
SESAMi World Connect Portal
InvoiceNow (PEPPOL)
User Guide V3.1

{ǳǇǇƻǊǘƛƴƎ La5!Ωǎ bŀǘƛƻƴǿƛŘŜ 9-Invoicing Framework



AGENDA

1. Customer Support

2. InvoiceNow Registration

3. Logging in & Profile Management

4. Creating Non-Govt InvoiceNow

5. Creating Govt InvoiceNow

6. Uploading InvoiceNow

7. GST InvoiceNow Activation and Submission

8. Advanced Ordering and Order Balance

9. How to Handle Errors



Customer Support



Customer Support for Web Portal Users
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Email:

CustomerCare@sesami.com

Telephone:

Tel: +65 6302 5300

Hotline: +65 6333 1188

Opening Hours:

Monday - Friday

9 AM - 6 PM

Ticket Level Description Resource Response Time Resolution Time Example

Level 1 General inquiries, administrative updatesCustomer care office 2 hours 1 working day
Inquiries on how to create invoice; request to 
setup new user accounts

Level 2
Data and document process issues 
requires backend actions

Technical support 
officer

8 hours 3 working days
Document status and details patching. Retrigger 
payload file to ERP

Level 3 Program defects require coding fix Software developer 8 hours 5 working days Bug fix

tel:+6563025300
tel:+6563331188


InvoiceNow Registration with 
SESAMi



Registration Page
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Registration Link:
https://sesami.online/SWCRegistration/Supplier?
Key=TEx2jeGh&Plan=OneHub&BuyerOrgId=PSK1
99905189M 

https://sesami.online/SWCRegistration/Supplier?Key=TEx2jeGh&Plan=OneHub&BuyerOrgId=PSK199905189M
https://sesami.online/SWCRegistration/Supplier?Key=TEx2jeGh&Plan=OneHub&BuyerOrgId=PSK199905189M
https://sesami.online/SWCRegistration/Supplier?Key=TEx2jeGh&Plan=OneHub&BuyerOrgId=PSK199905189M


Acknowledgement Email after Registration
The Registration will be processed within 3 Working Days
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Confirmation Email after Registration is Processed
Login details are provided in this email
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CorpPass Authorisation email from SGNIC
Appointing an InvoiceNow Access Point Provider
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Clicking on the CorpPass Authorisation Link
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CorpPass Authorisation Instructions
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Confirmation Email from SGNIC after CorpPass Authorisation
Your Business is now on the InvoiceNow Network
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Logging in & Profile 
Management



Portal Logging-in
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[ƻƎƛƴ ǿƛǘƘ ǘƘŜ hǊƎ L5Σ ¦ǎŜǊ L5 ŀƴŘ tŀǎǎǿƻǊŘΦ /ƭƛŎƪ ΨΩ{ƛƎƴ LƴΩΩ ǘƻ 
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Updating User Profile

15

To update the User & Company Profile, click Profile to update. Click the 
ΨΩ ¦ǇŘŀǘŜΩΩ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ ŎƘŀƴƎŜǎΦ

No further changes or set-up are required to start using InvoiceNow.
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Creating Non-Govt InvoiceNow



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
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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, 
ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ·Ω ōǳǘǘƻƴ

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

SESAMi Confidential Proprietary 27

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

¢ƘŜ !ŎŎƻǳƴǘŀƴǘ DŜƴŜǊŀƭΩǎ 5ŜǇŀǊǘƳŜƴǘ 
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 
ƭƛƴŜ ƛǘŜƳΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ·Ω ōǳǘǘƻƴ

Once completed, click save 
as Draft or Submit

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



Creating Govt InvoiceNow
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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.

hƴŎŜ ŎƻƳǇƭŜǘŜŘΣ ŎƭƛŎƪ ΨΩ/ƘƻƻǎŜ CƛƭŜΩΩ 
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






































































