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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 web^.

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

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

https://www.peppoldirectory.sg/
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Log in to IDEAL and 
click on Apply on 
the sidebar

1
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Click on InvoiceNow
2
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Your registered 
business name
and UEN will be 
auto-populated 
and non-editable

3

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

4
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Fill in your 
name, 
designation
and contact 
details

5

(optional) You can fill 
in 3 more contact 
persons by clicking on 
Add contact person

6
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Assign 
InvoiceNow 
entitlements to 
users in your 
company

7

Click Next
8
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Review the information, in 
particular your Unique 
Entity Number (UEN); 
your UEN forms part of 
your Peppol ID and it’s the 
identifier for your 
business on the Peppol
network

9
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Read the DBS InvoiceNow 
Terms and Conditions and 
DBS Privacy Policy before 
clicking Confirm; clicking 
Confirm constitutes your 
acceptance of both policies

10
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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!

11
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You can now start using DBS 
InvoiceNow by clicking on 
the Invoices tab

12



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 UI.

4. Currently, only SGD-denominated e-invoices can be created.
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Click on New invoice
1
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Fill in invoice and 
recipient info

2

Save as draft 
available after 
Invoice number 
is entered

Unique invoice 
number is 

required

Pop up screen 
appears (page 17) 
to select receiver

Due date calculated 
based on days 
selected
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Select invoice recipient 
from Peppol directory

3

Search by name or UEN

Recently searched 
appears here

Government 
agencies are tagged 
with a green pill
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Fill in invoice line details
4

Tax can be 
turned on or off 

(requires GST 
Registration No.)

Unit price, Quantity
cannot be negative; 

up to 5 decimal 
places

Pop up screen 
appears (page 

19) to edit ‘Add 
discount’
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Add discount (optional)
5

Discount amount cannot 
exceed total invoice amount
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Ensure your 
PayNow proxy is 

accurate

Fill in billing details
6

If using Bank Account, 
select account from list; 
Only accounts that users 
have transaction access to 
will be displayed
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(optional) Fill in order 
details and add 
attachments

7

Attach up to 10 files
Max size for each file: 

4MB
Supported file types:

.jpg | .jpeg | .pdf | .png
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Send message to 
invoice approver 
(optional) and click Next

8
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Review contents of invoice
9
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Submit invoice for 
approval

10

Only visible to users 
with Approve Own 

entitlement
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Invoice is submitted for approval
11

PDF will be generated  
for download

Click to show 
additional details 

on invoice
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Form format will update 
automatically when invoicing a 
Singapore Government Agency

G1

Government 
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

Backdate up to 7 days 
(only for Government 

invoices)
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DBS INVOICENOW GUIDEBOOK | CREATING AN INVOICE (GOVERNMENT INVOICE)

Fill in extra mandatory fields for 
invoices to the Government

G2

Max no. of invoice 
line items = 40

Extra mandatory 
fields required
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DBS INVOICENOW GUIDEBOOK | CREATING AN INVOICE (GOVERNMENT INVOICE)

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

G3

Attach only 1 file
Max size for file: 1MB
Supported file types:

.jpg | .jpeg | .pdf | .png



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.
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Click on invoice to approve
1



Page 31/53
v0.1 Mar 2021

DBS INVOICENOW GUIDEBOOK | APPROVING AN INVOICE

Approve invoice
2

Invoice can be 
downloaded as PDF



Page 32/53
v0.1 Mar 2021

DBS INVOICENOW GUIDEBOOK | APPROVING AN INVOICE

Invoice sent to buyer 
for payment

3

Status updated to 
Pending payment

Invoice approved 
notification
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Invoice status 
updated on listing

4

Status 
updated to 
Pending 
payment
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Reject invoice
R1

Invoice can be 
downloaded as PDF
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State reason for invoice 
rejection (optional)

R2 Invoice can be 
downloaded as PDF



Page 36/53
v0.1 Mar 2021

DBS INVOICENOW GUIDEBOOK | APPROVING AN INVOICE

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

R3

Status updated to 
Rejected

Invoice rejected 
notification
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DBS INVOICENOW GUIDEBOOK | APPROVING AN INVOICE

Invoice status 
updated on listing

R4

Status 
updated to 
Rejected 
by 
approver



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
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Click on bill to pay
1
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Click on Pay bill now
2



Page 41/53
v0.1 Mar 2021

DBS INVOICENOW GUIDEBOOK | PAYING A BILL

Enter amount to pay 
(you can make partial 
payments on single bills)

3

Payment details from 
bill (PayNow proxy or 
bank account)

If you’re paying to a 
DBS account, the 
default transfer 
method will be 
Account transfer (no 
fee charge)
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Select transfer method 
(if recipient account is 
not a DBS account)

4

Only SGD accounts 
can be used to make 
payments, including 
SGD wallet in Multi-
currency accounts; 
account will be 
selected by default if 
user only has access 
to one SGD account

Accounts available for 
selection based on 
your transaction 
entitlement(s)
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Add more bills from the same 
biller to pay for in a single 
transaction (if available, optional)

5

Bills being paid are 
listed here

You can add more 
bills if there are 
others from the 
same biller with 

the same payment 
information

Partial payment 
not available 
when paying for 
multiple bills

Only bills that have 
the same payment 
details (PayNow
proxy or bank 
account) OR all bills 
with no payment 
details included are 
shown
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Add payment information
6

You can enter 
recipient account 

details if it was not 
provided in the bill
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Select transfer date
7

Enter email(s) to notify 
specific people about 
the payment

8

Click Continue
9

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

10Bill(s) being paid 
are listed here

For payment for multiple bills, 
payer, payee, amount paid, and 
bills involved are automatically 
populated in payment message 
(140 char)
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Return to Incoming 
bills page

11

Authoriser approves 
payment in Pay & 
Transfer tab

12

Pill indicating payment 
for invoice
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Bill status updated on listing
13

Bill marked 
as paid once 
transaction 
authoriser
approves 
payment in 
Pay & 
Transfer tab
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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



Invoice Status Definition

PENDING 
APPROVAL

Invoice created and awaiting approval from approver

PENDING 
PAYMENT

Invoice sent to buyer; awaiting payment

REJECTED BY 
APPROVER

Invoice rejected by approver

PARTIALLY PAID Invoice amount partially paid (can be updated manually)

PAID Invoice amount fully paid (can be updated manually)

REJECTED BY 
CUSTOMER

Invoice rejected by buyer (available only if buyer is also a 
DBS InvoiceNow user)

VOID Invoice voided (can be updated manually)

All outgoing invoice statuses

DBS INVOICENOW GUIDEBOOK | UPDATE INVOICE STATUS
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Invoice Status Definition

UNPAID Bill received; awaiting payment

PARTIALLY PAID Bill partially paid (can be updated manually)

PENDING 
APPROVAL

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)

All incoming bill statuses

DBS INVOICENOW GUIDEBOOK | UPDATE INVOICE STATUS
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Click the drop 
down under 
the Actions
menu for an 
individual 
invoice

1

Click Update status
2Update invoice status in 

the pop-up

3



End


