Seamlessly exchange Peppol E-Docs
(Invoices, Orders & Responses)
User Guide

BBO03 Receiving E-Invoices & Sending Invoice Responses

Login to our Peppol-Ready Solution:

Sign-up: Enquiry:
billbay.io/signup invoicenow@billbay.co


http://invoice-now.billbay.co/
https://billbay.io/signup
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Receiving Invoices

Access the Accounting Module.

Contacts  Qverview
Sales

Purchase

Accounting %9
customer Invoice

Sale

1 Invoices to Validate

61 Unpaid Invoices

Favorites % | Search...

Y Filters ¥ = GroupBy ~ ¥ Favorit

Vendor Bills
Purchase

$324.00 m Import Bills
$ 252,785.66
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Click on the 'Vendors' option in the top bar and click on the ‘Bills’ on the
dropdown menu to proceed.

Accounting Customers BYELLEIEE Reporting  Configuration OKayIa (BB) ~

Invoices i w Search...
Refund

Import Y Filters ~
Payments

Products =Group By ~ H [

Vendors % Favorites ¥

Invoice Source Amount
Customer Date Number Company Salesperson Doc (SO) Excluded Tax Due  Status

BB BILLBAY OdooBot EPO/SO011 $ 300.00 $24.00 32 $0.00 Draft
InvoiceNow PTE.LID.
Partner

BILLBAY 15/08/2023 INV/2023/0029 BILLBAY Administrator ~ 14/09/2023 $ 18.00 $1.44 $19.44 $ 19.44 Open
DEMO 02 PTE. LID.

BILLBAY 14/08/2023 INV/2023/0028 BILLBAY Administrator ~ 14/08/2023 EPO/SO052 $ 300.00 $24.00 $324.00 $324.00 Open
DEMO 02 PTE. LTD.

ttpsy/invoice-nowbilloay co/webTemeny id=1198acticn=213
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Click the 'Import E-Invoices' button to view the new invoices.

H Accounting Customers Vendors Reporting  Configuration

Vendor Number Payment Ref.

BILLBAY DE 023 /0 02: 3
BILLBAY D

BILLBAY DEMO 02

BILLBAY DEMC

BILLBAY DEMO 02
BILLBAY DEMO 02

Company

BILLBAY PTE
BILL Y PIE
BILLBAY PTE
BILLBAY PTE
BILLBAY PTE
BILLBAY PTE
BILLBAY PTE

Y Filters ~

Due Date

=Group By ~+ % Favorites ~ 1-31

Source Doc (SO) Tax Excluded
EPO/SO075 $300.0
$10.00

EPO/SO069

24.00
EPO/SO071 300.00 5 24.00
EPO/SO070 3 $24.00

@ Kayla (BB) ~

B oE

Status

00 Open
Open
Open

) Open

$324.00 Open
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Validate the invoice. Once the vendor bill is validated, its status will shift from

"draft" to "open."

= A(;oounting Customers Vendors Reporting  Configuration

Vendor Bills

Edit
Ve MRES e

Draft Bill

Vendor

Bill No.
Payment Note
Invoice Note

Auto-Complete

B Other Info

v Product

Tax Description

SR

Bill Date
Due Date

Currency

Description Asset Category

Tax Amount

$ 24 0(

Quantity Unit Price

100.0€

Untaxed Amount:
Tax:
Total

Amount

$24.00
$ 324.00

® Kayla (BB) ~

Page 5



BILLBAY INVOICENOW GUIDEBOOXK |

Once the vendor bill is validated, its status will shift from "draft" to "open."

2 Accounti ng Customers  Vendors

Vendor Bills

Import E-Invoices [Ielels S V/sPEG]

Vendor Bill Date
BILLBAY DEMO 02
BILLBAY DEN
BILLBAY DEMO 02
BILLBAY DEMO
BILLBAY DEN
BILLBAY DEM
BILLBAY DEN

BILL DEN
BILLBAY DEN
BILLBAY DEN
BILLBAY DEN
BILLBAY DEN
BILLBAY DEMO
BILLBAY DEN
BILLBAY DEN
BILLBAY DEN
BILLBAY DEN

Number

BILL/2023/0028
BILL/. 0027
BILL/2023/0025

BILL/2023/0019
BILL/2023/0014

Reporting  Configuration

Payment Ref.

INV/2023/0064

Company
BILLBAY PTE
BILLBAY PTE
BILLBAY PTE.
BILLBAY PTE
BILLBAY PTE.
BILLBAY PTE.
BILLBAY PTE.
PTE
BILLBAY PTE
BILLBAY PTE
BILLBAY PTE.
BILLBAY PTE
BILLBAY PTE.
BILLBAY PTE
BILLBAY PTE
BILLBAY PTE
BILLBAY PTE

LTD.
LTD.
LTD.
LTD.

rch.

YFilters + =GroupBy ~ ¥ Favorites ~

Due Date Source Doc (SO) ~ Tax Excluded
EPO/SO076 300.00
EPO/
EPO/SO073

$24.00
24.00
00
$24.00

$24.00

@ Kayla (BB) ~

M B

To Pay

sl

Open

Open

0 Open

00 Open

Open

)0 Open
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Sending Invoice Responses

Click the 'Send Invoice Response' button to initiate the sending of the invoice.

= Accounting

Vendor Bills / BILL

Create
Register Payment IEEESGL

Customers Vendors Reporting ~ Configuration

Print ~  Action ~

Bill

BILL/2023/0028

Vendor
Bill No.
Payment Note

Invoice Note

Bi Other Info

v Product Description Asset Category

Tax Description Tax Amount

SR $24.00

Bill Date
Due Date

Currency

Quantity

Unit Price

100.00

Taxes

Untaxed Amount:

Tax:

Total.

Amount Due:

Amount

$ 324.00

$ 324.00

® Kayla (BB) ~
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Specify the response status.

Send Invoice Response

Invoice Number BILL/2023/0028 Response Status

Vendor Bill No. INV/2023/0064 Response Note

Message Acknowledgment
In Process

Under Query

Rejected

Accepted

Conditionally Accepted
Partially Paid

Fully Paid

Issued On

Page 8



BILLBAY INVOICENOW GUIDEBOOXK |

Enter the response note. (Optional)

Click the 'Send' button to send the invoice response.

Send Invoice Response

Invoice Number BILL/2023/0028

Response Status Accepted
Vi r Bill No. INV/2023/0064

v

Response Note Payment will be issued shortly.
n
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Once you've sent the invoice response, you can also view the details on the E-Delivery tab.

= Accounting

Vendor Bills / BILL

Register Payment ESISGI

Customers Vendors Reporting  Configuration

ditNote ~ Cancel d Invoice Response

Bill

BILL/2023/0028

Vendor
Bill No.
Payment Note

Invoice Note

E-Delivery Network
E-Delivery Status
Txn ID

Sender ID
Receiver ID

File Name

Buyer Ref (PO)
Buyer Ref (BU)

Buyer Name

Print ~  Action ~

Bill Date
Due Date

Currency

Response Status
Response Note

Issued On

® Kayla (BB) ~

Page 10



THANKYOU

BILLBAY

Digital solutions that powers your business



