
Invoice Listing page.



Submission of B2C/ PCP Invoices to IRAS

Submission of Invoice Data on an Aggregated Basis:
1. Supplies made via point-of-sale (“POS”) systems e.g. cash registers; 
2. Supplies where simplified tax invoices (“STI”) are issued. Serially 

numbered receipts are considered as STI transactions; or 
3. Petty cash purchases (“PCP”) e.g. staff claims and purchases using 

corporate cards

You may create an aggregated invoice by 
following these steps:

e-Invoice> B2C/PCP> Create B2C/PCP



Submission of B2C/ PCP Invoices to IRAS

Create a B2C/ PCP invoice by completing the 
mandatory “Header” fields.

Fill in the aggregated amount 
under the “Details” tab.
Once completed, click on 
“Submit”.



Thank you!
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