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1. Importing AOOB
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Go To: Main Menu > Sales: Click on Import E-Orders
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Import E-Orders Screen  

You can import the following E-Documents from this menu:
1. Orders
2. Order Change or Order Variation
3. Order Balance
4. Order Cancellation

The Source Doc ID refers to the
Original Order reference
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Import E-Orders Screen  

To import an Order select the specific e-Document or Select All:
Click on Action > Import Orders
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Import E-Orders Screen  

To import an Order select the specific e-Document or Select All:
Click on Action > Import Orders.
You will see a screen telling you how many order have been imported
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Import: Orders & Order Change

Orders and Order Changes will be imported as a Quotation for review before being confirmed as a Sales Order.
You may click on the draft order (Quotation) and start working with it.

All imported Orders and Order Changes start with the sequence EPO
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Import: Order Balance

Order Balance is an informational document and will be Imported with Status = Order Balance.
You may click to Open the document

There is no processing step to be done on the Order Balance document.
It remains as an FYI document letting you know the Customer’s view of open / closed balances on that order as of a 
certain date and time.
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Import: Order Balance

All Order Balances start with the sequence OBAL

To list all Order Balances, you can do 1 of the following:
1. Sales > Orders > Order Balances (or)
2. Simply type “OBAL” in the search bar

This will pull up all the Order Balances that have been imported.
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Import: Order Cancellation

Order Cancellation import, does NOT create an Order Document.
Instead, it simply CANCELS the Original Order Document shown in the Source Doc Id field 



2. The Order Screen
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The Orders Screen (1a/5)

Doc Type: Order
In brackets: Order Number (Original Order)
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The Orders Screen (1b/5)

Doc Type: Order Balance
In brackets: Order Number (Original Order)
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The Orders Screen (1c/5)

Doc Type: Order Change
Followed by: Sequence Number / Version
In brackets: (Original Order Number)
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The Orders Screen (2/5)

Order Line Details:
Click on a Line to open this popup

Shows additional details for each line such 
as:
Description
Delivery Start
Delivery End
Line ID

Line Status Code (Accepted / Rejected etc.)
This will show only after an Order Response 
is initiated
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The Orders Screen (3/5)

Order Information Tab:
Shows additional details for each line such as:

Original Order Number (PO)
Delivery Details
Document Amounts etc. (as imported from XML)
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The Orders Screen (4/5)

Order Change Log
Shows Original Order document
And any historicals such as an Order Change or Order 
Cancellation which modified this document.

Order Response Log
Shows all the Order Responses that were sent out for 
this document.
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The Orders Screen (5/5)

E-Delivery

Shows all relevant Endpoints defined 
within this E-doc.



3. Confirm a Draft Order (to a Sales Order)
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Confirm: Draft Order / Quotation > Sales Order

For Order and Order Change:

Click “Confirm” button

This will conver the draft order or 
Quotation to a confirmed Order.

Sales Order



© Billbay Pte Ltd.

Confirm: Draft Order / Quotation > Sales Order

After Confirmation:
It is a confirmed Sales Order

You can now:
1) Send an Order Response, or
2) Flip the SO to an Invoice



4. Send an Order Response
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Confirm: Draft Order / Quotation > Sales Order

Send Order Response
Sends an Order Response to the Customer 
as an E-document over the network.



5a. Fully Flip an Order to an Invoice



© Billbay Pte Ltd.

Fully Flip an Order to Invoice (1/2)

Click Create Invoice

This will copy all relevant details from the 
Sale Order and create a draft Invoice.

The system is designed to do a full copy so 
that there is no need to do any data entry 
at the draft Invoice Stage.
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Fully Flip an Order to Invoice (2/2)

Click Validate

This will create the Invoice:

- An invoice Number is assigned

- The Invoice is automatically queued for E-
Delivery / E-Submission / GST InvoiceNow 
Submission
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Fully Invoiced

Invoice generated

- An invoice Number is assigned

- The Invoice is automatically queued for E-
Delivery / E-Submission / GST InvoiceNow 
Submission



5b. Flip an Order to a partial Invoice
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Flip an Order to Partial Invoice (1/2)

Click Create Invoice

This will copy all relevant details from the 
Sale Order and create a draft Invoice.

The system is designed to do a full copy so 
that there is no need to do any data entry 
at the draft Invoice Stage.
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Flip an Order to Partial Invoice (2/2)

Before Clicking Validate

1) Delete Lines
Delete entire lines so that they are not 
invoiced.

2) Adjust Quantity
Edit the Quantity, reduce the number or 
make it 0 to partially invoice a few 
quantities



6. AGD UI Elements
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AGD Validation for SG Gov Agencies

AGD Validation

1. AGD Validation is set for AGD and Government Agencies
2. Ensure Document Schema is BIS for AGD & Government Agencies

Once defined, the following additional checks on data fields on Invoice will auto-apply
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AGD Business Unit

Buyer Ref (BU)

Has to be picked from List of Values.

https://www.vendors.gov.sg/UsefulReferen
ces/MinStatuaryBoards.aspx

https://www.vendors.gov.sg/UsefulReferences/MinStatuaryBoards.aspx
https://www.vendors.gov.sg/UsefulReferences/MinStatuaryBoards.aspx
https://www.vendors.gov.sg/UsefulReferences/MinStatuaryBoards.aspx
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Payment Terms

AGD Payment terms

Has to be picked from List of Values.
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Others

Others

1. Invoice Note is mandatory
- No special chars
- Cant exceed 254 chars

2. Buyer Name is mandatory
- Name of contact / buyer within AGD

3. Vendor ID is mandatory
- Your Vendor ID as registered in AGD
- Usually the UEN, but can be different 
- More than 1 value can exit



© Billbay Pte Ltd.

Invoice Date

Invoice Date
Cannot be backdated more than 7 days
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Currency has to be supported List of Values

While solution supports all currencies, AGD supported currencies have the AGD Currency flag turned on.



Request a demo!

Thank You

invoicenow@billbay.co


