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Get started 
with Banqup 
in 3 minutes!

Singapore’s No. 1 on 

http://www.banqup.sg
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1 Go digital in managing all of your documents
and sending them to your accountant1

Set up your account
Start by choosing your settings. Carry out the following configuration on your computer:

Choose whether to receive an email if an action is required.
Go to your Settings > Reporting > Make sure that your email address is entered correctly and choose how 
frequent you would like to receive your reports. And then save.

Automatically accept purchase invoices imported by you
Go to your Settings > Purchase invoices > Click on Accept, set the 3 options on the right-hand side to ON and 
add your e-mail address, as shown below. Don’t forget to save.

Note: you are required to manually accept any documents you have not imported yourself

Sending documents to your accountant
Once purchase invoices are accepted, and once sales invoices are sent or archived, your documents will 
automatically be sent to your accountant.

name.lastname@mail.sg

Daily

name.lastname@mail.sg

Daily

https://help.banqup.com/hc/en-gb/articles/360020842080-Accepting-or-refusing-incoming-invoices


Startersguide  |  Version 2.2  |  06/2022  |  4Banqup  -  accountants 

Import (or receive) all your invoices on Banqup
There are various options available to choose how you would like to receive you invoices in your Banqup 
account.

Scan your invoices with the mobile app
•	 Lay your document on a dark surface
•	 Click on the button ‘+’ and wait until the app automatically takes the photo (a green frame appears 

once the document is detected)
•	 Then, chose the kind of document and, hey presto, your invoice is in your account!

Drag your documents to your account
In Banqup, open the page that matches the type of documents you wish to import (purchase invoices, sales 
invoices, Doc Center for other documents), select the documents you wish to import from your computer, drag 
them to the Banqup window and just drop them anywhere on the page.

Mail your purchase invoices to the e-mail address dedicated to import
Every Banqup account is given an e-mail address dedicated to imports.
Every annexe (in PDF, JPG, PNG or XML format) sent/transferred to this e-mail address is automatically 
imported into your account.

Invoices sent by other Banqup users or via the InvoiceNow network
Banqup is a global solution active in 32 countries. When two companies use Banqup, they can send their 
invoices directly to each other’s account. When adding a customer (or supplier with a Banqup account, you will 
receive the following message:)

This is also the case for companies linked to Singapore’s nationwide e-Invoicing initative InvoiceNow. Currently, 
there are more than 60,000 Singaporean companies on this network. 

Companies who are member of the Banqup platform or the InvoiceNow initative are identified in the customer 
or supplier list with the following logo: 

Notifications

Official information of this customer is available in the database. We use 
this information in the customer’s file. The delivery channel is adjusted 
according to the customer’s preference.

Cancel

Company EditSingapore 197802774DM200284756CUST-002
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Send your invoices to your customers
Purchases are automatically archived (provided you have activated the options for automatic acceptance, see 
earlier). Unless in the exceptions described below.

Sales can be archived in two ways:
1.	 Select your invoices and click Send
2.	 Select your invoices and click Archive  

(this allows you to archive without sending the invoices to the customer).

Important note:
All invoices that you import into your account pass through an optical character recognition service 
(OCR). This means that your PDF invoices are converted into so-called ‘enriched’ invoices. It is then 
easier to find invoices thanks to the ability to search for any information within your invoice.

In any exceptional cases where this service is unable to recognise the details on certain invoices, you 
are required to intervene and manually complete them and then accept the document (even if you 
have selected automatic acceptance).

Once your Banqup account has been linked to your accountant, remember that all archived documents will be 
automatically sent to your accountant.

Access your archived documents anytime, anywhere
If you wish to find an archived document, simply click on “Archive” in the menu on the left-hand side.

		  No computer handy? Use our app for iOS or AndroidArchive

1

2
Accounts Receivable
IN PROGRESS

Selected: Download as xls Delete Send Archive Create a new invoice

Click here to select your document(s) or drag and drop your document(s) to this area

Invoice Client Client# Total Accounting status Invoice date StatusStatus accountantCreated

Flowers Pte Ltd

Option tableAdvanced search

Dollar

Dollar

Dollar

Dollar

Dollar

Dollar

Dollar

Dollar

Dollar

Dollar

Dollar

Dollar

Tan Mei Yi Janine

Tan Mei Yi Janine

Tan Mei Yi Janine

Tan Mei Yi Janine

Tan Mei Yi Janine

Tan Mei Yi Janine
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Click on the number of invoices or on the total sum to show the invoices in this status.

Invoice your customers in under a minute  
with Banqup’s invoicing tool

•	 Go to your Sales invoices and click on Make a new invoice
•	 Then create all of the necessary fields in your invoice

Ready to get started? Discover all the features with Banqup.

Keep an eye on overdue invoices
Your Banqup dashboard gives you a summary of all of your invoices. From the number of invoices in your 
account, to their status, to their amount.

Manage your administration 
with Banqup2

Overdue$ 15,861.296 $ 59,128.71 22

< 30 days$ 10,382.477 $ 268.62 2

30-60 days$ 13.211 $ 544.50 1

60-90 days$ 2,783.001 $ 0.00 0

> 90 days$ 3,630.001 $ 0.00 0

TotalInvoices Total Invoices

Amounts to be paid Amounts to be received

TOTAL$ 32,656.7615 $ 59,941.89 25

Create a new invoice

Flowers Pte Ltd
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www.banqup.sg

Still have  
questions? 

 
help@banqup.sg 

support@banqup.sg
We’re happy to help!

Be sure to install the Banqup app

GET IT ON

or

http://www.banqup.sg
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