Purchase Order Workflow — DSG Procurement

Step-by-step guide for creating a Purchase Order, recording invoices, declaring GRN, and exporting the Finance
PDF.

Section A — Create the Purchase Order
Step 40 - Create Purchase Order from RFQ
Return to the RFQ/RFP page and click Create Purchase Order.
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Figure 1: RFQ page after vendor award - click Create Purchase Order to proceed

Step 41 - PO Page — Submit Invoice or Request from Vendor

e Click Submit New Invoice to enter the invoice details yourself
¢ Click Send Invoice Request to Vendor to email them a secure portal link

Step 42 - Fill in Invoice Details
Fill in the invoice form:

e Invoice Number and Invoice Date
¢ Payment Type — One-Time, Progressive, or Prepayment
e Line item quantities
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PO # PO-1076 | Vendor: Vendor A
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Description
Laptop Stand (IT Accessory)

Submitted Invoices

Invoice # Date Payment Type GRN

Production @D UAT Mode

No invoices submitted yet

Invoice Summary

Total PO Amount Total Invoiced

$22,890 $0

Submit Invoice on Behalf of Vendor

Use this option when you have received an invoice from the vendor and
want to enter it into the system yourself

* You will fill in the invoice details manually
¢ Useful when vendor submits invoice via email or paper
* Invoice will be recorded immediately

ubmit New Invoice

Quantity Unit Price (SGD)  Subtotal (SGD) 9% GST (SGD) Total (SGD)
$21000.00 $21000.00 $1890.00 $22890.00
(Subtotal x 1.09)
Items Total (SGD) Remarks Actions
Remaining
$22,890

< Request Vendor to Submit invoice
Use this option to send an email invitation to the vendor with a secure
link where they can submit their invoice directly.

= Vendor receives email with submission link

s Vendor fills in their own invoice details online
s Reduces manual data entry and errors

Figure 2: PO page showing Submit New Invoice and Send Invoice Request options



o Upload official invoice — mandatory PDF
¢ Remarks — optional

Click OK to submit.

Submit Invoice

Invoice Number

Invoice Date

19/03/2026
Payment Type

one-Tim Pt [T

GST Configuration
Please note how GST applies to this invoice. The GST rate is fixed at 9%.
GST (applies to all line items)

GST Exclusive: Total = Unit Price x Quantity x 1.09 (9% GST added separately)
Set Quantity by Percentage

100 % L

Enter a percentage (0-100) and click "Apply to All Rows* to set quantities. Each line will be set 1o this percentage of its PO quantity. Note that you will not be allewed 1o set
a quantity higher than what has already been invoiced.

Invoice Line tems

Description Quantity Unit Price (SGD)  Subtotal (SGD) 9% GST (SGD) T"‘(:'_fg‘:g
i
Laptop Stand (IT Accessory) 21000 $21000.00 $1890.00 $22890.00

Subtotal: ~ $21000.00
9% GST: $1890.00

Invoice Total: $22890.00

Tip: for partial deposit payments, use decimals in the quantity (e.g .2 for 20% deposit)

Upload Vendor's Official Invoice ((IENEED

Choose Files  No file chosen

Only unencrypted PDF files are accepted Upload the vender's official invoice document. Additional supporting documents (receipts, delivery orders) can also be attached.
Remarks

7

Cancel m

Figure 3: Invoice modal - fill in number, date, payment type, quantities, upload document

Section B — GRN Declaration & Finance Export
Step 43 - Submitted Invoices — Declare GRN if Required

Click View on an invoice in the list to open it.

Step 44 + Find the Declare GRN Button
Scroll down and click Declare GRN.

Step 45 - Fill in GRN Details

e Add remarks — e.g. date received, delivery notes, or delivery order ref
¢ Click Submit
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Purchase
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Details Timeline

Purchase
Orders PO # PO-1076 | Vendor: Vendor A [A Finance PDF GRN not declared for all applicable invoices
RFQ ID: RFQ-1076

Settings PO Line Items ([GSTExclsive)

3 Migrations Description Quantity  Unit Price (SGD)  Subtotal (SGD) 9% GST (SGD) Total (SGD)

Vendor $22890.00
Mgmt (Test) Laptop Stand (IT Accessory) 1.00 $21000.00 $21000.00 $1890.00 (Subtotal x 1.09)

Submitted Invoices
Logged in as: Invoice # Date Payment Type GRN Items Total (SGD) Remarks Actions

DHC Emil INV20202 2026-03-19 Progressive Payment (/i Pending) = Laptop Stand (IT Accessory) (x0.20) - $21000.00 $4,578
(dhc_emil@dementia

Invoice Summary

Not you? Click

here
Total PO Amount Total Invoiced Remaining
$22,890 $4,578 $18,312
Submit Invoice on Behalf of Vendor < Request Vendor to Submit Invoice
Use this option when you have received an invoice from the vendor and Use this option to send an email invitation to the vendor with a secure link
want to enter it into the system yourself. where they can submit their invoice directly.
* You will fill in the invoice details manually + Vendor receives email with submission link
» Useful when vendor submits invoice via email or paper + Vendor fills in their own invoice details online

Figure 4: PO page showing submitted invoices - click View to open invoice and declare GRN




Invoice Details

Invoice Number Invoice Date
INV20202 19/03/2026

Payment Type

Progressive Payment

GST Configuration
GST applied to this invoice. The GST rate is fixed at 9%.
GST (applies to all line items)

GST Exclusive

GST Exclusive: Total = Unit Price x Quantity x 1.09 (9% GST added separately)

Invoice Line Items

Total (SGD)

Description Quantity Unit Price (SGD) Subtotal (SGD) 9% GST (SGD) (with GsT)

Laptop Stand (IT Accessory) : $4200.00 $378.00  $4578.00

Subtotal: $4200.00
9% GST: $378.00
Invoice Total: ~ $4578.00
Supporting Decuments

[3) New-Vendor-Creation-Form-version-2024-11-4-1773902410370.pdf
Remarks

[F1 GRN (Goods Received Note)
/i GRN Not Declared

GRN has not been declared for this invoice. Finance PDF export is blocked until all applicable invoices have GRN declared.

(%) Declare GRN Received

Figure 5: Invoice detail view - scroll to find the Declare GRN button

Declare GRN Received X

You are declaring that goods/services have been received for
invoice:

INV20202 $4,578

Comments (optional)

e.g. All items received in good condition

Provide any notes regarding the goodsfservices received

Confirm GRN Received

Figure 6: GRN declaration form - add remarks and submit



Step 46 - GRN History Recorded

GRN history is updated on the invoice — declarations with remarks and timestamps.

Invoice Details

Inveice Number Invoice Date
INV20202 19/03/2026
Payment Type
Progressive Payment
GST Cenfiguration
GST applied to this invoice. The GST rate is fixed at 9%.

GST (applies to all line items)

[ 057 Exclusive ]
GST Exclusive: Total = Unit Price x Quantity x 1.09 (9% GST added separately)
Invoice Line Items

Total (SGD)

Description Quantity Unit Price (S6D)  Subtotal (SGD) 9% GST (SGD) twith GST)

Laptop Stand (IT Accessory) 02 21000 $4200.00 §$37800  $4578.00
Subtotal: $4200.00

9% GST: $378.00

Invoice Total: ~ $4578.00

Supporting Documents

a New-Vendor-Creation-Form-version-2024-11-4-1773202410370.pdf
Remarks

(F) GRN (Goods Received Note)

=) ORN Daclared

By: DHC Emil
On: 19 Mar 2026 02:41pm

(® Undeclare GRN

(T GRN Event History
Action By Date[Time Comments
Declared DHC Emil 19 Mar 2026 02:41 pm

Figure 7: GRN history shown on invoice - all declarations with remarks and timestamps

Step 47 - Export Finance PDF
Click Export PDF on the invoice or PO page.

Step 48 + Finance PDF — Pass to Finance for Payment
Send or hand the exported PDF to the Finance team.
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PO # PO-1076 | Vendor: Vendor A
RFQ ID: RFQ-1076

PO Line Items ([GSTExclsive)

Production @D UAT Mode

[4] Finance PDF

Description Quantity  Unit Price (SGD)  Subtotal (SGD) 9% GST (SGD) Total (SGD)
Laptop Stand (IT Accessory) 1.00 $21000.00 $21000.00 $1890.00 $22890.00
(Subtotal x 1.09)

Submitted Invoices
Invoice # Date Payment Type GRN Items Total (SGD) Remarks Actions

INV20202 2026-03-19 Progressive Payment (@R

19 Mar 2026 02:41 pm
Invoice Summary

Total PO Amount

$22,890

Total Invoiced

$4,578

« Laptop Stand (IT Accessory) (x0.20) - $21000.00 $4,578

Remaining

$18,312

Submit Invoice on Behalf of Vendor

Use this option when you have received an invoice from the vendor and
want to enter it into the system yourself.

* You will fill in the invoice details manually

Figure 8: Export Finance PDF button

< Request Vendor to Submit Invoice

Use this option to send an email invitation to the vendor with a secure link
where they can submit their invoice directly.

* Vendor receives email with submission link

on the PO or invoice page
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DOCUMENTS REQUIRED FOR PAYMENT PO-1076

PR: PR-1076 > RFQ: RFQ-1076 > PO: PO-1076

1. PURCHASE REQUEST

PR Number: PR-1076 Type: RFQ
Category: IT Related (budget owner departm@atus: Approved
Requestor: dhe_emil@dementia.org.sg Budgeted: Yes
Organizational Unit: PS_IT SME: N/A
Request Date: 19 Mar 2026 Required Date: 26 Mar 2026
Cost Allocation:

Department: ACADEMY

Programme: ARTTPY

Sponsor: AlC
Approval Chain:

Step 1: PS_Test Director (ps_test dir@dementia.org.sg) - Approver

PR Line ltems:

Deseription

1 Laptop Stand (IT Accessory) 1

2. REQUEST FOR QUOTATION / PROPOSAL

RFQ Number: RFQ-1076 Type: RFQ
Status: Awarded Awarded Vendor: Vendor A

Submission Deadline: 26 Mar 2026 Awarded By: ps_testbm@dementia.org.sg
Awarded Date: 19 Mar 2026 Invitations Sent: 19 Mar 2026

RFQ Approval:
Submitted By: dhc_emil@dementia.org.sg
Submitted At: 18 Mar 2026
Approver: ps_testbm@dementia.org.sg
Approval Status: Approved
Approval Remark
= ONFLICT OF INTEREST DECLARATION Buyer has confimmed no conflict of interest with any vendors.
Approved At: 19 Mar 2026
Vendor: testind

Approval Chain:
Level 1: PS_Test GEO (CEO (No OU Resfriction) — Route to Board via CEQ) — Approved 19 Mar 2026
Remarks: Approved and escalated to PS_Test Board Member. Recommended vendor: Vendor A (§22,890) — exceeds my limit of
$20,000

Figure 9: Finance PDF showing all payment details for Finance team processing
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