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Pay Overseas Supplier Online
(Upload an excel with Customs Declarations and invoice numbers via 
DBS DigiDocs)

Simplifying Cross Border Payment
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Overseas Payment to Suppliers : Supporting Document Excel

Tax Code
Tax code appeared on the Custom Declaration. If you need to pay on behalf of another 
entity, please register the tax code with the bank using IDEAL maintenance form

Eg 1201000945 or 
1201000945-004 for subsidiary 
tax code

CD Number
• 1 Customs Declaration number in 1 row
• Different Customs Declaration number for the same invoice number in separate row

Eg 10246273554 or
2001000, 30030002, 41300004

CD Date Customs declaration date
Format: DD/MM/YYYY. Eg
08/08/2021 or 8/8/2021

Payment Amount

• Payment amount must be the same or lesser than the good’s amount in the Customs 
Declaration

• Total payment amounts in the excel must be the same as ‘Send Payee’ amount in Step 
1 

Digits with decimal. E.g
10000.00

Payment CCY
Currency of the payment. It must be the same currency of the good’s amount in the 
Customs Declaration

Eg USD, EUR, JPY, SGD 

Invoice Number 1 or multiple Invoice numbers in the same format as declared in Customs Declaration. E.g 15234234, 24300234

Supporting Document Excel

Explanation
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Overseas Payment to Suppliers

1. Go to ‘Pay & Transfer’

2. Click ‘Pay Local / Overseas Payee’
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Overseas Payment to Suppliers : Upload Supporting Document

3. Select the currency and amount
to pay.
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Overseas Payment to Suppliers : Upload Supporting Document

4. Select payee to send the 
payment to

Payee name must be the same as 
the supplier's name in the 
customs declaration

New Payee

If supplier name is more than 35 
characters, enter the remaining 
name in ‘Receiving party address 
1’. 

Enter the supplier’s address in 
‘Receiving party address 2’. This is 
compulsory
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5. Select ‘Import’ and the correct 
purpose (A1-A7) in the ‘Purpose 
Code’ dropdown. 

6. Select country of your supplier. 
Search by entering the first 2 
alphabets of the country. 

Payee country must be the same
as supplier’s country in the 
customs declaration

Overseas Payment to Suppliers : Upload Supporting Document

Purpose Code Dropdown

A1 Goods import (45 days or less between customs declaration date and payment date)

A2
Goods import (45 days to 1 year between customs declaration  and payment date) 

by foreign company

A3
Goods import (45 days to 1 year between customs declaration  and payment date) 

by non-foreign company

A4
Goods import (45 days to 1 year between customs declaration  and payment date) 

by State Enterprise

A5
Goods import (more  1 year between customs declaration  and payment date) by 

State Enterprise

A6
Goods import (more than 1 year between customs declaration  and payment date) 

by non-foreign company

A7
Goods import (more 1 year between customs declaration  and payment date) by 

foreign company
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7. Prepare the excel with Customs 
Declarations and invoice. 

‘Drag and drop’ the excel file from 
your computer to here.

8. Select document type as  
‘Customs Declaration’

Overseas Payment to Suppliers : Upload Supporting Document



10

Pay Overseas Supplier by File
(Upload an excel with Customs Declarations and invoice numbers via 
DBS DigiDocs)

Simplifying Cross Border Payment
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Overseas Payment to Suppliers : Payment File

Payment File Template

Explanation

Receiving Party 
Name

Receiving party name must be the same as the supplier's name in the customs declaration. 
If name is longer than 35 characters, enter the remaining name in ‘Receiving Party address 
1

Maximum 35 characters

Receiving Party 
Address 1, 2 & 3

Address of supplier. This is compulsory. 

If supplier name is more than 35 characters in ‘Receiving Party Name’, put here (Receiving 
Party Address 1). Enter the supplier’s address in ‘Receiving Party Address 2’.

Maximum 35 characters

Amount
Payment amount must be the same or lesser than the goods amount in the customs 
declaration

Digits with decimal. E.g.
10000.00

Receiving Party 
Country

Country of your supplier. Compulsory

It must be the same as supplier’s country in the customs declaration. Refer to ‘Receiving 
Party Country’ tab in Payment File excel

2 alphabet country code. E.g.
CN (China), JP ( Japan), KR 
(Korea)

Purpose of Payment Enter any of A1-A7 under ‘Purpose of Payment’ tab in Payment File excel. Compulsory A1, A2, A3, A4, A5, A6, A7
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Overseas Payment to Suppliers : Supporting Document Excel

Supporting Document Excel

Tax Code
Tax code that you registered with the Customs Department. If you need to pay on behalf of 
another entity, please register the tax code with the bank using IDEAL maintenance form

Eg 1201000945 or 
1201000945-004 for subsidiary 
tax code

CD Number
• 1 Customs Declaration number in 1 row
• Different Customs Declaration number for the same invoice number in separate row

Eg 10246273554

CD Date Customs declaration date
Format: DD/MM/YYYY. Eg
08/08/2021 or 8/8/2021

Payment Amount

• Payment amount must be the same or lesser than the good’s amount in the Customs 
Declaration

• Total payment amounts in the excel must be the same as ‘Send Payee’ amount in Step 
1 

Digits with decimal. E.g
10,000.00 or 10000.00

Payment CCY
Currency of the payment. It must be the same currency of the good’s amount in the 
Customs Declaration

Eg USD, EUR, JPY, SGD 

Invoice Number 1 or multiple Invoice numbers in the same format as declared in Customs Declaration. E.g 15234234, 24300234

Explanation
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Overseas Payment to Suppliers : Upload Payment File

3. Select ‘All – Universal File 
Format’ under Payment types and 
file format

2. ‘Drag and drop’ the payment file 
from your computer or click 
“Browse for files”

4. Click ‘Confirm upload’

1. Go to ‘Files’ on the left 
navigation
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Overseas Payment to Suppliers : Upload Supporting Document with Payment File

5. Click on File name at the 
Reference
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Overseas Payment to Suppliers : Upload Supporting Document with Payment File

6. Click ‘Attach Document’ to 
upload the excel list
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7. Prepare the excel with Customs 
Declarations and invoice numbers. 

‘Drag and drop’ the excel file from 
your computer to here.

8. Select document type as  
‘Customs Declaration’

9. Click ‘Confirm Upload’

Overseas Payment to Suppliers : Upload Supporting Document with Payment File
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Overseas Payment to Suppliers : Track Payment Status

2. Click ‘View’ to track the payment 
status.

1. Go to ‘Accounts’ on the left 
navigation. Click on ‘Account 
Activities’.
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Amount your payee receives

Status of the payment How long payment takes
3-in-1 cross-border Payments Advice 

on IDEAL
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Note: Tracker will be displayed if the intermediary or beneficiary bank is SWIFT gpi bank

Overseas Payment to Suppliers : Track Payment Status
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03 Receive Payments from Overseas
(Receive alert to upload supporting documents on DBS IDEAL)

Simplifying Cross Border Payment
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1. Click

2. Select ‘Manage alerts’

3. Scroll down to ‘IDEAL Payment 
Activities’. Set up the following 3 
alerts by clicking ‘Create 
personalised alert’ for :

a. Incoming Telegraphic Transfer 
confirmation Alert

b. Incoming Telegraphic Transfer 
post approval Alert

c. Incoming Telegraphic Transfer 
Notification

Receive Payments from Overseas : Set up Alerts
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You receive this alert after your 
overseas payer pays through their 
bank. Funds have not been 
received by DBS yet.

Receive Payments from Overseas : Set up Notification Alert 

Receive alert on 
IDEAL Mobile 

1. Two options to receive alert. 
Untick the option you do not want 
to receive.

a. IDEAL Mobile app

b. Email

Send Email Notification 

2. Click ‘Add new email’ to add new 
email address that is not in the 
existing contacts. 

3. Click ‘Submit’

Message
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Receive Payments from Overseas : Set up Confirmation Alert

You receive this alert when the 
bank requires supporting 
documents. You can upload them 
via DBS IDEAL

1. Two options to receive alert. 
Untick the option you do not want 
to receive.

a. IDEAL Mobile app

b. Email

Send Email Notification 

2. Click ‘Add new email’ to add new 
email address that is not in the 
existing contacts. 

3. Click ‘Submit’

Receive alert on 
IDEAL Mobile 

Message
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Receive Payments from Overseas : Set up Approval Alert

Receive alert on 
IDEAL Mobile 

You receive this alert when the 
bank requires supporting 
document

1. Two options to receive alert. 
Untick the option you do not want 
to receive.

a. IDEAL Mobile app

b. Email

Send Email Notification 

2. Click ‘Add new email’ to add new 
email address that is not in the 
existing contacts. 

3. Click ‘Submit’
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Receive Payments from Overseas : Upload Supporting Document

1. Go to ‘Pay & Transfer’

2. Click ‘Pay Local / Overseas Payee’

3. Click ‘Information for Incoming Transfers’
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Receive Payments from Overseas : Upload Supporting Document

2. Click ‘Declare’ to view details 
and upload supporting document

Displays payments received from 
last 1 month to next 3 months.

1. Click ‘Show additional filters’ to 
show only specific payment by  
changing the ‘transfer date’ or 
selecting a bank account, and click 
‘Search’

Shows status of 
the funds to your 

bank account
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Receive Payments from Overseas : Upload Supporting Document

3. Select ‘Payment Purpose’ to see 
the type of supporting documents 
required

4. ‘Drag and drop’ the files from 
your computer to here and 
choose the ‘document type’. You 
can upload up to 5 documents 
with 10MB each.

File Format: PDF, zip, excel (.xls, 
xlsx), image

5. Click ‘Next’ to preview & submit  
to the bank.
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Receive Payments from Overseas : Upload Supporting Document

Status shows as ‘Completed’


