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DBS INVOICENOW GUIDEBOOK | INTRODUCTION

STREAMLINE YOUR INVOICING PROCESSES
WITH DBS INVOICENOW

DBS InvoiceNow allows you to send and receive e-invoices on a secure
network (Peppol) and make digital payments (PayNow Corporate,
GIRO, FAST) - all from one platform.

Exclusive to DBS InvoiceNow users, enjoy automatic reconciliation* of
invoice payments.

DBS InvoiceNow is now available on IDEAL webA.

* Invoice reconciliation is only available if your sender/receiver is also a DBS InvoiceNow user.
A DBS InvoiceNow is only available on IDEAL SHIFT, the new IDEAL interface.

BDBS



https://www.dbs.com.sg/sme/invoicenow

DBS INVOICENOW GUIDEBOOK | REGISTRATION

REGISTERING FOR DBS INVOICENOW
ON DBS IDEAL

1. IDEAL Administrators and Authorisers can register for
DBS InvoiceNow on behalf of their company.

2. A Peppol ID in the format of 0195:SGUEN<your entity's UEN>
will be generated for your company.* Search for your Peppol
ID by entering your UEN here.

*DBS InvoiceNow is not available to non-Singapore registered entities

BDBS



https://www.peppoldirectory.sg/

DBS INVOICENOW GUIDEBOOK | REGISTRATION

X DBS ipeaL

ABC Company

Sing

Dashboard
Accounts

Pay & Transfer
Files

Reports

Foreign Exchange

Apply

BDBS

Hi Dan

Account balance

m Business account 1

m Business account 2

Log in to IDEAL and
click on Apply on
the sidebar

Instant FX conversion

UsD / HKD

USD / CNY

Get paid faster. Start sending

free e-invoices with DBS
InvoiceNow.

5,800,000.00

Payments

&3 5
R
Make Bill
payment payment

5,800,000.00

5,800,000.00

PAYMENTS

JOSEPH SER LIANG LIM (99 payees)
From: Business account 1 0012345678

Customise dashboard

Add new
shortcut

5GD 10,000.00
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DBS INVOICENOW GUIDEBOOK | REGISTRATION

X DIBS IDeAL

ABC Company

Dashboard
T Accounts
ts¥ Pay & Transfer
Files
Reports
Foreign Exchange

Apply

BDBS

Apply for new products

Click on InvoiceNow

Get In Touch

2020 DBS Bank Ltd

Co. Reg. No. 196800306E
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DBS INVOICENOW GUIDEBOOK | REGISTRATION

BDBS

X DBS ipEaL v

Dashboard

Your registered

business name
and UEN will be
auto-populated
and non-editable

0 Help 'n' Settings EJ Messages 1:: Dan Wu, Director
ABC Company

My Profile Company

Apply for DBS InvoiceNow

Don't let manual invoicing slow your business down. Create, send and receive e-invoices
for free on DBS IDEAL and get paid faster. Want to learn more?

Business details

Registered business name
ABC Company
Unigue Entity Number (UEN)

52348349M

Registered business address o
20 Queen Street West, #10-233, Singapore 102129

Fill in your
registered
business address
and GST reg. no.

GST reg. no. (optional)

Applicant info
These info will appear on the PEPPOL public directory.
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DBS INVOICENOW GUIDEBOOK | REGISTRATION

x DBS |DEAL v 0 Help 'n' Settings EJ Messages 1:: Dan Wu, Director
ABC Company
Dashboard Users My Profile Company Reports Alerts
Applicant info
These info will appear on the PEPPOL public directory.
: I I : Name Designation
FI N yo ur Dan Wu Director
name,
. . Phone number Emai
designation
+65 99848773 danwu@abc.com
and contact
details
Contact person Delete
These info will appear on the PEPPOL public directory.
MName Designation
Phone number Emai

+65 6
(optional)You can fill

persons by clicking on

Add contact person Page 8/53
=8DBS V0.1 Mar 2021




DBS INVOICENOW GUIDEBOOK | REGISTRATION

x DBS IDEAL ~ £ settings O — r Dan Wu, Director

ABC Company

Dashboard My Profile Company

Assign user roles

Control who can make or approve invoices and bill payments.
o All 8 accounts
Assign > Filte
| ﬂVO I Ce N OW Select all (8 Users)
entitlements to pan Wu

users |n your Sophia Jamal
Salman Khan
company

Peter Dubov

Ding Tianxiang

MvoICe approvers

Dan Wu

Sophia Jamal

Click Next

EDBS Page 9/53
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DBS INVOICENOW GUIDEBOOK | REGISTRATION

x DBS |DEAL v 0 Help 'n' Settings EJ Messages 1:: Dan Wu, Director

ABC Company

Dashboard Users My Profile Company Reports Alerts

Review and confirm

Registered business name Unique Entity Number (UEN)
o ABC Company 52348349M

REVieW the information’ in Registered business address
. . 20 Queen Street West, #10-233, Singapore 102129

particular your Unique

. GST reg. no.
Entity Number (UEN); 12312674
your UEN forms part of
your Peppol ID and it's the [
/ . Dan Wu Director
identifier for your
business on the Peppol +65 99848773 danwu@abc.com
network

rvoice makers MyolCe approvers
Salman Khan Dan Wu

Dan Wu Sophia Jamal

By clicking on the “Confirm” button, you agree to the following:

« |/We confirm that I/we have read, fully understood and accept the DBS InvoiceNow

NDBS Page 10/53
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DBS INVOICENOW GUIDEBOOK | REGISTRATION

x DBS |DEAI_ v 0 Help 'n' Settings EJ Messages 1:: Dan Wu, Director
ABC Company
Dashboard Users My Profile Company Reports Alerts
MName Designation
Dan Wu Director
Phone number Emai
+65 99848773 danwu@abc.com

rvoice makers MyoICe approvers
Salman Khan Dan Wu
Dan Wu Sophia Jamal

By clicking on the “Confirm” button, you agree to the following:

Read the DBS InvoiceNow

« |/We confirm that I/we have read, fully understood and accept the DBS InvoiceNow

Te rms an d CO n d iti ons an d Terms and Conditions and DBS Privacy Policy relating to the collection, processing, use of
. . personal data. I/We confirm that DBS may provide the information in this application to
D BS P rFiva Cy PO I | Cy befo re the IMDA for registering our business entity on the Peppol network and that DBS may

contact us further in relation to this registration.

clicking Confirm,; clicking

« |/We confirm that I/we have the power and authority to submit this application or any

CO nfl rm con StItUteS yo ur other related documents related to the Peppol network or otherwise in relation to this
acce pta nce Of both po | icies registration on behalf of the business entity stated above.
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DBS INVOICENOW GUIDEBOOK | REGISTRATION

BDBS

X DBS ipEaL

0 Help 'n' Settings

My Profile Company

D} Messages [ E Dan Wu, Director

ABC pte Itd

Application submitted

Look out for an email with the status of your application.

Print ‘ Back to IDEAL m

ered business name Unique Entity Number (UEN)

ABC Company 52348349M

Registered business address

20 Queen Street West, #10-233, Singapore 102129

GST reg. no.

M12312674

Name Designation

Dan Wu Director

Phone number Emai

+65 99848773 danwu@abc.com

nvoice makers

You will receive an email

confirming your successful
registration.

Click on Back to IDEAL to
access Invoicing from the
IDEAL homepage and start
e-invoicing!
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DBS INVOICENOW GUIDEBOOK | REGISTRATION

X DIBS IDeAL

ABC Company
Singapore H I Da n Customise dashboard

[}D Dashboard

. Account balance

qm  Accounts .
Enjoy HKD1,000
Pay & Transfer m Business account 1 rebate for FX
Jutesasen transactions in the

nvoices You can now start using DBS | first month
Fles InvoiceNow by clicking on

the Invoices tab

Reports

. Payments
x| Business account 3
Foreign Exchange
SGD 5,800,000.00 22
R 5F

Apply €

v ( Make Bill Add new

payment payment shortcut

Instant FX conversion PAYMENTS

USD / HKD JOSEPH SER LIANG LIM (99 payees)

From: Business account 1 0012345678
USD / CNY

{REJECTED )

NDBS Page 13/53
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DBS INVOICENOW GUIDEBOOK | CREATING AN INVOICE

CREATING AN INVOICE

1. Create, approve, and send an e-invoice via DBS InvoiceNow.

2. You can embed digital payment information such as your
PayNow Corporate proxy directly into your invoices for faster
collections.

3. Create and send e-invoices to the Singapore Government
(Accountant-General's Department) easily via our guided Ul.

4. Currently, only SGD-denominated e-invoices can be created.

BDBS




DBS INVOICENOW GUIDEBOOK | CREATING AN INVOICE

BDBS

X DIBS IDEAL Outgoing invoices

ABC Company

Singapore

& To Dashboard

&

New invoice New credit
note

Click on New invoice

All (124)

nvoice no. and date

INV10023

08 Oct 2020

INV10022

14 Aug 2020

INV10021

20 Jul 2020

INV10020

24 Jun 2020

INV10019

in A
12 Jun 2020

INV10018

12 May 2020

[_E» Logout

Customer / Peppol ID

King's Landing PTE LTD

0195:5GUEN201812345K

CBAPTELTD

O ] M e A A
0195:5GUEN201852340A,

House of dragon

n18c.Cl IENIANT 0287
0195:5GUEN200193822C

King's landing

0195:5GUEM55293634P

Daenerys Targaryen
0195:5GUEN201793723|

555

0195:5GUEN20090595

24 Oct 2020

15 Oct 2020

30 Sep 2020

30 Sep 2020

24 Sep 2020

22 Sep 2020

5GD 9,000.00

5GD 1,288.00

SGD 230.00

SGD 47,990.00

S5GD 443.00

S5GD 55.00

REJECTED BY
CUSTOMER
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DBS INVOICENOW GUIDEBOOK | CREATING AN INVOICE

X DIBS IDeAL

ABC Company

Singapore

& To Dashboard

|% Invoices
Outgoing

[_E» Logout

BDBS

Create new invoice

Unique invoice
number is
required

Pop up screen
appears (page 17)
to select receiver

Fill in invoice and
recipient info

Invoice details

nvoice number
INV10024

Customer

King's Landing PTE LTD

0195:SGUENTOBGADD28A

Customer's address (optional)

ssue date Due date

23 Nov 2020

Additional info (optional) .
[ - Due in 7 days

Due in 14 days

Due in 30 days

Due on a specific date

Invoice items

Save as draft
available after
Invoice number
is entered

Due date calculated
based on days
selected

Page 16/53
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DBS INVOICENOW GUIDEBOOK | CREATING AN INVOICE

Search by name or UEN

Recently searched
appears here

Select invoice recipient
from Peppol directory

Select a customer

Business name / Gov. unit / UEN

Abacus Pte Ltd

0195:5GTST200101992E

CPF43-Internal Audit

Central Provident Fund, Central Provident Fund

Government
agencies are tagged
with a green pill

Page 17/53
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DBS INVOICENOW GUIDEBOOK | CREATING AN INVOICE

X DIBS DeAL Create new invoice
ABC Company Fill in invoice line details

Singapore

& To Dashboard Invoice items

|§j§j Invoices tern description

Outgoing
Unit price (5GD) Quantity

Unit price, Quantity .
cannot be negative;
up to 5 decimal Save & add another Save
places

Subtota

Tax can be
turned on or off
(requires GST
Registration No.)

Tax (GST 7%)
Add discount

Pop up screen Total
appears (page
19) to edit ‘Add

discount’ Billing (optional)

Receive payment with

PayNow

I_|:' Logout PayMow proxy

Page 18/53
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DBS INVOICENOW GUIDEBOOK | CREATING AN INVOICE

5

Add discount (optional)

Add discount
Discount type
By percentage By amount

Discount in %

Discount amount cannot
exceed total invoice amount

Cancel Add

Page 19/53
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DBS INVOICENOW GUIDEBOOK | CREATING AN INVOICE

X DIBS IDeAL

ABC Company

Singapore

& To Dashboard
|§j§j Invo
Outgoing

[_E» Logout

BDBS

Create new invoice

3. Blueberry and Key Lime Pie

(18-inch)

+ Add item

Subtota

Discount (10%)

Tax (GST 7%)

Fill in billing details

Billing (optional)
Receive payment with
PayNow

PayMow proxy

Ensure your
PayNow proxy is
accurate Bank Account

640.00

2L0U0 X £

651.90
(65.19)

45.633

SGD 697.53

Billing (optional)
Receive payment with
PayMNow

Bank Account

Select account .

If using Bank Account,
select account from list;
Only accounts that users
have transaction access to
will be displayed

a ABC company digital account

032-394875-7

Page 20/53
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DBS INVOICENOW GUIDEBOOK | CREATING AN INVOICE

X DIBS IDeAL Create new invoice

ABC Company

Singapore

& To Dashboard Add purchase or delivery order numbers (optional)

Purchase order number

|% Invoices

Outgoing Delivery order number

Contract order number

Settings

(optional) Fill in order

Attach files (optional) d eta | | S an d d d d
. Drag and drop your files here attaCh ments
Attach up to 10 files —@ Or dlick to browse

Max size for each file:
4MB

Supported file types: Purchase order.pdf
Jpg | Jjpeg | .pdf | .png

Product photo.jpg
I_E. Logout Product photo - 2.png

Page 21/53
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DBS INVOICENOW GUIDEBOOK | CREATING AN INVOICE

X DIBS IDeAL Create new invoice

ABC Company

Singapore

& To Dashboard Attach files (optional)

|§;ﬂ Invoices Drag and drop your files here

Or click to browse

Outgoing

| . Purchase order.pdf
ncoming

Settings Product photo.jpg

Send message to
Product photo - 2.png invoice approver
(optional) and click Next

Message to approver (optional)

Your message

Please approve this as soon as you can...

[_E» Logout

Page 22/53
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DBS INVOICENOW GUIDEBOOK | CREATING AN INVOICE

X DIBS IDeAL

ABC Company

Singapore

& To Dashboard

B imo
Outgoing

BDBS

Review invoice

Review contents of invoice

Customer

INV10024 King's Landing PTE LTD

ssue date Jue date

23 Nov 2020 Due on receipt

Additional info

Expedited order for King's Landing.

. Apple

- Banana

. Blueberry and Key Lime Pie
(18-inch)
Subtota
Discount

Tax (GST 7%)

Amount (SGD)

6.90

3.45x%2

5.00

5.00x1

640.00

320.00x 2

Page 23/53
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DBS INVOICENOW GUIDEBOOK | CREATING AN INVOICE

X DIBS IDeAL Review invoice

ABC Company

Singapore

& To Dashboard Total SGD 845.30
|% Invoices To be paid via bank transfer to
ABC company digital account (DBS)
032-394875-7
Outgoing
Incoming Purchase order number Delivery order number
PO203837 DO2238874
Contract order number
c0212312
Attachments

Purchase order.pdf
Product photo.jpg
Product photo - 2.png

Message to approver

Please approve this invoice ASAP

Submit invoice for

Only visible to users—@ Approve and send this invoice d p p rova |
with Approve Own

(13 entitlement -
7 Logout L

EDBS Page 24/53
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DBS INVOICENOW GUIDEBOOK | CREATING AN INVOICE

X DIBS IDeAL

ABC Company

Singapore

& To Dashboard

|§j§j Invoices
PDF will be generated
Outgoing for download

Settings

Click to show
additional details
on invoice

[_E» Logout

BDBS

Invoice is submitted for approval

Submitted for approval

The invoice will be sent once it is approved.

INV10024

ENDING APPROVAL

0 From

King's Landing PTE LTD

20 Queen street west, #10-2033, Singapore 2

Peppol ID: 0195:5GUENZDT812345K Peppaol ID: 07195:5

Additional info

Expedited order for King's Landing.

. Show additional details v

. Download as PDF ‘ “

ABC Company Pte Ltd

) Queen street wes|

SGD

Due on 07 D

233, SINgapo
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DBS INVOICENOW GUIDEBOOK | CREATING AN INVOICE (GOVERNMENT INVOICE)

X DIBS peAL Create new invoice Form format will update
ABC Company automatically when invoicing a
Singapore Government Agency

Singapore

< To Dashboard Invoice details

nvoice number

@ Invoices
Outgoing Customer

GVT42 - NDI-Trusted Data

Incoming _ _ @— Government

Smart Systems R&D Prog Office, Infocomm Media Devt Authority

Settings Business unit: ACRC-A

Customer’s address (optional)

Point-of-contact

ssue date Due date

Backdate up to 7 days —@
(only for Government
inVOiceS) Additional info

[_|} Logout . Additional info is required when billing a Singapore Government Agency

BDBS

agencies are tagged
with a green pill; if
you're invoicing a
department of the
Singapore
Government choose
only Customers with
the green GOV pill,
DO NOT invoice
ministries or
departments
without the green
GOV pill

Page 26/53
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DBS INVOICENOW GUIDEBOOK | CREATING AN INVOICE (GOVERNMENT INVOICE)

X DBS IDeAL Create new invoice Fill in extra mandatory fields for

ABC Company Extra mandatory ——@ e | INVOICES to the Government

fields required

Singapore

& To Dashboard

|% Invoices

Outgoing

Vendor ID

Incoming —

nvoice instruction 1D (optional)

Settings
Ensure that item descriptions and unit prices on this invoice match those on
the Invoice Instruction. Learn More

Your emai

—e

Invoice items @ Max no. of invoice
line items =40

tern description

I_'.|j LD-EU ut Unit price (5GD) Quantity

Page 27/53
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DBS INVOICENOW GUIDEBOOK | CREATING AN INVOICE (GOVERNMENT INVOICE)

X DIBS IDeAL Create new invoice

ABC Company

) Contract order number
Singapore

& To Dashboard

@ Invoices
Attach file (optional)
Outgoing
Drag and drop your files here
Attach only 1 file —@ Or dlick to browse
Max size for file: TMB
Supported file types:

Jpg | .jpeg | .pdf | .png

Message to approver (optional)

Your message

Please approve this as soon as you can...

‘ Back

[_E» Logout

BDBS

2/ 1L

e

Attach file, send
message to invoice
approver (optional) and
click Next to submit
your invoice

Page 28/53
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DBS INVOICENOW GUIDEBOOK | APPROVING AN INVOICE

APPROVING AN INVOICE

1. Sending of e-invoices follows a maker-checker process

2. You can embed digital payment information such as your
PayNow Corporate proxy directly into your invoices for faster
collections.

BDBS




DBS INVOICENOW GUIDEBOOK | APPROVING AN INVOICE

X DIBS IDeAL

AB

Sing:

Outgoing invoices

C Company

& To Dashboard

|§j§j Invoices

New invoice New credit
note

Outgoing

Click on invoice to approve

All (124) Pending approval (4) Sent (87)

nvoice no. and date

INV10024
23 Nowv 21

INV10022

14 Aug 2020

INV10021

20 Jul 2020

INV10020

24 Jun 2020

INV10019

in AN
12 Jun 2020

[_E» Logout

BDBS

Customer / Peppol ID

King's Landing PTE LTD

D195:5GUEN201812345K

CBAPTELTD

AT IOE =1 TR e~ 2 A A
0195:5GUEN201852340A,

House of dragon

n18C-Cl IENIANT ORI
0195:5GUEN200193822C

King's landing

0195:5GUEN55293634P

Daenerys Targaryen
1793723

0195:5GUEMN2017937

Rejected (23)

22 Dec 2020

24 Oct 2020

15 Oct 2020

30 Sep 2020

30 Sep 2020

24 Sep 2020

S5GD 845.30

5GD 9,000.00

SGD 1,288.00

SGD 230.00

SGD 47,990.00

SGD 443.00

REJECTED BY
CUSTOMER

Page 30/53
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DBS INVOICENOW GUIDEBOOK | APPROVING AN INVOICE

X DIBS IDeAL Invoice details

ABC Company T
Singapore

Invoice can be
downloaded as PDF

& To Dashboard

|§j§j Invo

INV10024

» PENDING APPROVAL

Outgoing

Created by Salman Khan

(O Pending approval

Additional info

Expedited order for King's Landing.

Show additional details v

Approve invoice

[_E» Logout

Page 31/53
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DBS INVOICENOW GUIDEBOOK | APPROVING AN INVOICE

X DIBS IDeAL

ABC Company

Singapore

& To Dashboard

|% Invoices
Outgoing

[_E» Logout

BDBS

Invoice details

Status updated to
Pending payment

Invoice approved
notification

Invoice sent to buyer
for payment

INV10024

Invo )
St PENDING PAYMENT

Created by Salman Khan

Approved by Dan Wu

(O Pending payment

King's Landing PTE LTD y Pte Ltd

stre

Additional info

Expedited order for King's Landing.

Show additional details v

. INV10024 has been approved

Page 32/53
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DBS INVOICENOW GUIDEBOOK | APPROVING AN INVOICE

X DIBS IDeAL

ABC Company

Singapore

Outgoing invoices

& To Dashboard

&

New invoice New credit
note

Invoice status
updated on listing

All (124) Pending approval (4) Sent (87)

nvoice no. and date

INV10024

23 Nov 2020

INV10023

08 Oct 2020

INV10022

14 Aug 2020

INV10021

20 Jul 2020

INV10020

24 Jun 2020

INV10019

in AN
12 Jun 2020

[_E» Logout

BDBS

Customer / Peppol ID

King's Landing PTE LTD

0195:5GUEN201812345K

King's Landing PTE LTD

0195:5GUEN201812345K

CBAPTELTD

AT IOE =1 TR e~ 2 A A
0195:5GUEN201852340A,

House of dragon
0195:5GUEN200193822C

King's landing

0195:5GUEN55293634P

Daenerys Targaryen

1793723

0195:5GUEMN2017937

Rejected (23)

22 Dec 2020

24 Oct 2020

15 Oct 2020

30 Sep 2020

30 Sep 2020

24 Sep 2020

S5GD 845.30

5GD 9,000.00

SGD 1,288.00

SGD 230.00

SGD 47,990.00

SGD 443.00

REJECTED BY
CUSTOMER

Status
updated to
Pending
payment

Page 33/53
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DBS INVOICENOW GUIDEBOOK | APPROVING AN INVOICE

X DIBS IDeAL Invoice details

ABC Company T
Singapore

R Invoice can be
& To Dashboard
INV10024 downloaded as PDF

E5 Invoices Status: PENDING APPROVAL

Outgoing

Created by Salman Khan

(O Pending approval

Additional info

Expedited order for King's Landing.

Show additional details v Reject inVOice

Reject ‘ Approve

[_E» Logout

Page 34/53
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DBS INVOICENOW GUIDEBOOK | APPROVING AN INVOICE

R2
State reason for invoice
rejection (optional)

Reject this invoice?

ional)

Cancel Reject invoice

Page 35/53
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DBS INVOICENOW GUIDEBOOK | APPROVING AN INVOICE

BDBS

X DIBBS IDeaL

ABC Company

Singapore

& To Dashboard

|§j§j Invoices
Outgoing
Incoming

Settings

[_E» Logout

Invoice details Invoice rejected; invoice
maker(s) can amend
invoice for reapproval

Status updated to
Rejected

Created by Salman Khan

Rejected by Dan Wu
© Rej y

To

King's Landing PTE LTD ABC Company Pte Ltd

20 Queen street west, #10-2033, 5 20 Queen street wes

Peppol ID: 0195:5GUEN20181552(0

Additional info

Expedited order for King's Landing.

Show additional details v

Invoice rejected
notification

. INV10024 has been rejected

1-233, Singapo
5520K *eppol ID: 0195:5GUENZ01815520K
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DBS INVOICENOW GUIDEBOOK | APPROVING AN INVOICE

X DIBBS IDeaL

ABC Company

Singapore

Outgoing invoices

& To Dashboard

&

New invoice New credit
note

Invoice status
updated on listing

All (124) Pending approval (4) Sent (87)

nvoice no. and date

INV10024

23 Nov 2020

INV10023

08 Oct 2020

INV10022

14 Aug 2020

INV10021

20 Jul 2020

INV10020

24 Jun 2020

INV10019

in AN
12 Jun 2020

[_E» Logout

BDBS

Customer / Peppol ID

King's Landing PTE LTD

0195:5GUEN201812345K

King's Landing PTE LTD

0195:5GUEN201812345K

CBAPTELTD

AT IOE =1 TR e~ 2 A A
0195:5GUEN201852340A,

House of dragon
0195:5GUEN200193822C

King's landing

0195:5GUEN55293634P

Daenerys Targaryen
1793723

0195:5GUEMN2017937

Rejected (23)

22 Dec 2020

24 Oct 2020

15 Oct 2020

30 Sep 2020

30 Sep 2020

24 Sep 2020

S5GD 845.30

5GD 9,000.00

SGD 1,288.00

SGD 230.00

SGD 47,990.00

SGD 443.00

REJECTED BY APPROVER

REJECTED BY
CUSTOMER

Status
updated to
Rejected
by
approver
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DBS INVOICENOW GUIDEBOOK | PAYING A BILL

PAYING A BILL

1. Payment Makers: Create a payment for bills you receive by
viewing and selecting them at one glance on the incoming bills

page’

2. Payment Authorisers: Approve payments under the Pay &
Transfer tab.

3. Invoice statuses are automatically updated when payments
are made.

4. Pay digitally via PayNow Corporate, FAST, GIRO, or Account
Transfer.*

* Only local SGD payments

BDBS




DBS INVOICENOW GUIDEBOOK | PAYING A BILL

X DIBS IDeaL

AB

Sing:

C Company

& To Dashboard

|§j§j Invoices

Incoming

[_E» Logout

BDBS

Incoming bills

Click on bill to pay

Unpaid / Partially paid (87)

ssue date

10 Feb 2021

10 Feb 2021

20 Jan 2021

25 Jan 2021

13 Feb 2021

10 Feb 2021

08 Feb 2020

08 Jan 2020

Supplier / Bill no.

Pending approval (23)

King's Landing PTE LTD

INV100023

CBAPTELTD

INV#99129312

House of dragon

V213123

King's landing

INVGHHD 28883

2931923

Daenerys Targaryen

NV#lllas99393

SSS

NV-239-3929

SLLD LLDSO

IMV-3000-2000-1

Cristiano

)

5GD 230.00

5GD 10.00

SGD 55.00

GD 4,394.00

Qutstanding

SGD 9,000.00

S5GD 1,288.00

SGD 47,990.00

5GD 300.00

SGD 443.00

SGD 2,384.00

10 Feb 2021

17 Feb 2021

20 Feb 2021

25 Feb 2021

27 Feb 2021

10 Feb 2021

08 Feb 2021

07 Feb 2021

REJECTED
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X DIBS IDeEAL Bill details

ABC Company

Singapore

& To Dashboard

|§j§j Invo

023
OFe SGD 9,000.00

Due on 10 Fe

Received

Incoming O Unpaid

From o]
ABC Company Pte Ltd

Feppol ID: O

Additional info

Expedited order for King's Landing.

Show additional details v
Back Update status H Reject | ClICk on Pay bl” now

[_E» Logout
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X DIBS DEAL Pay bill
ABC Company
: bill (PayNow proxy or
& To Dashboard You're paying for ba n(k a)c/countr; g
INV100023 Due 10 Feb 2021 SGD 9,000.00
: woices 1 i
ES Invoices If you're paying to a
DBS account, the
?}JHS'H":E?-‘; _afcount SGD 100,000.00 default tra.nsfer
029-021234-5 method will be
Incoming Account transfer (no
. . fee charge
King's Landing Pte Ltd Payment desalls frorm your b o 8 )

Settings

201815520K (KING'S LANDING PTE LTD)

You're sending Enter amou nt to pay
SGD 9,000.00 (you can make partial
payments on single bills)

FAST transfer Instant SGD 0.50 fee

GIRO transfer 1-2 business days SGD 0.20 fee

Transfer date
10/02/2021 (Today)

[J3 Logout On due date (10/02/2020)
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X DBS IDeAL Pay bill

ABC Company

Singapare Only SGD accounts

can be used to make

payments, including

- _ SGD wallet in Multi-

(& mvoices currency accounts;
account will be
selected by default if
user only has access

Incoming to one SGD account

& To Dashboard

Accounts available for

selection based on
your transaction
entitlement(s)

Select transfer method
(if recipient account is
not a DBS account)

[_E» Logout

BDBS

You're paying for

INV100023 Due 10 Feb 2021 SGD 9,000.00

Business account
5GD 100,000.00

029-021234-5

King's Landing Pte Ltd

e . Payment details from your bill.
201815520K (KING'S LANDING PTE LTD)

You're sending

SGD 9,000.00|

FAST transfer Instant SGD 0.50 fee

GIRO transfer 1-2 business days SGD 0.20 fee

Transfer date
10/02/2021 (Today)

On due date (10/02/2020)
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Ad d m O re b I | | S fro m th e Sa m e Select bills from King's Landing Pte Ltd
X DBS DEAL Pay bill biller to pay for in a single
. . . . _‘ Only bills to the same billing account are shown..
ABC Company transaction (if available, optional)
Singapore Select all (3)
&  To Dashboard Bills being paid are ——@ You're paying for INV100023 20000
listed here
1. INV100023 Due 10 Feb 2021 SGD 5,000.00 500.00
|§ﬁﬂj Invoices INV100024
i 2. INV100024 Due 25 Mar 2021 SGD 500.00
INV100025 500.00
3. INV100025 Due 27 Mar 2021 SGD 400.00
Incoming You can add more =@ + Add another bill
bills if there are . e
others from the
thessgnrﬁebg;/rn‘:‘gm Business accourt <D 10000000 Only bills that have

the same payment
details (PayNow
proxy or bank
account) OR all bills
with no payment
details included are

information

King's Landing Pte Ltd

200-029-00001 (King's Landing Pte Ltd)

Payment details from your bill.

You're sending h
snown
SGD

Partial payment

FAST transfer Instant SGD 0.50 fee not available
when paying for
multiple bills

GIRO transfer 1-2 business days SGD 0.20 fee

[_E» Logout
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X DIBBS IDeaL

ABC Company

Singapore

& To Dashboard

|§j§j Invo

Incoming

[_E» Logout

BDBS

6

Pay bill Add payment information

You're paying for

INV100023 Due 10 Feb 2021

SGD 9,000.00

Select account

You can enter —@ - King’s Landing Pte Ltd
recipient account
details if it was not

provided in the bill You're sending
SGD 9,000.00|
FAST transfer Instant SGD 0.50 fee
GIRO transfer 1-2 business days SGD 0.20 fee

Transfer date

10/02/2021 (Today)

On due date (10/02/2020)

Make payment to

DBS Bank account

Account number

Other banks

PayNow

Add payment information

Cdnte‘ ‘ “
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X DBS IDeAL Pay bill

ABC Company

Singapore

& To Dashboard

|% Invoices

Outgoing

Select transfer date

Transfer date

Incoming

Settings

© FAST transfer Instant SGD 0.50 fee

GIRO transfer 1-2 business days SGD 0.20 fee

© 10/02/2021 (Today)

On due date (10/02/2020)

9,000.00|

‘ o Ensure that this transfer is approved by 18:00 today to avoid delay.

8

Email (up to 5)

Enter emall(S) to nOtIfy Share payment status via email (optional)

specific people about

‘ jasonlee@king.com aliceseah@king.com

ade|

the payment

Recipients will be not

[_E» Logout

BDBS

fied once the payment is on its way

Default transfer
date is today; On
due date option
will not be
available if invoice
is past due date

Click Continue
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BDBS

X DBS IDEAL Review payment

ABC Company

Singapore
Sending full payment of

& To Dashboard
SGD 9,000.00

S N .
Invoices

From To
Business account name, SGD King's Landing Pte Ltd
QOutgoing 029-021234-5 201815520K (KING'S LANDING PTE LTD)

Transfer method
FAST transfer

. Transfer date
Incoming 10 Feb 2021

Settings

Bill(s) being paid ——@sil paid

are listed here INV100023

Submit payment for

. approval
Sending full payment of Edit details Submit

SGD 9,900.00

From y

Business account name, SGD K}ng's Landing Pte Ltd

B e For payment for multiple bills,

Transfer date Transfer method .

10 Feb 2021 FAST[ranslfer payer' payee' amount pald' and
bills involved are automatically

Share updstes with vesssze @ populated in payment message

jasonlee@king.com ABC Company Pte Ltd has made a (1 40 Cha r)

aliceseah@king.com payment of SGD 9,900.00 to King's

Landing Pte Ltd. (INV100023,
INV100024, INV100025)

Bills paid

INV100023 INV100024 INWV100025

Page 46/53
v0.1 Mar 2021



DBS INVOICENOW GUIDEBOOK | PAYING A BILL

X DI3S DEAL

ABC Company

Singapore

Payment submitted

We'll notify you via email once your payment is approved and on its way.

Invoices
Download PDF Back to Invoices

Outgoing
Awaiting approval Qj_Qi‘

Incoming By 18:00 today to avoid transfer delay X

& To Dashboard

Return to Incoming
bills page

Sending full payment of

SGD 9,000.00

Settings

Reference number

EBINV20489383

Track this payment in Pay & Transfer.

Authoriser approves
From To .
Business account name, SGD King’s Landing Pte Ltd payment N Pay &
029-021234-5 201815520K (KING'S LANDING PTE LTD) T f t b
ranster ta

Transfer date Transfer method
10 Feb 2021 FAST transfer

| | d Transfer Reference / = From Account Payee Amaunt Group Status ﬂ

Pill indicating payment e et
%Oﬁ)’ i)rqvoice Pllpard -
INV100023 10-Feb-2021 BINV20485383 Business account King's Landing Pte SGD Pending
5G - FAST payment name, SGD Ltd 4000.00 approval
. (inoice)Salman Create  028-021234-5 200-029-00001
SGD

NDBS Page 47/53
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% DBS peaL Incoming bills Bill status updated on listing

ABC Company

Singapore

& ToDasht ’ Unpaid / Partially paid (86) Pending approval (23)
o Dashboarc

g T TTaT - - . " - "
|Q Invoices ssue date Supplier / Bill no. aid Qutstanding status Actions

CBAPTELTD

INV#99129312931923

17 Feb 2021

10 Feb 2021 SGD 1,288.00

Incoming

20 Jan 2021 l':'.,?_luf’,'{?fdragO“ SGD 230.00 SGD 47,990.00 20 Feb 2021

Settings

25 Jan 2021 King’s landing SGD 10.00 SGD 300.00 25 Feb 2021

INVGHHD28883

13 Feb 2021 Daenerys Targaryen - SGD 443.00 27 Feb 2021

NV#lllos99393

10 Eeb 2021 Klngs_ Landing PTE LTD

SGD 9,000.00 - 10 Feb 2021 Bill marked
as paid once
transaction
authoriser
approves

o SGD 4,394.00 08 Feb 2021 payment in
Pay &
Transfer tab

10 Feb 2021 ) SGD 55,00 - 10 Feb 2021

SLLD LLDSO

-

08 Feb 2020

INV-3000

(3 Logout 08 Jan 2020 Cristiano : SGD 2,384.00 07 Feb 2021 REJECTED
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INVOICE STATUS UPDATES

1. Invoices are reconciled automatically with payments made and
received.*

2. Invoice statuses are updated once certain criteria are met.

3. You can also manually update the status of your invoices and
bills, for example, the date it was paid offline or if it was

voided.

*Invoice reconciliation is only available if your sender/receiver is also a DBS InvoiceNow
user

BDBS
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All outgoing invoice statuses

Invoice Status Definition

Invoice created and awaiting approval from approver

Invoice sent to buyer; awaiting payment

REJECTED BY Invoice rejected by approver
APPROVER

Invoice amount partially paid (can be updated manually)
PAID Invoice amount fully paid (can be updated manually)
REJECTED BY Invoice rejected by buyer (available only if buyer is also a
CUSTOMER DBS InvoiceNow user)
VOID Invoice voided (can be updated manually)

Page 50/53

ﬂDBS v0.1 Mar 2021



DBS INVOICENOW GUIDEBOOK | UPDATE INVOICE STATUS

BDBS

All incoming bill statuses

Invoice Status

Definition

Bill received; awaiting payment

Bill partially paid (can be updated manually)

Bill payment pending approval from approver

REJECTED Bill payment rejected by approver
PAID Bill amount fully paid (can be updated manually)
VOID Bill voided (can be updated manually)
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BDBS

X DIBS IDeEAL Outgoing invoices

ABC Company

Singapore

& To Dashboard

New invoice New credit
note
|§j§j Invoices

lick the drop
Outgoing
All (124) Pending approval (4) Sent (87) Rejected (23) d own un d er
Incoming th e ACtlonS
nvoice no. and date Customer / Peppol ID Due date A m e n u fo r a n Actions
. individual
INV10024 King's Landing PTE LTD 22 Dec 2020 G| . .
23 Nov 2020 0195:5GUEN201812345K I nVO I Ce
nvio0z3 it w60 900000 D
lNV10022 ate invoice status REJECTED BY
14 Aug 2020 e . View p88.00 CUSTOMER
Mark as '
ooz lo—

Update invoice status in Send reminder |

Duplicate invoice

the pop-up o] Click Update status

Comments (optional)

Download invoice

INV10019

in AN
12 Jun 2020

Logout ll43.(]0

Void

cancel | m
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Bank less
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