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1. INTRODUCTION TO AGD’S E-INVOICE PORTAL 
 
The e-Invoice Portal is an online service within Vendors@Gov which allows 
Government vendors to submit their invoices via the Internet.  With this portal, not only 
do vendors save on postage charges for invoices sent to the Government, the turn-
around time for invoice processing will also reduce significantly, which means vendors 
can expect more prompt payment.  Best of all, with the aid of the Internet technology, 
you can achieve all these without leaving your computer! 
 
Let’s start by depicting a typical scenario in which you have an invoice to submit: 
 

(a) Initiation of Payment Request  

·  You just provided goods/services to a government body and you are ready 
to submit an invoice to request for payment. 

 

Note: For a list of government bodies which are currently on this service, please 
refer to APPENDIX A – LIST OF GOVERNMENT BODIES. 

 

(b) Accessing E-Invoice Portal 

·  Using your SingPass  or AGD password , login to Vendors@Gov. 

·  The main menu is displayed on the left. 

·  Click on the “E-Invoice” button and you are in! 

 

(c) Submission of E-Invoice 

·  Enter the information required on the e-Invoice. 

·  Submit the e-Invoice after checking it. 

 

A daily system job will retrieve the e-invoice for processing and the relevant 
government officers will be notified to handle your payment request. Once 
everything runs successfully, payment will be on the way! 

 

Note: e-Invoice is saved as draft and the status will change to “Pending Processing” 
after submission.  Please refer to APPENDIX B – FLOWCHART on page 30 to view 
how the status will affect your interaction with the portal. 
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Should you realised that the e-Invoice is not in order after submission, you may 
retrieve it for amendments if the e-Invoice has not been picked up by the daily 
system job for processing: 

 

(d) Searching for Previous E-Invoice 

 
·  From the inquiry screen, enter the parameters to search for the e-Invoice. 

 
Note: Parameters like invoice ID, invoice date, reference number and status can be 
used to narrow the search results. 
 

(e) Unsubmitting E-Invoice 

 
·  Click on the erroneous invoice ID’s hyperlink to view the details. 
·  Unsubmit the e-invoice by clicking on the “Unsubmit invoice” button. 
·  The status is changed from “Pending Processing” to “Draft”. 

 
Note: To edit an existing e-invoice, you need to unsubmit it first.  The status of the e-
Invoice will then changed from “Pending Processing” to “Draft”.  The e-Invoice can only 
be unsubmitted if it has not been processed by the daily system job.    
 

(f) Editing E-Invoice 

 
·  Amend the erroneous e-Invoice. 
·  Save / submit the amended e-Invoice. 

 

This concludes the introduction to the E-Invoice Portal.  For quick reference, please refer 
to APPENDIX B – FLOWCHART on page 30. 
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2. LOGIN TO AGD’S E-INVOICE PORTAL 
 
Log in to the Vendors@Gov homepage: http://www.vendors.gov.sg 
 
There are 3 options available.  However, the E-Invoice Portal is only accessible with 
the first two options. The last option is for other users of Vendors@Gov. 
 
Option 1: Individual Login 
·  If you are logging in as an individual , select the first radio-button and click either 

“SingPass” or “AGD Password”, depending on the password that you were 
issued with. 

 
Option 2: Company/Business Login 
·  If you are logging in on behalf of your company/business , select the second 

radio-button and click either “SingPass” or “AGD Password”, depending on the 
password that you were issued with. 

 
·  You will need to perform the following actions: 

·  Select “ROC” or “ROB” from the drop-down list; 
·  Enter your company’s/business’ ACRA registration number; and 
·  Click “Submit” button to proceed. 

 

 
Figure 1: Enter ACRA No. screen 
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(a) Login Using SingPass 

 
 
If you are using your SingPass, you must first be authorized by your organization 
through EASY (visit IRAS website at www.iras.gov.sg for more details). You will also 
be prompted for your SingPass ID (NRIC/FIN) and password on every log-in. This 
will be followed by an authentication process to identify you as an authorized user 
 

 
Figure 2: SingPass Login screen 

 
Step 1: 
 
Log in to the Vendors@Gov homepage: http://www.vendors.gov.sg 
 
Step 2: 
 
·  If you are logging in as an individual , select the first radio-button and click 

“SingPass” button. 
 
·  If you are logging in on behalf of your company/business , select the second 

radio-button and click “SingPass” button. 
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Figure 3: Login Screen 

Note: Besides SingPass, you can also use your AGD Password to login (see Section 
(b) below).  
 
Step 3: 
 
Enter your SingPass and click “Login” button to proceed. 
 

 
Figure 4: SingPass Password screen 

 
The system proceeds to authenticate SingPass ID and SingPass. 
 
Upon successful SingPass authentication, you will see the following redirection 
message. 
 

 
Figure 5: SingPass Redirection Message screen 

 
·  If you are logging in as an individual , you will be directed to the Vendors@Gov 

main menu screen (see Figure 8, page 8). 
 
Note: There is an authentication process to ensure that an individual is authorized to 
carry out transactions on behalf of the organization he/she represents. 
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(b) Login Using AGD Password 
 
Step 1: 
 
Log in to the Vendors@Gov homepage: http://www.vendors.gov.sg 
 
Step 2: 
 
·  If you are logging in as an individual , select the first radio-button and click “AGD 

Password” button. 
 
·  If you are logging in on behalf of your company/business , select the second 

radio-button and click “AGD Password” button. 
 

 
Figure 6: Login Screen 

 
Note: Besides AGD Password, you can also use your SingPass to login (see Section 
(a) above).  
 
Step 3: 
 
Enter your Vendor ID and password and click “Submit” button.  Thereafter, you will 
be directed to the Vendors@Gov main menu screen (see Figure 8, page 8). 
 

 
Figure 7: Login Page from AGD 
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3. VENDORS@GOV – MAIN MENU 
 
You’ve successfully logged into Vendors@Gov. 
 
Click “E-Invoice” button on the left panel to access the E-Invoice Portal now! 
 

 
Figure 8: E-Services page 

 



E-Invoice Portal 
User Guide          

 

  
 

Page 9 of 30 

 

4. CREATION OF E-INVOICE 
 
Welcome to the E-Invoice Portal! 
 
The default screen is the “Invoice Inquiry” screen (see Figure 9).  It allows you to 
search for existing invoices which will be covered later in Searching E-Invoice on 
page 14. 
 
On this screen, there is also a hyperlink to “Invoice Creation” screen (see Figure 10).  
The “Invoice Creation” screen allows user to enter their invoice details.  Validation 
will be performed on the new invoices to minimize processing error. 
 
To create a new e-invoice, click “Invoice Creation” hyperlink. 
 

 
Figure 9: Invoice Inquiry screen 
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(a) Entering Details for E-Invoice 
 
Step 1: 
 
To create an e-Invoice, fill in the blank fields. 
 
Note that fields marked with an asterisk (*) are mandatory fields. 
 
If a PO is raised for this invoice earlier on, enter the necessary details in the box 
provided. 
 

 
Figure 10: Invoice Creation screen (Part 1) 
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Step 2: 
 
On the same screen, enter the freight amount and GST amount.   

 
Figure 11: Invoice Creation screen (Part 2) 

 
Step 3: 
 
On the same screen (see Figure 12), enter the invoice line details. 
 
Step 4: 
 
Click “Add line” button.  A grid with the line details appears. 
  
Notes: 

·  To add multiple lines, enter the line details and click “Add line” button for an 
additional invoice line. 

·  To update an invoice line, click hyperlink (for e.g., “Invoice Line 1”), amend 
accordingly and click “Update” button (the “Add line” button will be changed to 
“Update” button when you are in update mode). 

·  To delete an invoice line, click “x” icon. 
 

 
Figure 12: Invoice Creation screen (Part 3) 
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(b) Saving E-Invoice 
 
Step 1: 
 
After entering all the necessary details, click either “Save Invoice” button or “Submit 
Invoice” button, depending on whether the invoice details are complete. 
 

 
Figure 13: Invoice Creation screen (Save) 

 
Step 2: 
 
A confirmation box will be displayed.  Click “OK” button to save or submit your e-
invoice, depending on your earlier choice. 
 

 
Figure 14: Confirmation Box (Save) 
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The e-Invoice will be saved to the database as a draft (see figure 15).  A message 
indicating a successful transaction will also be shown. 
 

 
Figure 15: Message Saved as Draft 

 
A message indicating a successful save or submission will be shown. Note that a 
reference number will be generated upon submission. (see figure 16) 

 
Figure 16: Saved Successfully Message 

 
Note: The user can choose to save the e-invoice without submitting it.  Saving the e-
Invoice does not equate to submitting the e-invoice! Also, the system will perform full 
validation checks before actual submission to ensure that there are no 
missing/erroneous fields.  The e-Invoice will not be submitted if any validation check 
fails. 
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5. INQUIRY & AMENDMENT OF E-INVOICES 
 
The search facility in the E-Invoice Portal allows you to inquire on the status of your 
e-Invoices, to retrieve them for amendments. if they have not been processed yet.  
However, please note that deletion of e-invoice is irreversible and deleted 
information are no longer retrievable from the system.  If there is ever a need to 
retrieve a deleted e-Invoice, you will need to enter the details from scratch. 
 

(a) Searching E-Invoice 
 
Step 1: 
 
From the “Invoice Inquiry” screen (see Figure 17), select the appropriate category 
from the drop-down list on the left and key in the range the search results should 
return (if any). 
 
The list of values available for selection is: 

·  Invoice ID; 
·  Invoice Date: and 
·  Reference No. 

 
Step 2: 
 
Choose a status type from the drop-down list at the bottom (see Figure 17). 
 
The list of values available for selection is: 

·  Any; 
·  Draft; 
·  Pending Processing; 
·  Processing; and 
·  Rejected. 
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Step 3: 
 
Click “Search” button. 
 

 
Figure 17: Invoice Inquiry screen (Search) 

 
Step 4: 
 
The search results are displayed on the “Invoice Inquiry List” screen.  Search for 
your e-Invoice and click on the hyperlinked invoice ID. 
 

 
Figure 18: Invoice Inquiry List screen (Search) 
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(b) Unsubmitting & Amending E-Invoice 
 
Step 1: 
 
To edit or delete your e-invoice, click “Unsubmit invoice” button. 
 
Note: At the “Invoice View” screen, the details are not editable.  You will have to 
unsubmit an e-Invoice be able to edit it. 
 

 
Figure 19: Invoice View screen 
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Step 2: 
 
A confirmation box is displayed.  Click “OK” button to unsubmit your e-Invoice. 
 

 
Figure 20: Confirmation Box (Unsubmit) 

 
The e-Invoice will be unsubmitted and the status will be changed to “Draft”. A 
message indicating a successful transaction will be shown too. 
 

 
Figure 21: Unsubmitted Successfully Message 

 
Step 3: 
 
Click “here” hyperlink to proceed to the “Invoice Edit” screen.  For draft e-Invoice, 
clicking on the hyperlinked invoice ID shown on the “Invoice Inquiry List” screen (see 
figure 21) will bring them directly to the “Invoice Edit” screen (see figure 26). 
 

 
Figure 22: Proceed to Invoice Edit screen 
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Step 4: 
 
This is the “Invoice Edit” screen.  Edit accordingly. 
 

 
Figure 23: Invoice Edit screen (Part 1) 

 
Step 5: 
 
Once you are done with the amendments, click “Save Invoice” button. Alternatively, 
if you are ready to submit the e-Invoice, click “Submit Invoice” button. 
 

 
Figure 24: Invoice Edit screen (Part 2) 
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(c) Deleting E-Invoice 
 
This function is used to delete an e-invoice from the database.  Only draft e-Invoices 
can be deleted. 
 
Note: If you need to delete a submitted e-Invoice (i.e. status is “Pending 
Processing”), unsubmit it first then delete it. 
 
Step 1: 
 
From the “Invoice Inquiry List” screen (see Figure 25), click to check the “del ?” box 
for those records you wish to delete. 
 
Step 2: 
 
Click “Delete selected invoice” button. 
 

 
Figure 25: Invoice Inquiry List screen (Delete) 
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Step 3: 
 
A confirmation box is shown.  Click “OK” button to delete the record. 
 

 
Figure 26: Confirmation Box (Delete) 

 
The e-Invoice will be deleted from the database.  A message indicating a successful 
transaction will be shown too. 
 

 
Figure 27: Deleted Successfully Message 
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6. ENQUIRE PAYMENT DETAILS 
 
After your e-Invoice has been processed successfully, the Government will make 
payment to you based on the items listed in your e-invoice.  The “Payment 
Enquiries” function allows you to check on the status of the payment and follow up 
accordingly. 
 
Step 1: 
 
To check on the payment details, click “Payment Enquiries” button at the main menu 
(see Figure 28). 
  
The “Payment Enquiry Search” screen (see Figure 29) will be displayed. 
 

 
Figure 28: E-Services page (Payment Enquiries) 
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(a) Payment Enquiry Search Screen  
 
Step 1: 
  
You can perform a search by  
·  Invoice Date; or 
·  Payment Date. 
 
Enter the “From” and “To” range in “dd/mm/yyyy” format. 
 
Step 2: 
 
Select the sorting manner for your enquiry results: 
·  Invoice number; 
·  Invoice date; 
·  Payment date; or 
·  Payment reference. 
 
Click “Submit” button.  The payment detail records that match the search criteria will 
be displayed (see Figure 30). 
 

 
Figure 29: Payment Enquiry Search screen 
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(b) Payment Enquiry List Screen  
 
The records display the full details pertaining to the payments as shown below. 
 
 
 

 
Figure 30: Payment Inquiry List screen 

Click the “Payment 
Enquiries” hyperlink to 
return to the “Payment 
Enquiries Search” 

Click the “here” hyperlink to 
download the list of payment 
records into an Excel 
spreadsheet for your 
viewing.  
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7. APPENDIX A – LIST OF GOVERNMENT BODIES 
 (Accurate as of April 2007) 
 

S/N Description  
1 Attorney-General's Chambers 
2 AGO AUDITOR-GENERAL'S OFFICE 
3 Cabinet Office 
4 CVL Civil List for President 
5 MEWR-Headquarters 
6 MEWR-Headquarters/Block Vote 
7 MEWR-Emergency Planning Unit 
8 MEWR-Public Affairs Department 
9 MEWR-Prosecution/ContractsUnit 

10 MEWR-Infocomm Technology Div 
11 MEWR-Int'l Relations Dept 
12 MEWR-Strategic Plan'g/Research 
13 MEWR-Ctr for Environmental Trg 
14 MEWR-Environmental Health Dept 
15 NEA-CENTRAL EHDO 
16 NEA-NORTHERN EHDO 
17 NEA-SOUTHERN EHDO 
18 NEA-WESTERN EHDO 
19 NEA-NORTH-EASTERN EHDO 
20 NEA-SOUTH-EASTERN EHDO 
21 MEWR-Ulu Pandan Refuse Inc.Pl. 
22 MEWR-Engrg Services Dept/Admin 
23 NEA 
24 MEWR-ESD/Vehicle Admin Unit 
25 MEWR-ESD/Tampines Dumping Grd 
26 NEA-ESD/Ulu Pandan RIP 
27 NEA-ESD/Tuas IP 
28 NEA-ESD/Senoko IP 
29 NEA-ESD/Tuas South IP 
30 MEWR-ESD/Kim Chuan Trsfr Stn 
31 NEA-ESD/Semakau Landfill 
32 MEWR-ESD/Tenders & Contracts 
33 MEWR-Engrg Services Dept/L&R 
34 MEWR-Food Control Dept 
35 MEWR-Hawkers Department 
36 MEWR-Vector Control & Research 
37 MEWR-Quarantine & Epidemiology 
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38 MEWR-Environment EducationDept 
39 MEWR-SD CORPORATE SERVICES 
40 MEWR-SD PLANNING & DESIGN 
41 MEWR-SD DEEP TUNNEL SYSTEM 
42 MEWR-SD CONSTRUCTION 
43 MEWR-SD OPERATION & MTCE 
44 MEWR-SD KIM CHUAN STW 
45 MEWR-SD ULU PANDAN STW 
46 MEWR-SD KRANJI STW 
47 MEWR-SD BEDOK STW 
48 MEWR-SD SERANGOON STW 
49 MEWR-SD JURONG STW 
50 MEWR-SD SELETAR STW 
51 MEWR-SD PUMPING STATION UNIT 
52 MEWR-SD SEWER MTCE UNIT 
53 MEWR-SD SEWAGE TREATMT PLANT 
54 MEWR-SD Jurong Indl WaterWorks 
55 MEWR-SD DEVT PROJECTS 
56 MEWR-Drainage Department 
57 MVC, MCC, CCK Revenue 
58 MEWR-Pollution Control Dept 
59 Resource Conservation Dept 
60 National Environment Agency 
61 Meteorological Services 
62 MICA Headquarters 
63 MICA Films & Publications Dept 
64 SUPREME COURT 
65 Subordinate Courts 
66 MinLaw Headquarters 
67 CIO's Office (MinLaw) 
68 LAW Land Office 
69 LAW Boards and Tribunal 
70 LAW Registry of Titles & Deeds 
71 LAW Survey Department 
72 LAW Insolvency & P. Trustee 
73 LAW Reg of Trade Mark & Patent 
74 Law Legal Aid Bureau 
75 LAW LAND SYS SUPPORT UNIT 
76 Compn of The Land Depts 
77 Compn of The RTMP, OAPT & LAB 
78 Land Administration 
79 Community Mediation Centres 
80 MCYS-Headquarters 
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81 MCYS Social Development Unit 
82 MCYS Syariah Court 
83 Registry of Muslim Marriages 
84 Registry of Civil Marriages 
85 MCYS Rehab & Protection 
86 Feedback Unit 
87 Tribunal for Maint of Parents 
88 MCYS Family Development 
89 MCYS, Comcare and Social Supp Div 
90 MCYS - Elderly Development Div 
91 MCYS -Elderly, Disability and Gambling 
92 Sports and Youth Division 
93 MFA 
94 MHA Headquarters 
95 MHA CEMPO 
96 MHA CEMPO Devt CC 
97 MHA Technological Division 
98 MHA S'pore Civil Defence Force 
99 MHA Prison Headquarters 

100 MHA Prison Penal Institutions 
101 MHA Prison Drug Institutions 
102 MHA Central Narcotics Bureau 
103 MHA Immigratn & Checkpts Auth 
104 SPF Headquarters 
105 SPF Training Command 
106 SPF Logistics HQ 
107 AEMD 
108 Armament & Ops Eqpt Division 
109 GSSD 
110 SPF Police National Service 
111 SPF Public Affairs Dept 
112 SPF VSC 
113 SPF Police Intelligence Dept 
114 SPF NPCC 
115 SPF Division 'A' 
116 SPF Division 'D' 
117 SPF Division 'E' 
118 SPF Division 'F' 
119 SPF Division 'G' 
120 SPF Division 'J' 
121 SPF CID 
122 SPF Police Coast Guard 
123 SPF Traffic Police Dept 
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124 SPF Airport Police 
125 SECURITY COMMAND 
126 SPF Special Operations Command 
127 SPF Gurkha Contingent 
128 SPF CID (S) 
129 SPF Police Intel Dept (S) 
130 VSC Refund of SD 
131 Commercial Affairs Department 
132 Infra Devt & Management Div 
133 Security Industry Regulatory D 
134 Police Custodial Department 
135 QA DEV - CROSS MINISTRIES 
136 Shared Development Project 
137 MHA Department Sub-BU 
138 MND Headquarters 
139 MND Computer Info Sys Dept 
140 MND PPD Corp Svcs 
141 MND PPD Agrotech 
142 MND PPD Animal & Plt Hlth Insp 
143 MND PPD VPH & Food Supply 
144 MOT Headquarters 
145 MOT Meteorological Service 
146 MINDEF BUDGET DIV 
147 MINDEF Financial Services Ctr 
148 MINDEF PAY DIV 
149 Ministry of Education (CSD) 
150 Min of Education (EM Br) 
151 Min of Education (Logistics) 
152 Min of Education (Gen Admin) 
153 Min of Education (SDO) 
154 Ministry of Education (IA) 
155 Ministry of Education(Per Div) 
156 Min of Education (Estab & Dev) 
157 Ministry of Education(SIS) 
158 Ministry of Education(Fin Div) 
159 Min of Education(Planning Div) 
160 Ministry of Education (HE Div) 
161 Ministry of Education (PA Div) 
162 Ministry of Education (OD Div) 
163 Ministry of Education (IT Br) 
164 Ministry of Education(Sch Div) 
165 Ministry of Education (CPDD) 
166 Ministry of Education (RTD) 
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167 Ministry of Education (ETD) 
168 Ministry of Education (EPD) 
169 Ministry of Education (CCA) 
170 Ministry of Education (TDD) 
171 Min of Education (Govt Pri) 
172 Min of Education (Govt Sec) 
173 Min of Education (Govt JC) 
174 Min of Education (Special) 
175 Min of Education (Aided Pri) 
176 Min of Education (Aided Sec) 
177 Min of Education (Aided JC) 
178 Min of Education (Indept) 
179 Ministry of Education (HE Div) 
180 MOF HQ 
181 MOF HQ EPPU 
182 MOF Accountant-General's Dept 
183 MOF Computer Services Dept 
184 MOF HQ Fin Transfer 
185 MOF RHQ Intl Orgns 
186 Reg of Companies & Businesses 
187 MOF Singapore Customs 
188 MOF Customs & Excise Refunds 
189 Immigration Deposit 
190 GCIO Assets 
191 MOF Inc Properties 
192 Singapore IMF/WB 2006 Meeting 
193 MOH Headquarters 
194 MOH Information Tech Dept 
195 MOM Headquarters 
196 MOM Info Systems & Tech Dept 
197 MOM Research And Statistics 
198 MOM Labour Relations Dept 
199 MOM Industrial Arb Court 
200 Work Injury Compensation Dept 
201 Occupational Safety Department 
202 Occupational Health Department 
203 MOM Employment Inspectorate 
204 MOM OSHTC 
205 International Manpower Div 
206 WORK PASS DIVISION 
207 Human Capital Development Div 
208 Labour Market Development Dept 
209 MTI Headquarters 
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210 MTI Weights & Measures Office 
211 MTI Department of Statistics 
212 MTI DOS- Census of Population 
213 MTI Dept of Computer Infor Svs 
214 Parliament of Singapore 
215 Presco for Minority Rights 
216 CPA Council of Pres Advrs 
217 Pre Coun for Religious Harmony 
218 PMO Headquarters 
219 PMO (PSD) Org & Sys Dept 
220 PMO (PSD) - ITD 
221 PMO(PSD) Personnel Policy Dept 
222 PMO (PSD) Inst of Policy Dept 
223 PMO (PSD) - IPAM 
224 Strategic Policy Office 
225 PMO (PSD) PS 21 Office 
226 PMO (PSD) PSC Secretariat 
227 PMO Elections Dept 
228 PMO CPIB 
229 Civil Service College 
230 PSC Scholarships 
231 National Sec Co-Sec 
232 Public Service Commission 
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