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1 Step-by-step Peppol ID Registration and GST Activation 

1.1 Peppol ID Registration 

Step 1: Fill up the Peppol ID Registration Form 

 

 

Step 2: Once the information has been filled in, we will email to the Access Point Provider 

(DataPost Pte Ltd) for registration. 
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Step 3: DataPost will advise customers to perform CorpPass Activation to create the 

account. Customer will receive an activation email. 

 

 

Step 4: After customer has completed the CorpPass Activation, the Peppol ID registration is 

completed. 
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1.2 GST InvoiceNow Activation 

Step 1: Navigate to Southeast Asian Finance > Localization of Singapore > GST InvoiceNow 

Activation/Deactivation 

Step 2: Click on the New button to create a GST InvoiceNow Activation form. 

Click Activate GST InvoiceNow 

This starts the activation process of your Peppol ID. 

 

 

Step 3: CorpPass Authorization 

System will redirect to the CorpPass Business Authorization Page. 
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The CorpPass Administrator of the company must log in to CorpPass and authorize the 

service provider (DataPost Pte Ltd) to transmit invoice data to IRAS. 

 

 

Step 4: Successful Activation 

This confirms that the authorization has been completed successfully. 
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Step 5: Final Status in system 

Status = Success:Call activation successfully 

This indicates that the GST InvoiceNow activation is completed successfully. 
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2 Setting up Suppliers and Customers for e-invoicing 

2.1 Supplier 

User can maintain all InvoiceNow information for suppliers under the InvoiceNow tab. 

System will automatically retrieve the Peppol ID. 

 

 

2.2 Customer 

User may maintain all InvoiceNow information for customers under the InvoiceNow tab. 

System will automatically retrieve the Peppol ID. 
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3 Daily Operations 

3.1 Send Order to Supplier 

User may navigate to InvoiceNow and click on the Send Order button to send the purchase 

order to the related supplier. 

 

Purchase Orders involving foreign currency and various GST Types can also be sent 

through InvoiceNow. 

 

 



 

8 
 
The copyright of this document is owned by Reach Technologies Pte Ltd. No part of this document may be altered, reproduced, excerpted, translated, reprinted or 
rewritten in any form or by any means without prior written consent of Reach Technologies Pte Ltd. 

 

3.2 Receive Order from Customer 

When the customer sends the order to the InvoiceNow network, seller will receive a sales 

order automatically created in the system. 

User may find the Sales Order created in the Sales Order List. 

 

User may open the Sales Order to view the details. 
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3.3 Receive Peppol Purchase Invoice/Credit Note 

When the supplier sends the invoice to the InvoiceNow network, buyer will receive a 

purchase invoice automatically created in the system. 

User can find the created Doc Payable (Purchase Invoice) in the List of Doc Payable. 

 

User may open the purchase invoice to view the details. 
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For Credit Note, system will automatically create the Doc Payable with the Doc Type 

“Purchase Credit Note”. 
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3.4 Send Peppol Sales Invoice/Credit Note 

After the sales invoice is confirmed and approved, user may navigate to InvoiceNow and 

click Send InvoiceNow button via BIS or PINT. 

 

Sales Invoices and Credit Note share the same process. Use Credit Note as the document 

type for credit notes. 
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