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Introduction

What is InvoiceNow?

InvoiceNow allows you to send and receive E-Invoices on the nationwide E-Invoicing
network in Singapore called InvoiceNow. Apart from Invoices, you can also exchange
E-Orders and what is called Invoice Responses

What is the FOC Package?

Billbay’s InvoiceNow-Ready Solution a comprehensive feature-rich and lightweight
Enterprise Resource Planning solution that brings immense power and flexibility to
your operations.

Billbay’s InvoiceNow-Ready Solution is capable of supporting all these document types
and can do the following:

- Send & Receive Invoices & Credit Notes

- Send & Receive Invoice Responses

- Receive Orders & Send PO-Based E-Invoices

<~ FOC Package: A free-of-cost (FOC) solution has been made available to allow
companies to participate in GST InvoiceNow. The FOC Solution has all features of
Alfa except that it does not have the Purchase and Inventory Management
modules. A detailed explanation of the various packages can be found here:

It is a full featured ERP Solution that comes with the following modules:
- Accounting
- Sales

Should you need additional modules or advanced ERP capability, you may upgrade
anytime to ALFA (Plug & Play ERP) or ZULU (Custom Built ERP)

A distinction of the various ERP packages available can be found here:
https://invoicenow.billbay.co/foc package/
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Peppol Directory

In order to participate in InvoiceNow, all participants need a Peppol ID. All registered
participants can be look up via the SG Peppol Directory at:
https://www.peppoldirectory.sg/

Billbay’s Peppol Ready Solution is actively connected directly to the Peppol Network,
enabling you to simply add a customer and supplier to the partner master data via the
Partner Discovery Feature will automatically populate the Peppol ID based on the
registered name of the business or organisation.

This Document

In the following pages, we explain how our ERP solution (FOC Package) can be utilized
primarily for purposes of GST InvoiceNow, especially the processes of submitting your
AP & AR data to IRAS for GST reporting.
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Signing Up

<~ FOC Users should signup via this link: https://forms.gle/PC7CfGAdeoGufaV9A

The following google form will open. Please ensure you complete the form and input
valid values for all fields requested.

Billbay FOC Solution Order Request Form

Billbay's FOC Solution is an InvoiceNow ready solution capable of exchanging E-Invoices
and performing GST InvoiceNow submissions to IRAS. The FOC Solution is a feature-rich
ERP Solution that is perfect for your business needs around InvoiceNow. Kindly submit the
following responses so we can get your FOC Sclution ready.

Should you have any questions, please feel free to Contact us at invoicenow@billbay.co

ravi.maythil@billbay.co Switch account ¢ Resubmitto save

* Indicates required guestion

Email *

ravi.maythil@billbay.co
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Business (Organization) Name: *

Billbay Pie. Ltd.

UEN, Unigue Entity Number (Enter NA if not applicable): *

201432336M

GST Registration Number (Please ensure a valid value to qualify for the FOC "
Solution):

201432336M

To successfully qualify for the FOC Solution, you will need a Peppol ID and you will also
subsequently need to ensure this Peppol ID is activated for GST InvoiceNow.

It is important that you answer in the affirmative to all the statements and questions

below. Failure to do so may result in your account creation being delayed or worse case
not being created.
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We are excited to announce the availability of our FOC (Free of Charge) package,
open to all GST InvoiceNow users. This exclusive offer is specially designed for

GST-registered businesses and covers both B2B/B2G and GST InvoiceNow (C5)
transactions, completely free of charge till 31-Mar-2027.

Please confirm that you understand and agree to the following. An affirmative g
response is needed on all points to qualify for the FOC Solution.

| authorize Billbay to register a Peppol ID on the InvoiceNow Network

I understand that the Peppol ID registration will trigger a Corppass Approval and that
the Peppol ID will only be issued once my orgnization's Corpass Approver has
apporved the request

| authorise Billbay to activate GST InvoiceNow (C5) Reporting to IRAS

| understand that the GST InvoiceNow (C5) Activation will also trigger a Corppass
Approval

| understand that the FOC Solution will only be released for use once both Corppass
Approvals are done.

| understand that the FOC Solution will automatically report my GST Invoices to IRAS
via InvoiceNow

As part of the onboarding Billbay will then sequentially register the Peppol ID as well
as activate the organization or GST InvoiceNow. This will trigger a CorpPass
Authorisation request. The authorisation request will be seny via email and the person
/ email mentioned in the Sign up form will also receive a copy.

Complete the form and submit it after answering the last remaining questions.
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How many users will be using the FOC Solution? *

O 1

2

O O0O0O0®

Other:;

What features / functionality are you ideally looking for in your ERP/Accounting *
system?

Accounting & Finance
|:] Sales & Quotations
[] Purcase & RFQs

D Inventory managememnt

D Other:
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When do you intend to start using the FOC Solution? An estimated start date will *
do.

Date

19/08/2025 m ]

Name of Primary User (Super User) *

Ravi

Email of Primary User (Super User). Your login will be setup based on this. *

ravi.maythil@billbay.co

As part of the onboarding Billbay will then sequentially register the Peppol ID as well
as activate the organization or GST InvoiceNow. This will trigger a CorpPass Approval.

<~ Please note that the Corppass holder who can provide the authorisation should

have a Corppass Admin user role. Only then can the authorisation be provided for
Peppo ID registration as well as for enabling GST InvoiceNow for that organization.

The 2 CorpPass Authorisation Requests that will be need are shown below:
a) First request is for Peppol ID Registration. You will be taken to the CorpPass

authentication link below when you attempt to authorize the request received via
email.
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Registration of JABEZ (LING YAQ) PTE. LTD. on InvoiceMow (Extemsl inbes: s =

o % SGNIC Support Pri, Oct 24, T26AM (S devs aga) P

10 japhanée, bb.support, imoicenow =

Dsar Sw/Macdam,

Thank you for your application for an Involcebow account with Blllbay FOC Salutlen through Billbay Peppol Access Paint as your Access Point provider. Your application was inltiated by
Japhanie Heng as the business representative for JABEZ (LING YAD) PTE.LTD.,

We understand that your organisation may not have registered for a CorpPass account. A CorpPass acceunt & required to procesd with the applicalion precess. Kindly, register for a
CorpPass I0 for your company HERE.

Aftar registering your CorpPass 1D, you may procead to use the CorpPass Administrator 10 from JABEZ (LING YAQ) PTE. LTD. to log into CorpPass and authorisa Billbay FOC Solution
through Billbay Peppol Access Point as the access provider lo connect your company to the InvolceMow network, You have 28 days from the date of this application io comglete thig
authorisation process

l Piease procead with the authorisation HERE. I

You may approach your busi epresel : Jap Heng or your Seryice Provides Billbay FOC Solution for any clarification

Invoicablow Administrator

Once processed via CorpPass a similar such email will be received for GST
InvoiceNow Submission Activation

b) Second request for C5 Activation.

GST InvoiceNow submission activation for 'BILLBAY PTE. LTD. (Edssmal I x E2

o SGNIC Support TIIEM D mindesagal oy 4
tfome =

Dear SirfMadam,

Thiarik you lor your application 1o activate GST InvolceNow submission 1o IRAS with Billbay as your Access Poinl provider. Your agphication was infialed by Ravi Maythil as the business
representative for BILLBAY PTE. LTD.

The CorpPass Adminisirator from BILLBAY PTE, LTD. neads to log into CorpPass and authonse Billbay as the acoess provider 1o transmit inveice dala on your company’s bahadf io IRAS,

[ Please proceed with the aulhorisation HERE I

‘fou may approach your businass reprasantative Ravi Maythil or your Senvice Provider Billbay for clarification.

InvoiceMow Administrator

Once, the authorization link is clicked, you will be redirected to an Approval Web
Page. Authorisation can then be provided via CorpPass.

Page 10 of 48



BILLBAY INVOICENOW GUIDEBOOK

GST InvoiceNow Submission Activation

Authorise your Service Provider via CorpPass

Thank you for your application to activate GST InvoiceNow submission with

Billbay

To complete the activation process, we will require your CorpPass Administrator to authorise

Billbay

to transmit invoice data to IRAS.

if you are the CorpPass Administrator, please proceed with the authorisation below:

corppass

Bu 255 Autt
with CorpFass

If your company does not have a CorpPass Account, kindly register hgrg

Click on the Corpass Business Authorisaton button / link.

)

Log in with Singpass

as corppass user

Singpass app

scan with Singpass app
Logging in as Corppass user

-
\— singpass —~

Register for Singpass

Downlogd Singpass app
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You have successfully authorised
Billba
to transmit your invoice data to IRAS.
A copy of the following details will be emailed to your business representative

Company Details

Company Name: BILLBAY PTE. LTD.
Company Peppol |D: 0195:SGUEN201432336M
Business Representative: Ravi Maythil

Business Rep. Email: ravi.maythil@billbay.co

Service Provider Detalls

Company Name; Billbay
Email Contact: bb.support@billbay.co

Your GST InvoiceNow submission activation is successfully completed.

You are now activated for GST InvoiceNow and can begging reporting GST to IRAS via the

InvoiceNow Ready Solution.
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Login
To get started with the InvoiceNow Ready Solution, follow these steps:

1. Access the System: Open your web browser and go to the following URL:

https://alfa-zero.billbay.io
2. LogIn: On the login page, enter your username and password.

3. Continue: Click the "Log in" button to proceed.

biLLBAY

. Enter your registered
email address

b
Enter your password
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Activating GST InvoiceNow

<~ As part of the Free-of-Charge (FOC) Package, users are required to report their GST
via InvoiceNow. Accordingly, GST InvoiceNow is activated on your account by default.

If you wish to test specific GST scenarios, you may do so using the Sandbox account. You
Sandbox credentials are shared alongside your Production credentials for this purpose.

If for any reason, you need to submit an Activation Request (again), you can do so within the
FOC Solution as shown below:

Go to: Accounting > Configuration > InvoiceNow

2  Accounti ng Overview Customers Vendors Accounting Reporting el TS
Accounting Overview InvoiceNow '
Settings

—

Accounting

Currencies
Customer Invoices i Vendor Bills Chart of Accounts
Sale Purchase Taxes
. ) Fiscal Positions
4 Invoices to Vali... $ 7,390.45 New Bill
230 Unpaid Invoi... $ Bank Accounts
331,322.53 Import Bills Journals

Enter the Requestor Name and Email. Click on a suitable activation option on the left as
shown below. Then “Submit Request:.

Owverview Customers ‘Vendors Accounting Reporting Configuration 4  BILLBAY DEMO 02 ~ 8 Ravi Maythil ZULU) ~

LRV Discard

Company Name EILLEBAY DEME O Peppol ID 019550 TSTERDEMOO2
UEMN 201432336M Peppol E-Delivery
Requestor Name Ravl Maythil = |7 G5T InvoiceMow
(C5)
Requestor Emall admin@hillbay.co

InvoiceNow Action

2 Enable Peppol E-Delivery ) Disable Peppol E-Delivery
(" Enable GST Reporting (C5) via InvoiceNow (¥ Disable GST Reporting (C5) via InvolceNow
{3 Enable Peppol + GST Reporting (C5) via InvoiceMNow () Disable Peppol 4+ GST Reporting (C5) via InvoiceNow

This will trigger an email to the Billbay Service Desk. Your activation request will be
completed within 1-2 business days. As a reminder, this activation will also trigger a
CorpPass Authorisation request which will need to be approved by the CorpPass Approver
of your organization. At anytime, you may also send us an email at bb.support@billbay.co
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De-activating GST InvoiceNow

Should you still wish to deactivate GST InvoiceNow, please write to us at
bb.support@billbay.co with a valid reason. Please note that deactivating GST InvoiceNow
may render your account ineligible for the FOC Package.

You may also initiate the de-activation request via the FOC Solution.

Go to: Accounting > Configuration > InvoiceNow

=  Accounti ng Overview Customers Vendors Accounting Reporting [eEGEGTTEE]
Accounting Overview InvoiceNow
Settings

Accounting

Currencies
Customer Invoices i Vendor Bills Chart of Accounts
Sale Purchase Taxes

Fiscal Positions

4 Invoices to Vali... $ 7,390.45 m
230 Unpaid Invoi... $ Bank Accounts

3

Enter the Requestor Name and Email. Click on a suitable de-activation option on the left as
shown below. Then “Submit Request:.

12 Accou n{ing Overview  Customers Vendors Accounting  Reporting  Configuration 4 BILLEAY DEMO 02 = ® Ravi Maythil (ZULU) =

New

Save Discard

Company Name BILLEAY DEMD (2 Peppol 1D 0195 SCTSTERDEMOOZ
UEN 201432336M Peppol E-Delivery
Requestor Name Ravi Maythil = | G5T InvoiceNow
(C5)
Requestor Email admin@billbay.co

InvoiceNow Action

(Z) Enable Peppol E-Delivery ) Disable Peppol E-Delivery
() Enable GST Reporting (C5) via InvoiceNow (» Disable GST Reporting (C5) via InvoiceMow

ot

() Enahle Peppal + GST Reporting (C5) via InvoiceNow ' Disable Peppol + GST Reporting (C5}) via InvoiceNow

Submit Request

This will trigger an email to the Billbay Service Desk. Your activation request will be
completed within 1-2 business days. As a reminder, this activation will also trigger a
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CorpPass Authorisation request which will need to be approved by the CorpPass Approver
of your organization. At anytime, you may also send us an email at bb.support@billbay.co

Checking your InvoiceNow Status

At anytime, you can check the status of your InvoiceNow Settings:

== Accou ntj ng Overview Customers Vendors Accounting Reporting Configuration 4 BILLBAY DEMO 02 -~ B Ravi Maythil (ZULW) ~
New
m Discard
Company Name BILLBAY DEMO 02 Peppol 1D 0195:5GTSTBEREMODZ
UEN 201432336M Peppol E-Delivery
fleguestor Name Rawi Maythil ~ [ GST InvoiceNow
Reguestor Email admin@billbay.co

InvoiceNow Action

() Enable Peppol E-Delivery ) Disable Peppol E-Delivery

(] Emable GST Reporting {C5) via InvoiceMow () Disable GST Reporting (C5) via InvoiceMow
) Emable Peppal + GST Reparting (C5) via InvoiceNow () Disable Peppol + GST Reporting (C5) via InvaiceNow

<~ The ideal configurations for the FOC Solution is as follows:

Peppol ID must be set: This is the official Peppol ID that will be used for your InvoiceNow
transmissions.

Peppol E-Delivery must be set: This is a global setting that ensures Peppol E-Delivery is
on. Once set, it implies that Peppol E-Delivery is on by default for all counterparties. You can
further control the E-Delivery settings for counterparties at the respective Customer & Master
data.

GST InvoiceNow must be set: This will ensure all your in invoice and credit note
transmission will be automatically submitted to IRAS for GST Reporting via InvoiceNow.
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Master Data

The following key master data are essential for running your business as well as the
InvoiceNow business flows.

Contacts: Refers to your Business Contacts, Leads, Opportunities or your existing
business partners who may be your customers or vendors. A contact can be flagged
either as a Customer or a Vendor, in which case these contacts will appear under the
respective Customer Master or Vendor Master.

1. Goto the Contacts Module

| =  Contacts

2. Locate and click on the contact that you wish to edit from the list.
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3. Onceyou'reinthe contact's details view, find and select the "Sales & Purchases"
tab. This tab is where you can manage sales and purchase-related information
for the contact.

& oty -

Address

JEN

Foppal ID
Hrppal Rstive

ACD Valldation

s a Vendor

4. Next, click the “Edit” button.

1  Contacts Conliacts B Kays Layug -

l",.q" BILLBAY PTE. LTD.

- Fa
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5. Within the "Sales & Purchases" tab, you will find options related to sales and
purchases for the contact.

e Customer Status: To mark the contact as a customer, check the
corresponding box labeled "Is a Customer"

e Vendor Status: To mark the contact as a vendor or supplier, check the
corresponding box labeled "Is a Vendor"

e Dual Role Status: If the contact serves as both a customer and a vendor,
you can select both the "Is a Customer" and "Is a Vendor" boxes.

Sales Purchase

Is a Customer Is a Vendor

S;'lr,'spcrmn fr ﬁﬂymﬂn't“il"érms
Payment Terms Supplier Currency

Pricelist

6. After making the necessary adjustments to the contact's roles, remember to
save your changes to update the contact's information.

Customers: Your Business Customers.
Vendors: Your Business Vendors or Suppliers

Products: Products or Services that you sell or you may need to purchase to run
your business.
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Partner Master Data
Partners broadly refer to the Customers and Suppliers your organization deals with.
Before you can transact with any partner, it is advisable to create a Partner Record

either via the Customer Master Data or Vendor Master Data.

To create a Customer:
1. Goto: Accounting > Customers > Customer

For further details, please jump to these pages.

To create a Vendor:
2. Goto: Accounting > Vendors > Vendors

For further details, please jump to these pages.
For InvoiceNow, one of the key fields that need to be populated are:

- Peppol ID
- Peppol Active

Peppol ID 0195:SGUEN201432336M
Peppol Active 5

*These fields play a pivotal role in ensuring effective communication through
InvoiceNow.
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Partner Discovery

Partner Discovery capitalizes on our direct connection to the SG Peppol Directory to
streamline your interactions:

1. When entering a customer or vendor's name, an active lookup springs into
action, presenting a comprehensive range of potential matches. This feature
enables you to effortlessly select the partner’s Peppol ID during the creation
process.

As you type a few letters, a list of relevant companies materializes, providing a
user-friendly interface for selection.

2. Partnersidentified through this process have their Peppol ID automatically
populated, and the Peppol Active flag is set to Yes by default.

The Peppol Active flag's default settings are integral to the decision-making
process for triggering E-Invoices or E-Documents.

<~ For Partners who cannot be found in the Peppol Directory at the moment, it
is important that you still capture the following fields properly:

e The Registered Legal Business Entity Name
e UEN

Page 21 0f 48



BILLBAY INVOICENOW GUIDEBOOK

https://www.bizfile.gov.sg/ is a great website to get the exact business name and
their UEN.

BILLBAY PTE.LTD.

UEN 201432336M

Entity Status ® |jve Company

Industry (SSIC) @ Management consultancy services - 70201

Address 151 Cavenagh Road, #02-157, Cavenagh Court, Singapore 229628
View Map

Once the legal entity name and UEN are captured correctly, whenever this
company registers itself on Peppol Network, a nightly scheduled job will sync up
the Peppol IDs and ensure the entity is ready for E-document exchange.

BILLEAY PTE. LTD,

3. Incases where a partner prefers not to receive E-Invoices or E-Orders, you
retain the ability to manually modify the Peppol Active flag. A simple click to the
Peppol Active checkbox to effectively disable the Peppol connectivity.
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|m Asecunting

BILLEAY PTE, LTD.

Click the Peppal Active
checkbox to disable
[Check=Yes Uncheck=Na}

<~ The Peppol Active checkbox determines whether an invoice or credit note will be
sent to this entity. While maintaining the Peppol ID is crucial, this added field ensures
that there is sufficient control to manage sending of e-documents to companies who
may or may not want them even if they are registered on the Peppol Network.
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Customer Data

To efficiently create a customer profile in our system, kindly follow these
straightforward steps:

1. Click on the 'Customers' option in the top bar and click on the ‘Customers’ on
the dropdown menu to proceed.

= Accounting

n.'.! §

[ ¢ 8
| Click on the ‘Customers'
| on the drapdown mena

2. Onceinthe 'Customers' section, look for the button 'Create'’ This is where the
setup process begins.

=
5

.-‘.,.-f:?v_ B oo - i

"1 Click the 'Create’ button

3. Auser-friendly form will appear, awaiting your input. Provide accurate
information such as the customer's name, contact details, and any relevant
identifiers.
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Overview Customers

Vendors

Accounting

Reporting Configuration

=  Accounting

Customers / New

Save Discard

Individual + Company

BILLBAY|

Fjsf' BILLBAY DEMO 01
<= 0195:SGTSTBBDEMOO1

BILLBAY DEMO 02

Address m e
el
- 0195:SGTSTBBDEMOD?2

|'.—1” BILLBAY TEST 01
=7 0195:5GTSTBILLBAY01

l‘rl‘ BILLBAY TEST 02

UEN 0195:5GTSTBILLBAYD2

GST Regn No !_j,-l':. BILLBAY PTE. LTD.
“e 0195:5GUEN201432336M

Peppol ID
Peppol Active 0)
AGD Validation O

ZIP

Phone
Mobile
Email
Website

Language

Tags

Areally useful feature is the auto-lookup to the Peppol Directory.

Even as you type the name of the Customer a dropdown list appears showing all
registered participants matching the typed text and their corresponding Peppol IDs. If
no lookup is proposed by the system, then it simply means that Customer does not

have a Peppol ID at that time.

This can always be updated manually once the entity is registered on Peppol,
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|m Aerounting

F”i"gl" Iy the customer's name, |
s |

| BILLBAY PTE. LTD. [
1

:?ﬁ

Fillin the customer's address. Swzmnn 5 ’ [

>

| Filtin the customes's
phone or mobile number,
email address, website,
language. and tags.

4. After double-checking that all details are correctly entered, locate the 'Save'
button. Your customer's information will then be securely stored in our system.

Click the "Save’ button | BILLBAY FTE. LTD.

Please be sure to fill up the UEN field.

For GST InvoiceNow Submissions, every supplier and customer record must include a UEN
(Unique Entity Number). Missing UEN information will cause GST InvoiceNow submissions to
fail, requiring a re-submission with a populated UEN field.
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Vendor Data

Efficiently set up vendor profiles within our system by following these clear steps:

1. Tostart, click on the 'Vendors' option located in the top bar. From the dropdown
menu, select 'Vendors'

"_m'Gick on the "“Wendars’ on
the dropdown menu

2. Onceyou're within the 'Vendors' section, click the '‘Create’ button. This is where
the setup process begins.

&
Ny T N

" | Click the 'Create’ buttom

3. Auser-friendly form will appear for you to input accurate information, including
the vendor's name, contact details, and any relevant identifiers.
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| m  Asesunting Comomenn Verdon Pl Canbgues

| BILLBAY PTE.LTD

'féc;’:'."
Fill inv the customer's address.

Fill iy the: customer's
phane or mobile number,
email address, website,

language, and tags,

4. After verifying that all details are correctly entered, locate the 'Save' or 'Create
button positioned at the form's bottom. Your vendor's information will be
securely stored in our system.

m Ascouring L -

1 Click the 'Save’ button BILLBAY PTE. LTD.

Please be sure to fill up the UEN field.

For GST InvoiceNow Submissions, every supplier and customer record must include a UEN
(Unigue Entity Number). Missing UEN information will cause GST InvoiceNow submissions to
fail, requiring a re-submission with a populated UEN field.
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Product Data

The Product Module serves as the platform for crafting the products associated with
your company. A default product, labeled "generic product," is automatically
established.

= Sales

EPOISO0T74

This default product comes into play when vendor bills are imported; they are matched
with this generic product. The pertinent product description is then drawn from the
vendor bill (or supplier invoice) seamlessly.

Page 29 of 48



BILLBAY INVOICENOW GUIDEBOOK

GST InvoiceNow Video Tutorials

<~ The User Guides and video tutorials are updated from time-to-time. Please be sure
to access the latest version of user guides for the FOC Solution at the following web

link:

https:

invoicenow.billbay.co/foc_package/foc_userguide

Peppol Flows

A Peppol Workflow is triggered when the Counter Party has a Peppol ID defined and when
the Peppol Active Flag is set (ie. checkbox is ticked) on the partner master data.

# | IRAS Data Flow Type Video Link

1 | 1A:Peppol Sales Invoice https://youtu.be/EBKVfRUDA2E
2 | 1A: Peppol Sales Credit Note https://youtu.be/EBKVfRUDA2E
3 | 1B: Peppol Purchase Invoice https://youtu.be/xrzrVpKpe-k

Non-Peppol Flows

A Non-Peppol Workflow is triggered when the Counter Party has no Peppol ID defined or if
the Peppol Active Flag is not set (ie. checkbox is unticked) on the partner master data,

# | IRAS Data Flow Type Video Link

1 | 2A:Non-Peppol Sales Invoice https://youtu.be/-QNoXru4rg0
2 | 2A: Non-Peppol Sales Credit Note https://youtu.be/r7LMeKmoiFU
3 | 2B: Aggregated Sales (POS/STI) https://youtu.be/YGMQubzAxa4

4 | 3A: Non-Peppol Purchase Invoice https://youtu.be/wEosuztJyUA
5 | 3A: Non-Peppol Purchase Credit Note | https://voutu.be/NEi92DoTOwD4
6 | 3B Petty Cash Purchases (PCP) https://youtu.be/1ekvUiBPXgk
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GST InvoiceNow Submission Status

The GST InvoiceNow submission status can be seen:

<~ Via the E-Delivery Tab, you can determine if the GST InvoiceNow Submission
was successful or not. The key fields to look out for are marked below.

= Accounting

Owverview  Customers  Vendors

Accounting  Reporting  Configuration

BILLBAY DEMO 07 = @ Ravi Maythil =

Invoices [

m Create

Customar
Payment Terms
Invalce Reference
Invoice Note

Invoice Lines

E-Delivery Network
E-Delivery Status
Sender 1D

Recelver 1D

File Name

Txn ID

Doc ULID

InvoiceMow Symc

Order Infio

INV/2025/0142

Print = Actlon =

INV/2025/0142

BILLBAY DEMD 01

Involce Response E-Delivery

PEFFOL

C3; Deliverad Successiully (AF)

0195 SGTSTEEDEMOOZ

0195 5GTSTERDEMODO 1
blb_pint_ar_251028_163507_405426470.xm!
bb1595-0fafc?2d-d3b3-4f3i-bbb3-b1513268550c
067f30df-52E8b-4060-8f25-9161925d519b

Invoice Date
Dus Date
Salesparson

Currency

/80 € >

10/26/2025
1172772025
Ravi Mayth|

SCD

I Tax Status

Submitted I

Tax Ack. ID

251028-cad4c2358-c491 -4 0ad - bffa-d 30490303
s007

Tax Sender ID

Tax Receiver ID

0195 SCTSTREDEMOO2
0195:5CTSTEBDEMOO L

Tax Response 200
Status
ITau Response Note Acknowledged I

Tax Txn Date

2025-10-28 16:38:08

A successful submission is one where:

Tax Status: Submitted

Tax Ack. ID is populated with a long unique reference number such as:
251028-ca4c2358-c491-40ad-bffa-d3f04ff90303-s001

Tax Response Note is Acknowledged.
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<~ The E-Delivery Tab on the Invoice and Credit Note forms displays key
information:

Right Side: Key transmission parameters for an IRAS transaction.
Left Side: Key transmission parameters in case of a Peppol transaction (in
case the transaction is via Peppol).

Overview  Customers Vendors  Accounting  Reporting  Configuration BILLBAY DEMO 02 = B Ravi Maythil ~

#  Accounting

Invoices [ INV/2025/0142

m Create Print = Action = /80 € >

Customer BILLBAY DEMD 01 Invoice Date 10/28/2025

Payment Terms il Dus Date 112772025

Invoice Reference Salesperson Ravi Maythl

Invoice Note Currency sco

Tax Status Submitted
Invoice Lines Order Info Invoice Response E-Delivery
PEPPOL IRAS

E-Delivery Network PEFFOL Tax Ack. ID 251028-ca4c2358-c491-40ad-bffa-d 30420303

E-Delivery Status
Sender ID
Receiver |D

File Name

Tan ID

Doc UUID

C3: Deliverad Successfully (AP}

0195 SGTSTEEDEMDOZ

0185 5GTSTERDEMODO1
bb_pint_ar_251028_163507_405426470.xm!
bb1595-0fafc22d-d3b3-4f3f-bbb3-b1513268550c
967F30df-528b-4060-8f25-9181325d51%h

Tax Sender 1D
Tax Receiver ID

Tax Response
Status

Tax Response Note
Tax Txn Date

8001
0195:SGTSTEEDEMOO2
0195 5GTSTREDEMOO 1
200

Acknowledged
2025-10-28 16:38:08

InvoiceMNow Sync

Aff——

The submission status is automatically updated every 5 mins.

You may also get the real-time status of the transmission anytime by clicking on the
InvoiceNow Sync button as highlighted. This will send a real-time status check of your
submission to IRAS and update the status.
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Reconciliation and Reporting

Successful Submissions

e Aheader-level data field labeled Tax Status is present on each Invoice Form.
e Once GST InvoiceNow submissions are successful, this field should display Submitted
on all AR and AP invoices.

Accounting

Orverview

Refund / BILL/2025/0020

I Create
BILL/2025/0020
Vendor BILLEAY TEST 01
Bill Na, INY/ 2025/ 0009

Payment Note
Invoice Refarence
Invoice Mote

gill Other Info

E=Delivery Matwork
E-Delivery Status
sender 1D

Receiver ID

File Name

Tun 1D

Doc UUID

InvoicaNow Sync

SP_TC03.6

E-Dalivery

Customars

Vendors

Accounting

Print =

PEPPOIL

C4: Recerved via Peppol
0195 5GTSTRILLEAYDT
0195 SCTSTEEDEMOOZ

bb_ap_cn_250303_093619_552819191.xml
bb1339-7a0%dc22-511e-4cb3-8191-B7cabeddbad]
6107 1efa-4155-447a-3f09-948b5dFebfas

Aclion =

Reporting

Configuration

i BILLBAY DEMO 02 -

Bill Date 0370212025
Due Date 03/02/2025
Currency SCOD

t‘l’ax Status {C5) Submitted

B Ravi Maythil (ZuLu) =

250303-99528dbd-21de-4674-9719-fa%4 34bcefal-

Tax Ack. ID
s001
Tax Autharity 1RAS
C5 Sender ID 0195 SCTSTEEDEMOOZ
C5 Receiver ID IRAS

C5 Customer 1D

C5 Supplier ID

0195 5CTSTEEDEMOOZ
0195 SOTSTEILLEAYDL

C5 Response Status
C5 Response Note
C5 Txen Date

200
Acknowledged,
2025-03-03 09:37:35
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Unsuccessful Submissions

e If aninvoice does not show Submitted, there may be an error in the submission.
e Click the InvoiceNow Sync button to refresh the submission status.
e Review any error messages and take corrective action accordingly.

Error Handling:

The Response Status and Response Note field will give you details on the errors. Please rectify
them as needed. In the event, the error is complicated and is something that cannot be rectified
via a data correction on your end:

Customer |ust A Company (GST Regd Mon-Peppal Invoice Date 10/21/2025
Due Date 10/29/2025
Salesperson Ravi Mayth
Currenc sCD
Payment Terms y i
Tax Status
Invoice Reference
Invoice Note
Invoice Lines Order info Invoice Response E-Dalivery
E-Delivery Network Tax Ack. ID
E-Delivery Status Tax Sender ID 0195:SCTSTEEDEMOO2
Sender ID Tax Receiver ID 1RAS
Recxver D I Tax Response 900 I
File Name bb_pint_ar_251029_153605_E26B47274. xml s E
Txn 1D bbl548-B9ecdBag-a744-4e6a-00f3-248515e92624 | Tox Response Nate  Error found while validating XML schema. |
Doc UUID B14c77e0-6521-4034-9db6-04fh5966a2i4 Tax Txn Date 2025-10-28 15:36:12
InvaiceNow Syne

Examples of data related issues could be the following;

- Use of non-standard tax codes which are not per the IRAS tax guide
- Attaching files in excess of 10MB etc.

The IRAS E-tax guide is a useful reference:
https://go.gov.sg/iras-gstinvoicenowqguide

Once the dataissues have been resolved, you may then Re-Submit the transaction.
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Re-Submitting a Transaction
Follow the following steps to Re-submit a transaction.

1. Click on Cancel

H Accounting Overview Customers Vendors Accounting Reporting

Invoices [/ INV/2025/0118

Create Print -
SRR G N R =L Add Credit Note] Cancel

You have outstanding payments for this customer. You can allocate them to mark this invoice g

INV/2025/0118

2. Click on Reset to Draft

L Accounting Overview Customers Vendors Accounting Reporting

Invoices [/ Invoice

m Create Print -

Reset to Draft

Customer Just A Company (GST Regd Non-Peppol)
100 Company Ave
Singapore 100088
- 196000073H

Payment Terms Immediate Payment

Invoice Reference
Invoice Note
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3. Click on Edit to make any necessary changes

H Accounting Overview Customers Vendors Accounting Reporting

|nvoices / Invoice

Create Print =

Draft Invoice

Customer Just A Company (GST Read Non-Peppol)
100 Company Ave

Sim

pore 100088

- 196000073H
Payment Terms mmediate Payment

Invoice Reference
Invoice Note

4. Click on “Validate” to resubmit the Invoice

Customer Inveice Date 1072172025
Due Date 10/25/2025
Salesperson Ravi Maythil
Paymaent Terms Immudiate Paymaent Lurrency Lk
I Tax Status Submitted I
Invoice Reference
Invalce Note
Invoice Lines Order Info Invoice Response E-Delivery
E-Delivery Network Tax Ack. 1D 231029-571c465b-5aB6-4181-al0e-abd7 3852090
E-Delivery Status 5001
Sender 1D Tax Sender ID 01955GTSTEBDEMO02
Receiver 1D
Tax R i (v} IRA
File Name bb_pint_ar 251030_011144_511651260.xml il gt i
Tax R
Txn D bbl548-décadand-Bdab-4d85-af70-73582e701d43 S:IU:SWI'I!? £
Dac UUID 814c77¢0-6521-4034-9db6-047b5966a2F4 Tax Response Mote | Acknowledged.
Tax Txn Date 2025-10-3001:12:04
ImvniceNow Sync

<~ If you are still unable to resolve the issue after a re-submit is done, you may email us at
bb.support@billbay.co with the subject GST InvoiceNow Error. Our team will get back to you
within 1-3 business days.
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GST InvoiceNow Submission Report

Go to Accounting > Accounting > GST InvoiceNow: Submission Report

= Accounting Overview Customers Vendors ﬁ:cn_ul'ltlﬁ'g' Reporting Configuration

Accounting Overview ResRunting knttics €|search...
Journal Entries
Journal ltems = Group By~ | A
Analytic ltems
Customer Invoices Management ills
Sale Budgets

Assets
lmalesk a6 Valloass M I Import Bills
246 Unpaid Invoices Actlons -

Reconciliation
Tax Adjustments
Lock Dates
Past 18-25 Dt This Week 2-8 Mov 815N 18-25 Oct

Generate Entries

Generate Assets Entries

Bank
Bank GST InvaiceNow
Submission Report
fislanceiin Ganand GST F5 Reconciliation Report m
Ledger
Create or Import Statements Latest Statement $ 0.00

Click on Favorites > GST InvoiceNow UnSubmitted Report

2 Accou nting Owverview Customers  Vendors ccounting  Reporting  Corfiguration LAY )0 02 - vl Maythil =
GST InvaiceNow Reconciliation Report 557 Imvoicabiaw UnSubmitted Baport % | 5qarch a
m mpart T Filvers = S Group By = de Favorites =
Invoice By Sales persans H b Tax
| Partner Name Type Number Diaite Tax Receiver |0 Doc ULHD Invriice Now (Draft) =] Status
v Fabruary 2025 (4] I » ST invoice Mow UnSubmited Report i I
» March 2025 {3} * Save current search

» Auguist 2025 (2}

= Dciober 2025 (5]

[T Pos

INV/2025 /0141 10/37/2025 ade7Baf?-Fagd-4c8d-8c35-  bB1580-34b1f0TE-BHIA-4cid I Progross
s bEn]-ddcd 106067

O Pos/sM INV/2023 /0137 10/27/2025  IRAS Ih Progress
Customes e

| BILLBAY DEMO  Custamer INV/2025/0028 10/27/2025 D195:SCTSTHBOEMOE2
0z |rrpice

[} BILLEAY DEMO  Custames INV/2023/0118 10/21/2025 0155.50TSTEEDEMONL
01 |rwonce:

| BILLEAY PTE Wendar il BILL/2025/0046 10/D6/2025  |RAS ROl dec-dde9-49rE-a361- In Pragress
LT, asice7fadcss

This will display a list of all the Invoices & Credit Notes that have not been submitted yet.

Click on the respective Invoice or Credit Note and proceed to perform the Error Handling
procedure as described above.

<~ The GST InvoiceNow Goal: Maintain a clean & clear Unsubmitted Invoices report with O
failed records to ensure full and complete GST submissions.
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B2B/B2G InvoiceNow Business Flow (Peppol)

Sending B2G E-Invoices to Gov Agencies (AGD)

All invoices that are sent to Singapore Government Agencies will need to be sent to the
Accountant-General's Department (AGD).

AGD is the central recipient for all e-invoices submitted to Singapore Government Agencies. The
AGD will subsequently send the e-invoices to the respective Singapore Government Agencies for

processing.

The Accountant-General's Department uses the following Peppol ID:

In this section, we will walk you through the process of ensuring that the AGD is defined as a
Customer. A properly defined Customer Master is crucial for effortless Invoicing.

w37 Begd Bep This Vies

From the Main Menu, Select Select 'Customers’ on the top bar
the Accounting Module. and click on the 'Customers’ on the
dropdown menu to proceed,
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At the Customer Master, you will see that AGD is pre-defined in the system as a

customer.

= Al’_:{;oun‘ting Custormers  Wendors  Reporling  Configuration

Cusiomers nﬁ_'-l::iu:-l_'--h x
m Impcet Triters = =GroupBy = e Favorites =

:E BULK SINGAPORE PTE

Ll

BILLBAY F

M

B Kayia Layug -

SENOKO ENERGY SUFPLY PTE LTD = = FETTA SOLUTION PTE LTD

I

On further drill-down, you will notice that AGD’s Peppol ID is defined and the F

set ; this enables the transmission of e-documents over InvoiceNow.

m Accounting Owervisw  Cusiomen  Vendalm  Accounling  Rapodting  Caonl ¥ BILLBAY PTE LD =

Customers |/ New

Individisal + Company

Accountant-General's Dej

Phane
Muhils
Email
Webailo

UEN Langusge

Peppal 1D Tags

Pappal Active
AGD Valitatson
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If AGD is not defined in the Customer Master, you can simply create a new customer record for
AGD. The active Peppol Directory Lookup enables you to easily locate the AGD record. Be sure to
select the one with the Peppol ID set as 0195:SGUENTO8GAQ0028A

navies  © Compen

ant-General's Department

fifl  Acscentict-Benerals Deparimant

Py Aceoentan eseral s Department
RSN The other Peppol ID is
- intended for performing
test transactions with
AGD.

Lets now walk through the process of keying in the essential invoice information, ensuring
accuracy and completeness in your B2G invoicing process. Properly filling in the invoice data is a
critical step to ensure your e-Invoice does not get rejected by AGD.

e

TFitas - EGomby = *F

Vienoior Bils

Fasl 37 fug 3 Bep This Moo

From the Main Menu, Select Click 'Customers' on the top bar
the Accounting Module, and click on the 'Invoices' on the
dropdown menu to proceed,
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Alternatively,
Us shortcut: Click on the ‘New Invoice’ button from the Accounting Dashboard

Once on the 'Invoices' page, click 'Create’ to start keying in the invoice data.

n Ag(;uuntmg Overview  Cusiomers  Vendors  Accourting  Reporting  Configuration HILLBAY PTE LTDL = § Admiistator -

s oty e | wim < 5 B

Customer Invoice Oate  Number Company Salesparson Duw Datw  Source Doc (80)  Tax Excluded Tax Total AmountDue  Status
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Let’s begin by entering the Invoice Header Data

P 1: Enter / Select the Customer as Accountant-General's Department. If the AGD doesn't exist as
a customer, simply create AGD as a new customer record & proceed.

B Accounting Crvenrvies Sisinmen  Vendoes ng Corfigarabion RILLAAY PTE LT0 = B Acministale =

Accounting Overview | New

"
oﬁfa-‘h":x'l Gereral s Deparen
.

Accountare-Ganecal's Depariment:
BILLEAY OEW

STEP 2: Enter the invoice date or leave it as blank. The system will then default it to the current date.

Note: AGD does not accept future dated invoices or backdated invoices clder than 7 calendar days.

- ] A{‘cnun[ing Qvone Cus s Vendors  Accooning  Reparting  Configuration BILLEAY PTE. LTD, = A Administraior

ing Overview [ New

Dincang

Aerauntard-Generals Depariment

iczount Quantity L Subsots|
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* 3A: Choose one of the pre-defined payment terms and based on the selected payment
term. AGD only accepts a fixed set of values for payment term. (See page 15 for details)

H Accgun[ing Overview  Customers  Vendors Accouniing  Feporiing  Canfigursiion BILLBAY PTE. LTD: = § Adminisireior =

Accounting Overview / New

m Crscard

Dvaft Invoice

Customer Accountani-Gonarals Departmant = [ Invoice Date
Payirient Terms -

D Dhats
Invoics Note

Pagmont Note

#  Product

Qumntity o Discount Amount  Tnxes Subtatal

Once the Payment Term is selected, the Invoice due date is automatically computed based on the
number of days associated to the payment term selected.

= Amgunﬁng Overdew  Cusiomers Vendors  Accounling Reporfing Configuration BILLBAY PTE. LTD. - § Admirestratar =

Accounting Overview / |

Accounita-Geneal's Disgie e = [A Invoice Date

= -]z oo e

Lalmuerain
Invoice Relersnce

Admiriisirmioe

Involce Note Currency SGD

nEe LI

#  Product Denciption Accau Analytic Accatint Quartity Price  Taxes Subbotal
Add 3 lew

Page 43 of 48



BILLBAY INVOICENOW GUIDEBOOK

TEP 3B: If you have an Invoice Number from your originating system, you can key it in here , else leave it
as blank.

= Accounting Drerew w / Reparting

Drakt Invaica

Customer Accoumtant-Ganarats Dopartme » [ Invoice Dats

Paymanl Tarmm

Inwaico Asterence

Inwaice Mots

¥ [Progact Description Arceumt Analytis Azcount Guantiry Prica  Taxes Subtetal

EP 3C: Enter an appropriate comment or remark into the Invoice Note.

= Acmunting Overview Cusiomers Ve 5 Ao £ Reporing  Configuration BILLBAY PTE LTD 8 Administratos =

Accounting Qverview [ New

save T

Cancel

Draft Invoice

Customas Accountant-General's Deparment 7 Invoice Date
Paymant Terms 300 -» Dus Dinte 112023

Salesperson Adrmmstraioe
Invoice Refarance INVZ3100607

Currancy 56D
Invoice Nate Payrmint is due within 30 days from e invoice dabe

Thank you for your business

elines  Orderinfo  E-Delivery

Product Description Aeeount Analytic Aceount Quantiry Price  Taxes Subtotal
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Below is the list of acceptable payment terms by AGD. Both Payment Te wment Note field needs

to be the same & also from this set of values.

Payment Terms Description
00 Due Immediately
7D 7 Days
8D 8 Days
10D 10 Days
14D 14 Days
15D 15 Days
16D 16 Days
21D 21 Days
28D 28 Days
30D 30 Days
40D 40 Days
45D 45 Days
50D 50 Days
60D 60 Days
90D 90 Days

-P 4: On the Order Info tab, if this is a PO-Based Invoice then enter the PO reference into
the er Ref (| field.

Note: This is an optional field but it's mandatory for all PO-Based Invoices.

= Accounting
Accounting Overview | Mew

woicn Redninn

inyolos Nole Paryment = dus withan 30 day from e ewvoice dao
Thark you for your miness

Buyer Rat (PO) MDA 1 ourrsl Caumtiormer invoices (SGO

Busyer Raf (BL] Account

By Marme =
Company BILLEAY PTE LT

Vendor 10
Incotenm

Fagmant Mote

Paymarni Details
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STEP 5: Enter the Government Agency business unit in the Buyer Ref (EU) field, max of 5 characters.

List of Business units for AGD can be found here: htt;

m  Accounting ers  Vendws  Accounting  Meporting  Configuration BLLIAY PTE. LTD. =

Accounting Ovenview | Mew

Salonperacn
tnvoics Roference N2 I00504

Currency
invosce Moto Payement is due wibin 30 iy rom e invoics dale
Thani you Tor your Dusness

Buyer Ref (PO} ADRDOOE PR T Journal Cinlnmar Imeecos {SEDY
Bluywr Red (BU) Fin Aroount AD1200 Account Fbceiatie

Buyur Mame
Comjpany BILLEAY PTE LTD

Vandor 1D SAMAEOEA I ™
neotarm
Payrmum Nots

Payman Dutails

STEP é: Enter the Buy ' . This field should capture the name of the buyer from the AGD
or Government Agency side.

= Accounting : \ 9 § = BILLBAY FTE. LTD. = § Administratcr =

Accounting Overview [ Mew

Salasporson
Ivwoice Rofpronce INV231 00501

R = Currancy
Inwoice Note Pryimenl i due within 30 days tom e idoics date

Thank, you for your busingss

Buyer Ref (PO} MDADOOERPOZ1 006238 Journal Customer Invoioss {SGO)

Buyer Ret (BU) FiN2 Azcount 107200 Acceur Recevanis
Buyer Nams Bill jac Company BILLBAY PTE. LTD

Venador 1D BRI B

[
Paymant Note 300

Fayment Detadils
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D filled in automatically based on the vendor record created at Vendors@Gov.
Vendor status must be “Approved”. If you have multiple Vendor IDs, please ensure you enter the
correct Vendor ID - to be valid they must be tagged to your organization's Corpass Entity |D.

n ,.E\c[_‘,gunting Ovetview  Ciminmers  Vendors  Acoouning  Reportng  Configuration BILLEAY PTE LTD. = 8 Adminisrator =

Accounting Cverview | New
m Dezeand

Irvoics Redorunca V2300501

Irvosce Mot Paymment i dua wiihin 30 days rom M inyoice date.
Tl yeodi for your Dusiness,

wioe Linea  Oroer inko  E-Delvery

Buyar Rof (PO MOADGOERO2 1008254 CuSKIMBT Wnesca (360

Bayor Fof (BU) FiNo2 101200 Accour Receivatie

Buyar Nams Bl M BILLBAY PTE LTD
LEAY PTE LT

Vandor 10 SR BEA,

Next, you may proceed to enter the Invoice Line Level data.

To find out more about how to send an E-invoice to AGD and the specific fields to be filled at
both the header and line-level, please read the full AGD E-Invoiciing guide at:

https://drive.google.com/open?id=1EROk_HXwh-_uYCUSq8Vup4UMOjfSmIB1

Other Key Business Flows

# | B2B/B2G Business Flows PDF Link

1 | Sending B2G E-Invoices to AGD PDF Guide
2 | Sending B2B E-Invoices PDF Guide
3 | Receiving E-Orders & Sending PO-based E-Invoices PDF Guide
4 | Receiving E-Invoices & Sending Invoice Responses PDF Guide
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BILLBAY INVOICENOW GUIDEBOOK

Conclusion

In summary, this user guide has taken you through the essential steps of harnessing the
power of Billbay’s InvoiceNow Ready Solution to achieve your InvoiceNow objectives.

Remember, all AR and AP data that has a GST component will need to be reported via
GST InvoiceNow using the appropriate IRAS data flow types presented in this
document.

The IRAS E-tax guide also serves as a useful reference for GST Reporting and should
be your first stop for any specific tax submission related questions:
https://go.gov.sg/iras-gstinvoicenowguide

We encourage you to confidently embark on your InvoiceNow journey, maximizing the
benefits of E-Delivery and Tax Reporting using InvoiceNow via Billbay’s InvoiceNow
Ready Solution.

Your path to Invoicing efficiency is now easier than ever.

Support

We're here to ensure you have a seamless experience with GST InvoiceNow.

Should you need any assistance, simply contact us via the following channels and we
will be more than happy to be of assistance.

Customer Support Email: bb.support@billbay.co
Customer Support Phone Number: +65 6027 5590 (Monday - Friday, 2 AM - 5 PM)

You can expect to receive a response within 1-3 business days.

Thank you for choosing Billbay.

We wish you all the best and look forward to working with you on your journey with
InvoiceNow.
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