v

lllllllll

Zentrale Rechnungseingangsplattform

BUNDESMINISTERIUM DES IwMEYN

|

Image: Schitze AG

* Federal Ministry * Federal Ministry
. of the Interior, Building %% | of Finance
and Community

hLISNY 0AYy3 FdzA RS F2
2F BRSNSYINIE Ly@g2)
{ dz0 YA A aA2wd t 2 NI | f
Operating guide to manually producing electronic invoices

(and test invoicesh XRechnungandard formatg for
suppliers and service providers to the federal administration

Version 0.1

Last updated16th September2020

Point of contact for questions about théederal Central Invoice Submission Portal RE:
Support hotline: +49 30 2598 4436

Monday to Friday from 8:00 a.m. to 4:00 p.m.



* Federal Ministry * Federal Ministry
of the Interior, Building *%* § of Finance

and Community

|l 26 I NBE StSOUGNRYAO Ay@2A0Sa Ay wSOKY
DSNMRSN}t /SYiNIt LWYWEKAOS {dooYAaarzy

Background Basics

As part of the digital transformation of the public administration, the German government has set up a standard
electronic route for submitting invoices to the direct federal administratitime federal Central Invoice
Submission Porta(ZRE (German nameZentrale Rechnungseingangsplattform (ZRE) des Bundes)

You can use thEREo create electronic invoices and send them to recipients in the direct federal administration.
During the process, electronic invoices are automatically checked to ensure that they are formally correct and
complete. Details of requirements and acceptedhiiats for electronic invoices can be found in tieREerms of

use. The terms of use can be accessed viZRBveb interface.

The invoices you create are forwarded to the customer by meanduofer referenced a [ SABE ST 6 KA OK
customer should hee provided you with. Please ask your customer ftwuger referencdf they have not yet
provided you with one.

You can submit electronic invoices via #RHIsing the following transmission methods:

1 web submission

1 upload

1 email (production environment:  xrechnung@portal.bund.de  test environment:
ref.erechnung@portal.bund.dandref.xrechnung@portal.bunde)

In future, it will be possible to submit electronic invoices using two additional transmission methods:

1 DeMail
1 Peppol

Please note that no matter which transmission method you use, you will have to créikesacount.

About this guide

The purpose of this operating guide is to familiarize suppliers and service providers wERExweb interface.
The various steps involved in preparing an electronic invoice are explained using screenshots of the English
language version of thEREnterface.

TheZRHEest environmentcan be accessed henexf.xrechnung.bund.deYou can use it to test or practise general
functions (such as creating invoices or administeringr wscounts). This is the environment on whiclisth
operating guide is based.

Thetest environmentand theproduction environmentare different systems. As an invoice sender you must
create a separate account for each environment. Since the test environisiased for testing and development
purposes, it may differ from the production environmeniinder no circumstanceshould you use the
production environment for test or practice purposéhe data displayed in this operating guide are fictitious
and areincluded only as examples.

1 The comprehensive organizational strategy behind the transmission of electronic invoices via the ZRE can be found here: https://www.verwaltung-
innovativ.de/SharedDocs/Publikationen/Organisation/e_rechnung_Architekturkonzept.pdf? __blob=publicationFile&v=4.
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Important note

Please note that the screenshots on pageés9, 12 and 3bf this documenthave not yet been translated
into English, but will be translated in future.

Please note that during the registration process, the registration portal could switch to the German vers
even if the language has been changed to English in the ZRE setlihgsmightbe solved by changing the
settings of your internet browseto English. This probleris currently being worked on andiill be resolved
as soon as possible.
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1 Registation

As an invoice sender you can accessdR&web interface atef.xrechnung.bund.détest environment), which
will take you straight to thdogin page. Here you can eithsignin with your username and password or create

a new user account

The red bar at the top of the page with th i
word REFERENHAows that you are in the L
test environment. This bar is displayed c bund ¢/ ‘
every page of th&ZREest environment.

Federal Government's Central Invoice Submission Portal

- Login
™ f I I of whaose r D" bey 1 QRN
paur | o e » difere L 0 the buye @re t wi plart
Mease anrrter ne )
il To start the registration
process, clickon create new
2 ool user account
f I TV Portel | Ste n | Date g ¥ | Terms of use | Sups Hot
Thesite notice provides contact The support hotline provides
information for theZRE first-level support ad helps you

to resolve issues.
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Clicking ortreate new user accounwill take you to the registration page, where you can create an account

g
To register successfully .
you will need to bund
complete all the
required fields marked

with an asterisk. User account - Create new account
Please anter your user information, Flelds marked with a * are mandatory
User name *
Please note that First name *
a secure
password must e Please note that
contain at least Email * your email
eight characters, address may not
. Tedephone numbss q
one capital contain any
letter, one lower umlauts (as in the
case letterpne Pazsword * @ German letters &,

numberand one 6 and 0).

special cheacter.

Regest passavord *

horeby accept the torms of use and privacy poScy

You will also need to accept the

Havhg filled out the form, click on ‘ terms of useandprivacy policy

register now to complete the (
process.

Central Involce Subimession Portal | Site notice | Data privacy | Terms of use | Support Motine

1.0.21467-1,0,119
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Having registered successfully, an activation link will be sent to-thaikaddress you provided. Please click on
the link to activate your user account

Success!,
You have been successfully registered.

You will recelve an E-Mall in brief, to unlock your account.

Clicking on the link will take you to the screen shown below, which indicates thaZyRHuser account has
been activated and you casignin.

i ZRBuser account; Activation ! .
L __ _ _ _ __ ______________| . . Lk 7
bund ; !
+ Success! ;
T : You have successfully |
A ZRE-Benutzerkonto Freischaltung i activated youraccount. |
0 Das hat geklappt! A,»"'—/‘
Ske haben theen Zugang erfolgrech freigeschaltet
e
.- .
-1 Signin

Click here to return to the login
page and sign into your newly
created account.
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2 Login

As an invoice sender, if you are already registered, you can accessZRfeweb interface at

ref.xrechnung.bund.déest environment) and sign into your account

REFERENZ

bund e

Federal Government's Central Invoice Submission Portal
- Login

This platform and the iInvoice MeOREents ACCopE INVoKes whose “Looweg-10° hegns with "991° or
(O] DADOO000". 1T Your INWaioes Iave 3 dlarent "Leitwig-D" pleass sk Uhe buysr or Freoice recpient

which platiorm they use

a Plegse erter user name and password

User name

Password

Croate new uwser accour

If you have forgotten your
password, clickere.
JSaominsion Portal | Sk notice | Dets privacy | Terma of use | Support Hotfine

1.0.21467-1.0.219
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To receive an-gail link to reset youpassword, you will need to enter your username

.
C 1 rect pa

Pesria enier your user (ame and cis Forgad fasonwond”

A arnad woll e sent fo pout smal adress Plasse fobory the inatraciions » the emaet

Forgotl pasywerd

Once you have received theneail link, click on it. This will take you to the following screen, where you can

enter a new password of your choice . ,
Please enter your new password and;

Ot A0l 2y aOKIy3Ss

, | The password must consist of at least
i User account Change passwordi 3 eight characters, including one capita!
! letter, one lower case letter, one ;

A number and onespecial character.
penutzZerxonta Fasswort andem

Tt grtien e b seves Panranrt 25 ung Exckes Sie sl Fevwort anders A

Dy Pasanrt oratsn minddestens & Zeschar, enen Gecliluchataben enen Kstrboehataben, sive 2ol und mn

Sorderzmten sthaber

i Cancel |

Enter the new password once again in the fiegleenter password If the two passwords match, you will be taken
to a page telling you that the password has been changed successfully. From there you can return to the login

page
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2.1 Account overview

Once you have logged in, you must select a user account with which to ugRe8elect an account type
from the lefthand side of the screemétural personor company). This will take you to thdashboard. Your
choice of account does not affect the functions available to you. Fromakbboardyou will be able to access
all four main functions of th&REFor detailed information on the different functions see section 4 onwards.

bund Engish = | Max Mustesrnann | Log off

In the navigation bar you car
change the language setting
Welcome 1o the Federal Government's Central Involce Submission Partal {CISP), (German or Eng“sh)

Pleaze seloct the account fram which you want to submit an invoice, view an mvoice status o manage your user profile

Federal Government’s Central Invoice Submission Portal - Dashboard

Dr choose "Start User Management” 1o manage your CISP user accoumt -

Natural parson (Max Mustermann) | WA 10 franage my user aecount o

CISP accounts.

Campany (Mustarmann Firma)

Here you can choose betweel

your different user accounts. Yot The functions available or

can submit an invoice as the user management

natural person or as a company dashboardare explained in
section 3: oUser
management.

Note: Multiple users can submit or create invoices using tl
same company account. For individuals to use the compi
account, an account administrator (of which there may be o
2NJ aS@SNI f 0 Y dza fiatural BeRsonadedhintshty/
the companyaccount (see section: 8User manageme). i
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2.2 Account egistration

If you are using th@RHor the first time, your account must be enabled to create invoicesthisran additional

registration process is required. On your first attempt to enter the menu for creating invoices, you will be taken
to the following page.

bund

Federal Government's Central Invoice Submission Portal

111 oedar 1o regrstay phesse wrwr yorur e-mal wdtbress and accupl the terms of use

Once you have entered yourmail address and accepted the termbuse you will receive arher activation
link.

bund‘ L LT S TR 3

Federal Government's Central Invoice Submission Portal

Your accoont for the Fedenal Gavernmant's Cenbial Invoice Submiszion Porad

Succeslull
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As soon as you have clicked on the activation link, your registratiooniplete,and you can begin creating
invoices.

Federal Central Invoice Submission Portal

Your registration with théederal Central Invoice
Submission Portal

< Zentrale Rechnungseingangsplattform des Bundes

Ivie Ragintnerung el der Zantralon Rechnungaeingangsplartfann dos Bundos

Das hat geklappt!
1w AMIew ity ews 2AT Saven b sais wihabgimns b ab

/
/
/! Slartseie
/ N
’ S

Success! | Dashboard |

Activation of youiZREaccount is now complete.

______________________________________________________________
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3 User management

You can manage yo#tREuser account via the user management dashbodiol dothisz Of AS@ruse2 y a
YIEylF3SYSyi¢o

bund /¢ Engish = | Max Mustermann | Log off

Federal Government's Central Invoice Submission Portal - Dashboard

Welcome 1o the Federal Government's Central Involce Submession Partal (CISP),
Pleaze sedoct the account fram which you want to submit an invaice, view an mvoice status o manage your user profile
Dr choose "Start User Management™ 1o manage your CISP user account

Nalursl parsan (Max Mustsrmann) WA [0 Fanage my user account of

CISP accounts

i i _
Start wsar management

From the wer management
dashboard,you can manage
your user profile or add new
accounts with which to
create invoices.

Central Involce Subodssion Portal | Site notioe | Data peivacy | Terms of use | Support Hothine

1.0.21467-1.0.119
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On the user managemenpage of your account you have a number options to choose from. Apart from
managingyour own user profile, you can create anthnagea company account and add users. Select one of
the options.

.

bund d Ergiish = | Max Mustermann | Log off

User Management

Please select one of the following options

Create o company account for Invite users to the company’s

Manage user profile the CISP CiSP account

You tan creste & new CISP
campary account for your
Users,

Croa comparny aczout ko
Manage usar profla el l‘:ﬂ‘! .
tha CIGP

Accept Invitation to a company’s
CISP account

Here you can manage your
user profile information.

Irmate new Users 10 a0 existing
comipany CISP account.

Wi w10 (he company's (152

socoant

Manage company’s CISP account

Connect your uses account to Manage oll comparves’ CISP
a compary’s CISP account accounts.

Connect companves’ CISP Manage company's CISP

Scoounts acooun!

Back to dashiboard

conr Click here to return to theSer | wwme of s | Supeort wotine
managementashboard

Operating guide for theveb interface of the federal Central Invoice Submission Portal (ZRE)
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4  Creating invoices

Once you have selected an accowntthe user managemerntashboard you will arrive at theZREdashboard,
whereyou can choose between various options for creating invoices.

bund ‘.--;(; Max Mustormanny 8
Dashboara

Federal Government's Central Invoice Submission Portal -
Dashboard

Weicome to the Federal Government's Central Invoice Submission Portal. Please select an option

This piatform and the invoice reciplents accept invoices whose "Leitweg-1D" begins with "991"% If your invoices have a
different "Leitweg-1D" please ask the buyer or invoice recipient which platform they use.

Upload Invoice File Create new Invoice
It your alraady have a compiete myoce in accordance On this page you Can enter an Myoice wiing an input
with CEN [especially XRechinung) you can venfy and form.
SUBMIT T On This pags
Click hereto upload an .
reto upt Click here to create
. electronic invoice you .
a new electronic

havecreatedyourselfin

invoice manually.
XRechnung standard. y

|
4
View status of your submitteg—— < Continue entering invoice—— —
invoices,
# youl Nave saved & prefeninary Ioice using the input
QIS Page you can Chedk tha current processng form you can continue odiing it on thes page

status of your submitied Imvoices

“

Click here for information on the Click here to resume work or
status of electronic inviees you R : L ~ anyunfinished invoices.
have already submitted. ' T e—
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General notes on creating electronic invoices manually

Variousfunctions are available to you when creating a new electronic invoice. These are explained in the
screenshot below. Items marked with an asterisk (*) are required and must be filled out to complete the.invoice

bund’

- -
Max Mustermann = &

Dashhoard | Eilling Details

Federal Government's Central Invoice Submission Portal -
Create new Invoice

Please enter all general information about the invoice,

At any time, you can use the drajpwn
menu next to your username to acces
your ZRHEuser profile, change to anothet
account, or log out of th@RE

additional

Documents

Document
Totals

Payment

imvoice datn > Seller ¥ Buyer ¥ Inwoicelines ¥ * Completion » Canfirmaticn

nsiructions

Cawnload invoice draft

Invoice data *
If you want to save a draft ol

your unfifished invoiceglick on
download invoice draft to

download it as a file. Ta
continue working on the invoice

* 5|IEI|

The first (Grabadressierung) and last [Check digit) parts of the
buyer reference can differ from the buyer reference on hand.

Invoice type * |

Grobadressierung * Feinadressierung * Check digit * yOU must up|0ad the
Buyer referance * | : | |-.E.-|| || Determine Buyer Reference | downloaded file using the
S option  continue  entering
[ i bar® . . .
e | o] invoice (see sectiors).
Inveoice issue date * | =] I I@l
| |®| Note: You can also crea
Currency * Euro = . .
' templates using thisnethod.
Purchas= order number | | & |
Payment due dat=* | B I IG) |
PRYMENE TEMS ook Diccounts
=+ add cash discount
Delays
o Add delay
Other terms of payment
@
imwcicing period | rom | [2][ = | [2]
|
Clicking here will cancel the 5 If you clickon discard invoice the

information you entered will be
deleted and you can begin
entering information for a new
invoice.

process of creating an invoice
All the information you entered
will be deleed and you will
return to thedashboard

o — o«
" Manda A‘/ .“‘t
.‘/ o

» Cancel * Discard invoice

Site notice |  DataPrivacy | Termsof use

10348710118
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The invoice creation process

The process of creating an electronic invoice usingZzRé&can be divided into nine steps. You can save the
invoice at any step during the process and upload it again later to continue working on it.

bund ¢ Max Mostermann = &
Biling Detaily

Federal Government's Central Invoice Submission Portal -
Create new Invoice

Please enter all general information about the invoice,

Doecument Payment Aadatanal
mvce data ) Sellar > Buyer > wvoics Unes > £ > Completon ) Confirmation
Totals Ingtructions Dacumanis

Downioad invoice draft

Invoice data *

Operating guide for theveb interface of the federal Central Invoice Submission Portal (ZRE)
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In the screen entitlednvoice datayou can enter basic key data for your invoice

REFEREMZ

bupd:de _

Deshboard | Billing Details

nvoice data > Saller 3

Invoice data *

Imvaice typs *

Select one of the /

specified types of
invoice here

4

Buyer reference ©

Invoice numkber *

Inenice issue date

Currency *

Payment due dat= *

Paryment Terms

Invaicing pericd

Invoice nate

» Invoice references

{* Mandatary Field)

» Cancel

Furchase arder number |

Buyer  } Invoice Lines >

Document Paymant
Todals nstructicns

Additional
Documents

buyer reference can differ from the buyer reference on hand.

The first [Grabadressierung) nd last [Check digit) parts of the ‘

Mas Mustermann = &

Detailed descriptions are

Federal Government's Central Invoice Submission available for almost all of
Create new Invoice

Please enter all general information about the invoice.

the fields.

These can be viewed by
clicking on the question
mark symbol next to the
relevant field.

Your customer will provide yoL
with ad dz&8 SNJ NBEFSNB Yy OS
ID¢ .UThis allows the recipient to
be accurately identified in the
electronic transmission process. |
82dz R2 y2i (y2¢s
a [ S A-ibgy®Hcan search for it
by clicking ondetermine buyer

Grobadrecsierung Feinadressierung * Chack digit *
| = | | @| | | | Determine Buyer Reference |
| @]
(o] o]
| Eur H |
o]

(=] lo]
Cash Diecounts
o add cach discount
Delays
e reference
Other terms of paymeant
| From | | | | To | @

Bite notice |  DataPrivacy | Termsof use Support Hatline

1048710118
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,2dz Oy FAYR 2dzi (K& 5&¢dzé NI NIKTSS NByerptiisind Neieiddnde y . 0 &
or budget manager number

The use of asteriskas wildcardas followswill usually help you in your searct

*xxx (search results must end with the characters after the aster
xxxX* (search results must begin with the characters before the aster

Determine Buyer Reference . )
*xx¥* (search results must contain the chaters between the two asterisks)

Pleasa note: The lederal and state
submiszion platforms Please ask t

'z poszbie to ertec & * Defore and after the saarch sext as a wikicard. The search test must be af feast 3 characters fong

Buyer

“ l CIEU Sey:h

Feinadressierung Organssation

Operating guide for theveb interface of the federal Central Invoice Submission Portal (ZRE)
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hyOS &2dz KI @S S yhugeNEdendoKsS INIBEO#ELTaisobiitiflié to enter moriavoice
data.

REFERENZ

3
bund de AR
Orshboard [ Billing Detads

Federal Government's Central Invoice Submission Portal -
Create new Invoice

Please enter all general information about the invoice,

invoice data > Seller > Buyer > inyoice Lines ) oo::::e n:’;"::;_ ::i:e’:: > complebon > Conhrmaticn
lnvoice data * Dowriload inwoice draft
|nvo.:el-,pe‘l Commercial imvoice : I‘L‘l
The first (Grobadresmerung) and last [Chack digit) parts of the
@ buyer releranca can differ from the buyer refersnce on hand
If you have received an Grobadressierung * Feinadrassierung * Chack digit *
invoice number from o= relesneet | = $ || ] || Qutarraing Gisyer Aoference
your customer, enter it e
here. R
A,“Tnvon:e number * I 2 ]
JEoicR PR tte S [2] You can add information on cas
curmoey [ eure : [2] dl_scqunts or payment _delays b
clicking on the plus signs here
Purchase crder number | osg7as4321 ]l,, ] |nf0rmation about the
,,vmmduedm.[ o= l S | ] discount/delay deadlines (numbe
of days and percentage) is requirec
PRYMENETEMS. Cash Duscounts The basic amount on which the
+ Add cazh discount discount or delay is based can b
entered at will (your choice is nor
Oelay= T —_ . .
' T restricted). You can enter variou:
o axdy details about discounts andethys. |
You can enter additional paymen | ower terms of payment N #
conditions here. (
_ y =
imvocing perod [ srom | ][ = | [2] If you rendered a service
= within a certain period of
Invoice note time, you carspecify that
period here.

» Invoice references

To proceed to the next

Click on invoice referencesto enter .
“ __ screen, clickext.

specific information such as projec
number, contract number sales order
number, tender number, or object
identifier. j T | e

1.0.21367-1.0118

y.
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In the screen entitledeller you can enter your identity, postal address and contact details.

bund’

Dashboard | Seller

Pdmx Mustermann = &

Federal Government's Central Invoice Submission Portal -

Cre; Seller refers to you, the

Please

.
y

Invoicadats >  Seller ) Buyer  } Invoice Lines

Information on the seller *

O 1would like to submit the invaice as & microentrepren

supplier or service provider. |

If your trade name is
different from your company
name, you can enter your
trade name here.

Business name * | Max Musterverkaufer

You must enter

Other trade name |

either your VAT
1D or tax \dentifier |
number to

VAT identifier |

proceed to the

next screen.

[ Tax registration number |

= additional lesgal informaticn |

Seller postal address *

Street | hause number |

Fost-office box |

If your customer has
provided you with a
vendor number, you
can enter it here.

Here you can enter information such a
the name of the chairperson of the
board or the names of supervisor
board members.

Please enter the street name and hous
number of your company in the
relevant field, as well as the post cod
andcity/placename It is not sufficient
to enter apostoffice box number.

Past code | City * | |® | |
Federal state |
Country * GEnmany El
Seller contact details
Hame * | Mz MusterverkBufer | @ |
E-mail * | maxmustarmannigtest da | @ |
Telephone * 123404878 | [ |
O3 Pyem ot thar ekl - If the LJ- & Sn&@rakdis different from the
company name, you can enter the relevar
- name here.
H “ux REpresentative

Check this box to display the
fields in which to enter the
information.

Diiscard invoice:

To return to the previous

Site notice

screen, cliclprevious

fatline
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* Federal Ministry ﬁ‘ Federal Ministry
of the Interior, Building > of Finance
and Community

If while creating your invoice a validation error is identified (e.g. a required field has not been filled out), you will
be notified ofthis as soon as you attempt to leave the current step in the process (i.e. the current screen)

Seller postal address *
Strest | house number
Fost-ofnce box

Post code f ity *

federn! viste

Coantry *

Seller contact details

Nama * | faax Musteryerkaote %)

A notification appears if you
have forgotten to fill in a
Telaphone * | 12345678 required field, or if some
information you have entered
does not  conform to

) Payoa other than soties requirements.

E-mal * Y manr@Tast.oi

Vabdation Error

If you wat to make the
ed correction at a later time, click
later to continue the process

n without correcting the error.

Soker’s Tax Representative

(* Mandatory Fekd|

You will be reminded of these
Cancel T
m errors at the end of the invoice
creation process.

10214867-1.0118
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* Federal Ministry * Federal Ministry
of the Interior, Building > of Finance
and Community

4.3 Information about the invoice recipien{3/9)

In the screen entitleduyer you can entedetails aboutyour customer.

REFERENZ

bund Max Mustermann - &
Dashboard | Buyer

Federal Gove tic term buyer )tral Invoice Submission Portal -

Create new i here refers to
your customer.

Y.

Please provide all necessar, _dyer.

. L Document Payment Additional . y .
Invoice data » Seller > Buyer » Invoice Lines Tatals Instructions Documents » Completion » Confirmation
Information on the buyer * - DET e O R
Name * © |@| Please enter the full
Plemze antar the name of the buyer name of  your
mer here.
Other trade name | |® | customer here

VAT identifier @
If your customer has a trade
Identifi . .
= er‘: name that is different from
their own name, you can enter
their trade name here.

Buyer postal address *

Strest [ house number | |®| Please enter the street name ani
house number of your customer ir
Click here to the relevant field, as well as the

display he fields i |post cade  city + | |@,| | |®| post code anctity/place name It
which to enter the is not sufficient to enter gost

Post-office box | |® |

buyer contact Federal state | |® | office boxnumber.
details. N
Country * | Germany ® |®|
-
) Enter the buyer contact detailshere. Please also
» Buyer contact details provide the name of a contact person.

[ Delivery infarmation

{* Mant

If the recipient of the service or the place ¢ m , Discard inveice
delivery are different from those you enterec
previously for your customer, you can enter th
information by checking the box marketklivery
information. The relevant fields will then appear. | termsofuse |  SupportHotline
e 1467-1.0119
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4.4

Federal Ministry
of the Interior, Building
and Community

Ll R

Invoice lineg4/9)

In the screen entitlednvoicelinesyou can add specific line items to your invoice.

REFERENZ

Federal Ministry
of Finance

.
bllnd L‘if_' Max Mustermann = &
\ va e digital

Dashboard | inwoice Lines

Federal Government's Central Invoice Submission Portal -
Create new Invoice

Please provide all necessary information for each invoice line,

Invoice data. > Seller > Buyer ) nvoice Lines ) Enter the Corl’ect :’ > comgpletion » Confirmaticn
item numberhere.

f

Dawnload invoice drait

Invoice Lines

Operating guide for theveb interface of the federal Central Invoice Submission Portal (ZRE)

Invoice kne numbar ¢ tem number Name * Ouantity *
[ Tolf [o]] ) o]
Unit® item price (VAT-exclusive) * Overall price (VAT-exclusive) *
| Fiece s |UH 2000 111;” 200000 I(DI
Open this field to add | e Descripy
. . ——
additional data for the item | 1= You can enter the VAT rate
in question. for the product or service -
— —t here.
v Enter additional data for invoice line B Duplicate invoice Sine
Account assignment invoice line number Rem buyers identsfier
[o]| [o]| [o]
Invoice Ene allowances
Reason for aflowance *
@ | @ | gaze amount (var- Allawance (VAT- L
[ [o]| [o]| [o]
o Add allowance
Imoice Ine charges
Reascn far charge *
< | Base amount (var- Charge (VAT~ L
SR []] lo]| 2]
4 Add charge
You can add further lire
You can addallowancesand charges for to your invoice here if
each item by clicking on the plus ssgivou required.
will be required to give a reason for the
allowance or charge and to enter the (ne revos | “ Etemd ke
amount. Various kinds of allowances ar
charges can bentered.
—l _ Site notice DataPrivacy | Termsof use Support Hotline

1.0.21487-10118
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$ Federal Ministry @ Federal Ministry
of the Interior, Building of Finance
and Community

4.5 Invoice amountg5/9)

In the screen entitledlocumenttotals,the amounts from each invoice line item (entered in the previous screen)
are added together. The total amounts are displayed and summarized according to their VAT rate. You can also
addallowancesand charges to the invoice as a whole

REFERENZ

bund.fff “tystermann v 8
rwaltung digital Here you have the option to entellowances
andchargesat invoicelevel If you open these
fields, you will be required to enter the ne
. amount of theallowanceor charge the VAT
Federal Government's Ce and the reason for thallowanceor charge. L~

Create new Invoice A

Dashboard / Document Totals

> A“‘
Please provide all necessary additional information on the “/A(sl Furthermore it's possible to add allowances and
charges at document level, “/4‘
. o Document Payment Additional 8 . .
In ller yer ! P S mpletion Confirmation
voice data » Selle > Buye > - ofies > Totals kidions Docats > Completion » Coi atio
- 3
_
» Invoice level allowance Download invoice draft

» Invoice level charges

Invoice level VAT breakdown
Ths field show

Total amount (VAT- VAT rate VAT amount * the total amount of
exclusive) * VAT payabln this
This field show [ 2000.00 l®| 19.00% w000 |@! VAT category
il

the total taxable _
invoice amount 1

in this VAT Expriiob00 aetn In this field yowan enter
e / the reason for exemption
y
i | ‘ from VAT tax.
Document Totals
Sum of invoice line net amount * | 2,000.00 |©‘
/ Sum of allowances on document level ’ @
In this section the Sum of charges on document level [ I@

totals of all the

. . Invoice total amount without VAT * 2,000.00 | @ |
invoice amounts
are automatically Total VAT amount * I 38000 | ®
displayed as a
summary. Total amount (VAT -inclusive) * ’ 2,380.00 | @|
“A Paid amount l | ®|
_ 4
Rounding amount | | (0]
Amount due for payment * | 2380.00 | ©|
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$ Federal Ministry @ Federal Ministry
of the Interior, Building of Finance
and Community

4.6 Bank transfer detailg6/9)

In the screen entitlechayment instructions you can enter the bank transfer information required for your
customer to send you the payment.

REFERENZ
.
bund ( "r Max Mustermann » 2

Dashbonet! | Payment instruchons

Federal Government's Central Invoice Submission Portal -
Create new Invoice

Please provide all necessary information for the payment instructions,

2 Document Payment Addivanal 2
invoice data > Seller > Buyaer > Imvoce Lines ) = > Completon > Conhmmaton
Totals Instroctions Dacurments
Payment Instructions LOwreeas Swoioe Crait
Rermittance reference | Rachnungsnuamet 2 7 X122 .1"7
Reference information ; )
(e.g. invoice number) car /4—1‘ . If you have arranged direct debit

with the invoice recipient, select
that option here. Otherwise select

be entered in this field
(remittance referencg so

Means of payment * © Crauit ransfer

that your invoice is ) Difect debit (anky with SEPA Direct Debit mandate) credit transfer(i.e. bank transfer).
correctly identified.
= Account halder | Wax Mustermany T o
IBAN or account identifier* | DE021730000000000002001 @ |
BC BYLADEM10: £ .@;
If necessary, please enter you
& Add bank account Bank Identifier Code (BIC) s
that your bank can be
Please enter your properly identified.

International  Bank
(* Mandatory Feld) Account Number

ST (IBAN) so that your | “ S
EOEE b biad NS IMVoIC
pee account can be Discard invoi

properly identified.

1.0.21467-1.0119
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Q Federal Ministry @ Federal Ministry
of the Interior, Building of Finance

and Community

4.7 Attaching additional documentg7/9)

In the screen entitlechdditional documentsyou can attach up to 200 files to support your invoice. The files

should not exceed 1MB in total

.
bund H';’.’ Max Mustesmann = S

Dashboard | Supporting Cocuments

Federal Government's Central Invoice Submission Portal -
Create new Invoice

Please add all necessary additional supporting documents.

Documeant Payment Actdtiomad
Irwoscs dsts ) Cedlar > Buyes > Invoecs Lines ) 2 > y > > Complstion > Confitmatson
Totals Ingtruchons Documants

Additional Supporting Documents  To upload dditional documentsdrag and |~ "o e
drop the desired file into this area ol
navigate to the file by clicking in this area.

Click or crag and drop Ne here.
Permifted hle types
POF, PNG, IPEGIPG, XLEX, O-D-5,CSV
Permitted file si2e: 1) MB

ot Add referancs

Here you can add
references such

as links.
Documant nams/documsant location Type wertifier *
l Rechaung pdf @ file ](_3 I ebeence &
Fllezuze
2824 kb
Dascription
o)
B Femove
If you wish to remove a
(* Mandatory Field) documentyou have already

uploaded, you can do so b

Cancel Pravioas clickingremove. fice

A

102146710119
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Q Federal Ministry @ Federal Ministry
of the Interior, Building of Finance
and Community

4.8 Completing the invoicd8/9)

Almost done! The screen entitledompletion allows you to check the information you have entered.

TheZREean help check that your
information is correct and
complete. All you have to do is
click onvalidate invoice
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