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E-invoice Submission via Batch Upload
User Guide

Learn how to submit e-invoices at Vendors@Gov via batch upload.



Batch E-Invoice Submission

NOTE:
* Please refer to ‘E-Invoice Batch Interface File Layout’ User Guide. You will need to create a test file and submit an online request to AGD

Helpdesk for your batch file testing. The ‘Upload Batch e-Invoices’ function will only be available after your vendor ID is added for the function

by AGD administrator.
*  Your vendor record status must be ‘Approved’ before you can proceed to submit e-invoices.

Upload Batch E-Invoice

B

Home >
Upload File validation Complete

(ﬁ E-Invoice >

» Create E-Invoice

> Upload Batch E-Invoices Upload batch invoices
3 Upload Attachment This page allows you to submit e-invoices by uploading batch data files. For more information. please refer to the user guide here
This e-service will take about 15 minutes to complete depending on the ameount of invoices in your file

. .. . Input file format should be .dat

E g LEIE Gy e ETE Input file size should be larger than 0 Byte and smaller than 5 ME

This application will take around 1 working day to be sent to the agencies for further processing
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Drag and drop .dat files or click here to select (max 5MB)

& Update Vendor Details »

Important Note:

In order to maintain a robust system for our
users, invoices submitted before 20/02/2019
will not be stored in the system. We apologise  Batch Upload Status
for any inconvenience caused.

valid.dat
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Step 1 — Login to Vendors@Gov.
For more information on how to login, please refer to ‘Login and Registration User Guide’.

Step 2 — Navigate to ‘Upload Batch e-Invoices’.

Step 3 — You will be directed to “Upload Batch e-Invoice” page. Please note that only files with extension .dat can be accepted.

B Click on the ‘Upload’ icon to select your batch e-invoice file.

B Click on “Upload”.
Please allow some time for the system to load the file. A longer loading time is expected for batch files with large volume

of e-invoices.



https://www.vendors.gov.sg/Common/UserManual.aspx
https://www.vendors.gov.sg/doc/LoginRegister.pdf

Batch E-Invoice Submission

NOTE:

* Please refer to ‘E-Invoice Batch Interface File Layout’ User Guide. You will need to create a test file and submit an online request to AGD
Helpdesk for your batch file testing. The ‘Upload Batch e-Invoices’ function will only be available after your vendor ID is added for the function
by AGD administrator.

* Your vendor record status must be ‘Approved’ before you can proceed to submit e-invoices.

Step 4 — Upon successful file upload, you will be able to view your batch e-invoices upload status.

Home » E-lnvoice » Upload Batch E-Invoice

Upload Batch E-Invoice

Upload File Validation Complete
o o .
B h E-i - f d3 " 1 f d Generate Export error Export
atch E-invoices found 3 transaction(s) 1 error(s) found. 3 Output File B 10 Text <o Excel
S.NO. * CLIENT AGENCY “ INVOICE NO * INVOICE DATE “ CURRENCY “ TOTAL AMOUNT (WITH GST) * STATUS
01 FINO2-AGD Pensions Branch 115119 15/08/2019 SGD 1095.00 @
02 FINO2-AGD Pensions Branch NMOS52016/5/0015 15/08/2019 SGD 645.00 @
03 FINO2-AGD Pensions Branch NMOS520115 05/08/2019 SGD 645.00
show 10+ entries E] Showing 1 to 3 of 3 entries

Remove Error Invoices and Submit

(@) If your batch e-invoices are PARTIALLY SUCCESSFULLY uploaded, you will see “Generate Output File” option and the “exclamation” /1 icon at
the rejected e-invoice line.

» To view your batch e-invoice error, you may click on “Generate Output File”.

» To view the individual e-invoice line error, you may click on the “exclamation” N icon. If you have uploaded a large volume of e-invoices, you
may click on “Next” or “>>" to search for your failed e-invoice(s).

» Please amend the e-invoice error at your batch file and re-upload the file again. If you are unsure of the error message, you may refer to the
“Batch E-Invoices File Layout” User Guide or consult your IT department for assistance.

» You can still proceed to submit the successful uploaded e-invoices by clicking on “Remove Error Invoices and Submit”

> E-invoices with “Green Tick” () icon are invoices that are successfully uploaded.



https://www.vendors.gov.sg/doc/E-invoice_Batch_Interface_v4.95.pdf
https://www.vendors.gov.sg/doc/E-invoice_Batch_Interface_v4.95.pdf

Batch E-Invoice Submission

After clicking on the “Confirm & Upload Attachments”, only the successful uploaded e-invoices will be submitted. You may click on “Generate

Output File” to view your rejected e-invoice.

On the acknowledgement page, you may click on the ‘Upload Attachment’ button. You will be directed to the ‘Upload Attachment’ page which

allows you to upload your e-invoices attachment.

‘Upload attachment’ page:

Please note that only one attachment up to 1MB is allowed for each e-invoice. The supported file formats are bmp, .gif, .jpeg, .jpg, .pdf, .png.
You may search for the e-invoice which you would like to upload an attachment click on ‘Upload attachment’ followed by ‘Submit’ to upload the

attachment(s).

If you would like to upload the attachments for a few invoices, you may click on ‘Browse’ to search for the files to be uploaded for the invoices

and click on ‘Upload Attachments’ to upload them.

Thank you for your submission.

om your batch file was.
sfully on 15/08/20191

The application will take around 1 working day to be
sent 1o the agencies for further processing,

Successful Invoices

sNo. “ CLIENT AGENCY. “ INVOICENO.

” ERE—
w vz 60 ensns e P —
S0 e B

[#)) Upload Attachment

- This application will take around 1 warking day to be sent ta agencles far further processing,
MaXimum of 1 attachment per invoice.
Files uploaded will be renamed.

SMangaon Falcs

* INVOICE DATE

15/08/2019

15/08/2019

[t
ED p o,

* curRRENCY * “TOTAL AMOUNT (WITH 65T}
sGD 1095.00
sGD 645.00

Showing 10 2 of 2 entries

Attach File To E-Invoice

Invoice Number Invaice Date Busi

nly BMB,GIF,JPEG,JPG.DF PG formats are accapted Maximurm of 1MB par attachmant

E-Invoices Attachment

E-Invoices which have yet 1@ be extracted 1 your dlient agency are listed below for upload af atkachmenss.

EHO - INVOICENO, - INVOICE BATE * CLIENT AGENEY * UPLOAD BATE ~ ORIGINAL FILENAME

1 wmn 070872019 EMADZ-Regulation Division

2 test2468-copy2 220072019 NLBO1-NLE HG

After  the  attachment is  uploaded
successfully, you will expect to see the file
name and the upload date in the table. If the
attachment is not uploaded correctly, you
may click on the fii icon to delete the
attachment.

4 UPLORD , ORIGINAL  NEW FILENAME ACTIONS
DATE FILEMAME
19/08/2019  Doc2.pdf draftinvoice01_16082019_bea01_199307328e.pdf E’




Batch E-Invoice Submission

(b) If your batch e-invoices are SUCCESSFULLY uploaded, ‘Generate Output File’ icon will not show at the batch e-invoice upload status page and
you will see ‘Green Tick’ (<) icon on your e-invoice lines. You may verify the individual e-invoice and click on ‘Confirm & Upload Attachments’ to
submit the e-invoices.

Home # E-Invoice » Upload Batch E-Invoice

Upload Batch E-Invoice

Upload File Validation Complete
o o .
. . . E: T
Batch E-invoices found 2 transaction(s) 0 error(s) found. ot
5.NO. * CLIENT AGENCY “ INVOICE NO * INVOICE DATE * CURRENCY * TOTAL AMOUNT (WITH GST) STATUS.
01 FINO2-AGD Pensions Branch 115119 15/08/2019 5GD 1095.00 @
02 FIN02-AGD Pensions Branch NMOS2016/5/0015 15/08/2019 SGD 645.00 @
Show 10 ¥ |entries [I] Showing 1to 2 of 2 entries

» After clicking on the ‘Submit’, you will see the number of e-invoices successfully submitted. To download the batch upload output file, you may
click on the ‘Generate Output File’.

Successful Invoices
Generate
Piease uploed your accachmentl) to completethe invice crestion. CQutput File
SHO. * CLIENT AGENCY * INVOICEND * INVOICE DATE 4 tumey TOTALAMOUNT (WITH 65T)
[} FINOZ-AGD Pensions Branch Qg 15/08/2019 G0 1085.00
Tha n k }‘O u fO r yOU rsu b m | 55 | on. n FINO2-AGD Pensions Branch NMOS2016/510015 1510812019 %D 64500
2 of 2 invoices from your batch file was Show 10 ¥ entries Showing 1to 2 of 2 entries

created successfully on 15/08/2013!1

The application will take around 1 working day to be Upload Atachment Upload Another Btch il
sent o the agencies for further processing.

5




Batch E-Invoice Submission

After clicking on the “Confirm & Upload Attachments”, only the successful uploaded e-invoices will be submitted. You may click on “Generate
Output File” to view your rejected e-invoice.

On the acknowledgement page, you may click on the ‘Upload Attachment’ button. You will be directed to the ‘Upload Attachment’ page which
allows you to upload your e-invoices attachment.

‘Upload attachment’ page:

Please note that only one attachment up to 1MB is allowed for each e-invoice. The supported file formats are bmp, .gif, .jpeg, .jpg, .pdf, .png.
You may search for the e-invoice which you would like to upload an attachment click on ‘Upload attachment’ followed by ‘Submit’ to upload the
attachment(s).

If you would like to upload the attachments for a few invoices, you may click on ‘Browse’ to search for the files to be uploaded for the invoices
and click on ‘Upload Attachments’ to upload them.

Thank you for your submission.

om your batch file was.
sfully on 15/08/20191

The application will take around 1 working day to be

sentto the agencies for further processing.
Generate
Successful Invoices E Output File

sNo. “ CLIENT AGENCY. “ INVOICE NO. * INVOICE DATE * cumReney * “TOTAL AMOUNT (WITH 65T}

o FIN0Z AGD Pensions Branch s fr— soo 109500
s FIN02.AGD Pensions Branch Nwos2016/57001S e sa s1500
show(10 [ enris ] Showing 102 0f 2 entries

After  the  attachment is  uploaded
successfully, you will expect to see the file
name and the upload date in the table. If the
attachment is not uploaded correctly, you
may click on the fii icon to delete the
attachment.

[#)) Upload Attachment

- This application will take around 1 warking day to be sent ta agencles far further processing,
MaXimum of 1 attachment per invoice.
Files uploaded will be renamed.

Zwsnoson eios
Attach File To E-Invoice

Invoice Number Invaice Date Busi

L UPLOAD  , ORIGINAL

G BVIP,GIFJPEGJPG,PDF,BNG formacs are a<captad. Maximurm of 1M par attachment, e T “ NEW FILENAME ACTIONS
E-Invoices Attachment
E-Invoices which have yet to be extracted t0 your cient agency are lised below for upload of aachments. -
ine oo, o ot AGiNY © upLonn are  omENAL ENAME © e A 19/08/2019  Doc2 pdf draftinvoice01_16082019_bca01_199307328e.pdf ml
1 L [— EMAQZ Regulation Division . . (
2 exusacopy? 2200712019 NLBOLNBHG . . —




Batch E-Invoice Submission

(c) If your batch e-invoices are NOT SUCCESSFULLY uploaded, you will see you will see ‘Generate Output File’ option and the ‘exclamation’ /1
icon at the rejected e-invoices.

» To view your batch e-invoices error, you may click on ‘Generate Output File’.
» To view the individual e-invoice line error, you may click on the ‘exclamation’ /N icon.

» Please amend the e-invoice error at your batch file and re-upload the file again. If you are unsure of the error message, you may refer to the ‘E-
invoice Batch Interface File Layout’ User Guide or consult your IT department for assistance.

Home » E-lnvoice » Upload Batch E-Invoice

Upload Batch E-Invoice

Upload File Validation Complete
] ] U
Batch E-invoices found 4 transaction(s) 4 error(s) found. 3 gﬁ'&:ﬁ:&”e f:ﬂ;: srrer E:‘Ei;l
S.NO. “ CLIENT AGENCY “ INVOICE NO “ INVOICE DATE “ CURRENCY “ TOTAL AMOUNT (WITH GST) * STATUS
o1 0317-Catholic High Sch (Pri) - old 11519 09/06/2019 SGD 1095.00 A
02 MDAO1-Media Development Authority NMOS2016</5/0015 13/08/2016 SGD 645.00 o
03 0147-Meridian Pri 5ch - old A¥NMOS2016/5/0014 13/08/201 2ES 59 330. A
04 0172-Pasir Ris Pri Sch - old NMOS2016/5/0016 13/08/2016 SGD 15.00 A

Show 10 ¥ entries B Showing 1 to 4 of 4 entries



https://www.vendors.gov.sg/doc/E-invoice_Batch_Interface_v4.95.pdf

vendorsegov

Updated on 19 August 2019

- END -

Accourtant-General's Deoartment



