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Step 1: 

Please visit https://mytax.iras.gov.sg (refer to Figure 1) for authorisation process in EASY. Please ensure that your company has the following before logging in:
· your organisation’s tax reference number (e.g. ROC 200312345A)
· your organisation’s e-Services Access Code (issued by IRAS to the company)
· your staff’s tax reference number (e.g. S1234567A)
· your staff’s Singpass or personal IRAS Pin
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Step 2:  

Upon EASY log in, your company will be prompted to enter your organisation’s reference number and the EASY Access Code as shown in Figure 2 above. 

Step 3: 

After selecting “Staff” on EASY main menu as shown in Figure 3 above, your company will then be prompted to key in the NRIC of the staff authorised to perform the transactions and to select the agency/ ministry providing the e-services from the drop down list. Select ‘Accountant-General’s Department (AGD)’ for access to Vendors@Gov (Refer to Figure 4). 



Step 1: Once your SingPass has been authorised in EASY, you will be able to login to Vendors@Gov to submit your e-Invoice. Go to www.vendors.gov.sg and click on the “SingPass” button as shown in Figure 5.


Step 2: When you are successfully logged into Vendors@Gov, click the “E-Invoice” button on the left panel to access the E-Invoice Portal (Refer to Figure 6 below).


[image: image2.jpg]D

S
Bepamant
Home | Aboutus | Confactus | FAG | Siemap s v

[ Payment Enquiries E-Services

E-Invoice

Administration Welcome to Accountant General's Department E-services.
Update Particulars Please click on the buttons on the left panel to assess the E-Services;

Payment Enquiries

E-Invoice
Update Bank Details

Update Particulars

Update Bank Details
Ghange Password Change password
EAQ

r FAQ Logoff
( Logoff



  [image: image3.png]IElipl] 18] x|

[ Fie et vew Fovortes Toos Help

(@ - © - [x] [B) O] Dot Fgromass @] 2 i

e s

[actess [ s st agiaov-savendorsaymentionvotemacelnadryas

80 [Juwe >

Payment Enquiries

E-Invoice
Administration
Update Partculars
Update Bank Details
Change Password
FAQ

Logoff

privacy statement | Terms of Use

P YT——
D Integrity + Service + Excellence

ontoct nfo | fessback | ste tap.

(et Within AGD website
Department

Invoice Inquiry
DR

Search for invaics using the form below or choose one of the following services

Invoice Inquiry | Invoice Cre.

Invoice Inquiry

=] From

To

Invoice 1D

Search Cancel

© 2006 Governmentof

]
Dstart| | @ (@ > | @ rons crian

Internet

I I
.| 3 ervoce pro... | B invoice ... [[ €] vendor@Go.. | B |41, )iy emniey ey E] (1008 §

& [« 53 sueem





Step 3: To create a new e-invoice, click “Invoice Creation” hyperlink as shown in Figure 7 above.

Step 4: Proceed to fill in the blank fields. Note that fields marked with an asterisk (*) are mandatory fields.
Step 5: After entering all the necessary details, click on the “Submit Invoice” button to submit it.  If the details are incomplete, click on the “Save Invoice” button, to save the details as draft.
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VISIT VENDORS@GOV NOW FOR MORE DETAILS & UPDATES!
USER GUIDE FOR E-INVOICE








You will be able to access Vendors@Gov (www.vendors.gov.sg) with your SingPass if you have been authorised by your company via the IRAS e-Services Authorisation System (EASY). The system allows more than one SingPass to be tagged to each vendor. To set up the authorisation, simply follow the step-by-step guide below.








1.	AUTHORISATION PROCESS FOR VENDORS@GOV (ONE- TIME SET UP)





Figure 1: EASY Link





Select Staff





Select Staff








Figure 3: EASY main menu





Figure 5: Vendors@Gov log-in page








Select AGD





Key in Prefix “s”





Figure 4: Authorising Staff





2.	SUBMITTING E-INVOICE





Click to submit





Figure 6: E-Services page





Figure 7: Invoice Inquiry screen





Figure 8: Invoice Creation screen (Submit)








Figure 2: Log in to Easy VIA SingPass








