
                                                                                                                         

 

INVOICENOW FULL PDF USER GUIDE 

Step 1: Activation/Deactivation of C5 Submission 

 

A. Open Company Information page and make sure fields in Peppol 

Directory part is filled up. 

 

 

B. If some fields in Peppol Directory part are blank, click on “Refresh 

Peppol Client Data”. 

 

C. If the UEN filled in Business Central is different with the one filled on 

Banqup Company Information, it will show up confirmation message 



                                                                                                                         
that user can decide to replace the UEN with the one from Banqup 

Company Information or not change it. 

 
D. After all fields have been filled up, click on Activate C5 to start C5 

activation process. 

 

E. Next stage, it will pop up a question “Did you have Singpass access?”, 

if current user who trigger C5 activation process have the Singpass 

access then go to point F, if not have then go to point G. 

 
F. If user have Singpass access, it will directly open the C5 activation link 

which need Singpass authentication. 



                                                                                                                         
 

 
 

G. If user do not have Singpass access, it will pop up message which user 

can filled up email address from person who have Singpass access, 

and system will send an email for the activation link. 

 

 

 
 



                                                                                                                         

H. After the person who receives the email clicks on the activation link, it 

will open the activation link the point F. 

 

I. After the Singpass authentication is done, user can back to BC and 

click on “Refresh C5 Status” to reflect latest C5 status. 

 

• Notes: The C5 Activation/Deactivation feature available on Company 

Information page, Customer Card page, and Vendor Card page. 

 

Step 2: Registering New Customer/Vendor to Banqup Customer / Supplier List 

A. Select the customer which want to register to Banqup Customer List 

and click on “Register to Peppol”. 

B. If success, it will show message “Customer [Customer Name] has been 

registered to Peppol”. 



                                                                                                                         

 
C. It will be shown on Banqup Customer List. 

 
• Notes: These feature available on Customer Card and Vendor Card page. 

 

Step 3: Create a New Sales Invoice and Sent to Peppol 

A. Create new Sales Invoice document, then click on Post and Send to 

Peppol. 

 



                                                                                                                         
B. It will pop up message “Do you want to post and sent this invoice to 

Peppol Network?”. 

 

 
C. Next it will post that Sales Invoice and if no error is found it will throw 

a successful message. 

 

 
D. On the Posted Sales Invoice created in BC, the field “Sent to Peppol” 

will be ticked to indicate that Sales Invoice already sent to Peppol 

Network. 

 

 
 

E. It will show in the Banqup Account Receivables with status draft. 



                                                                                                                         

 
 

 
 

Step 4: Sent Posted Sales Invoice to Peppol Network 

A. Select Posted Sales Invoice which want to send to Peppol Network and 

click on “Send Invoice to Peppol”. 

 

 
 



                                                                                                                         
B. If successful, it will show success message and the “Sent to Peppol” will 

be ticked. 

 
C. It will show in the Banqup Account Receivables with status Draft and 

user can click on “Send” to send the Invoice. 

 

 
 

Step 5: Export Invoice Data Package 

A. Select Posted Sales Invoice which want to export data package and 

click on “Export Package”. 

 

 
 



                                                                                                                         
 

 

B. It will download the XML file of that invoice. 

 

 

 

C. Can check the format use Validex tools (https://singapore.validex.net). 

 

 

https://singapore.validex.net/

