
PRACTICAL IMPLEMENTATION GUIDE

UAE eInvoicing
in Zoho Books

Requirements, setup and everyday workflows

With screen references and a readiness checklist

SGA World Auditing Accounting LLC SPC

Saif Chartered Accountants

6 October 2026

www.sgaworld.ae  |  www.saifaudit.com

Based on the Zoho webinar and official reference material



SGA World | Saif Chartered Accountants | Zoho Books eInvoicing Guide 1

About this implementation guide
Review prepared 6 October 2026

Purpose. A practical guide to setting up and using UAE e-invoicing in Zoho Books, prepared for SGA World
Auditing Accounting LLC SPC and Saif Chartered Accountants. It combines the locally saved webinar with
clearly identified official Zoho reference material.

Recording reviewed. Videos/2026-10-02 15-08-31.mp4: 25 minutes 26 seconds, 1280 x 720, with an audio
track. The main recording starts at the implementation timeline and ends during Q&A. The earlier 15-02-52 clip
was checked visually and contains the webinar title and recording setup. There is a gap before the main clip;
this is a summary of the available recording, not a claim to have reviewed a complete uninterrupted webinar.

Main outcome. Configure your legal and tax details, appoint and link Zoho through EmaraTax, complete item
and contact master data, review an invoice before submission, then track the e-invoice status and UUID.
Incoming supplier invoices appear as bills for review.

Screen references. The guide retains the webinar screenshots, alongside official Zoho screenshots at up to
3,020 pixels wide. The step-by-step section includes each relevant setup, master-data and transaction screen,
with a focused detail view and numbered actions. Images retain their source pixels; fine text in the original
720p webinar cannot be recovered beyond the recording quality. Times refer to elapsed offsets in the main
MP4.

Navigation. The guide body covers requirements, configuration, transactions and readiness. It is followed by
23 illustrated steps, each with a screenshot, focused screen detail and numbered actions. The back cover lists
both firms' contact details.
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1. Implementation deadlines
Main recording 00:30

Recording frame at 00:30. Cropped to the slide or shared application; source resolution retained.

Milestone / category ASP appointment Go-live

Pilot / voluntary adoption From 1 July 2026 Pilot / voluntary

Revenue >= AED 50 million 30 October 2026 1 January 2027

Revenue < AED 50 million 31 March 2027 1 July 2027

Government entities 31 March 2027 1 October 2027

The slide separates ASP appointment from mandatory operational go-live. Selecting a provider is an earlier
milestone; working invoice exchange must follow by the applicable implementation date.

Official check. MoF confirms the large-business ASP appointment deadline was extended from 31 July to 30
October 2026; the 1 January 2027 go-live date remains. The threshold includes revenue equal to AED 50
million. [S1, S2]

For a business in the large-revenue category, the appointment milestone is approaching at the review date.
Establish the applicable revenue category, assign an onboarding owner, and plan a successful end-to-end test
before go-live. This last sentence is a practical action derived from the webinar preparation guidance.
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2. Peppol and the five-corner model
Main recording 03:00

Recording frame at 03:00. Cropped to the slide or shared application; source resolution retained.

Corner 1 - Supplier. Creates invoice data in its accounting system and submits it through its provider.

Corner 2 - Sender ASP. Validates the invoice and sends the structured data securely to the buyer provider.
The webinar presents Zoho Books as the ASP handling validation, compliance, reporting where applicable,
transmission and secure exchange.

Corner 3 - Buyer ASP. Receives and verifies the electronic invoice. Corner 4 - Buyer. Receives it in its
invoicing or accounting system.

Corner 5 - MoF / FTA. The slide describes a Tax Data Document reported to the FTA from the provider side.
This reporting branch sits alongside the business-to-business exchange; the five-corner picture should not be
read as five sequential recipients of the same PDF.

Format. The PINT-AE slide at 06:30 specifies XML based on UBL 2.1, the Peppol PINT-AE standard and a
Peppol exchange model. It lists a document UUID, business process identifier and specification identifier. The
structured data can be validated and processed automatically.

The slide lists electronic tax invoices, tax credit notes, export invoices, deemed supply and domestic reverse
charge supply, and self-billing where applicable. This is a slide summary, not a claim that every business must
use every transaction type. A visible PDF preview is the human-readable representation; structured electronic
exchange is the underlying workflow.
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3. Mandatory data categories
Main recording 05:30

Recording frame at 05:30. Cropped to the slide or shared application; source resolution retained.

The webinar groups the data into six categories aligned with PINT-AE. This is a high-level grouping, not an
exhaustive field-by-field technical schema.

A. Invoice identification. Invoice number, issue date, invoice type code, document UUID and business
process ID.

B. Supplier. Legal name, TRN, address, country and Peppol participant ID.

C. Customer / buyer. Customer legal name, TRN where applicable, address and country code. The slide
explicitly qualifies customer TRN with "where applicable".

D. Invoice lines. Item description and quantity, unit price, line amount, VAT category and rate.

E. VAT and tax. VAT category codes and rates, taxable amounts and VAT amounts, including standard-rated,
zero-rated and exempt treatments.

F. Discounts and charges. Invoice-level and line-level discounts, additional charges or allowances and their
related VAT category information.

Practical implication. Complete the underlying business and item records before the first live invoice. A
correct invoice total alone does not establish that identifiers, classification, address and tax-category data are
complete. Generated identifiers such as UUID are outputs of the exchange workflow, rather than arbitrary text
to type into a customer record.
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4. Preparation before configuration
Main recording 01:30

Recording frame at 01:30. Cropped to the slide or shared application; source resolution retained.

The preparation slide contains eight parallel tasks:

1. Review ERP or accounting software compatibility with PINT-AE.
2. Confirm TRN and tax registration information.
3. Plan and test ASP connectivity.
4. Plan testing and onboarding before mandatory deadlines.
5. Clean and validate customer and vendor master data.
6. Ensure VAT codes are correctly configured.
7. Review credit note handling.
8. Train finance teams on the new digital workflow.

Suggested sequence derived from the slide. Establish the applicable deadline; verify company registration
data and EmaraTax access; appoint the provider; update customer/vendor and item data; test outbound
invoices and inbound bills; then train the team and monitor unresolved transactions.

Scope clarification from the regulation. Ministerial Decision 244 of 2025 excludes B2C transactions, and
persons exclusively engaged in those transactions, until a later ministerial decision determines otherwise.
Therefore, broad spoken references to "all businesses" should be read with the legal scope and exceptions.
[S3]

The webinar demonstrates B2B sales and receiving. It does not provide an exhaustive legal analysis of every
exclusion, sector-specific case, or non-VAT-registered onboarding scenario.
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5. Verify the organisation in Zoho Books
Main recording 08:50-09:50; screenshot 09:10

Official Zoho documentation screenshot [S4]. Native-resolution PNG; personal example values are blurred in the source.

Menu path shown. Settings > Taxes & Compliance > E-Invoicing. Open the setup workflow and start with
Verify Your Details.

Business data. The presenter calls for registered business name, TRN and TIN, then organisation address
and mobile number. The address form shows Address Line 1, City, State and Postal Code.

Address update choice. The screen offers updating the address only in new transactions or updating it in
existing and new transactions. A notice says changes also appear in the Organisation Profile and Tax
Settings. Select the option deliberately; this is a configuration choice with consequences for historical
transaction presentation.

FTA Registered Email ID. The presenter stresses that this is the email registered with the FTA, not merely
the email used to sign into Zoho. Use your organisation's registered details, rather than the demonstration
entries.

Read the terms and conditions, accept them and choose Save & Continue. The next stage is connecting to
EmaraTax and the ASP.

Documentation check. Zoho currently states that taxes must be enabled and a TRN entered before this
setup. After portal linking, return to Zoho and use Verify & Complete Setup. The recording moves to an
already configured demonstration organisation; the complete final button sequence is supplemented from the
official help page. [S4]



SGA World | Saif Chartered Accountants | Zoho Books eInvoicing Guide 7

6. Appoint and link Zoho through EmaraTax
Main recording 10:00-12:05; screenshot 10:50

Official Zoho documentation screenshot [S4]. Native-resolution PNG; personal example values are blurred in the source.

The presenter plays a separate onboarding video inside the webinar. The local MP4 contains the visual steps
and her narration.

1. Log into EmaraTax for the required entity and open E-Invoicing.
2. Read the instructions/guidelines, confirm that you have read them and proceed.
3. In List of ASPs for onboarding, search for Zoho.
4. Select Zoho Software Trading LLC and click Proceed to ASP.

5. On the Zoho Linking Request screen, verify applicant details. Visible fields include Registered EmaraTax
E-mail Address, country code, registered mobile number (optional), and TIN.
6. Check entity details, including legal name and the Arabic legal name, accept the confirmation and submit.
7. Wait while validation and registration complete.

Evidence of completion. At 12:00, the EmaraTax Linkage Status with ASP tab shows Zoho Software Trading
LLC with a green Linked status. The narration describes successful onboarding. This is the demonstration
entity's result, not a check of your own organisation.

Return to Zoho to finish verification. Practical success criteria are correct entity/provider linkage and completed
Zoho setup, followed by a successful invoice test. Opening the settings page alone is not evidence of
successful network connection.
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7. Complete the item master
Main recording 12:20-13:35; screenshot 13:30

Recording frame at 13:30. Cropped to the slide or shared application; source resolution retained.

Menu path shown. Items > New Item. The screen distinguishes Goods from Service and exposes additional
classification fields.

Fields visible. Primary and secondary language (Arabic) name; Goods/Service type; GTIN; Nature Code;
HSN/SAC Label; excise-product checkbox; Unit; Unit Code; SKU; selling price; sales account; tax and
description.

The presenter highlights nature/classification information, HSN/SAC and the unit code as additions to prepare
for e-invoicing. A search panel lets the user find the relevant classification by description. A separate unit-code
lookup is also mentioned.

How to use this in your data cleanup. Identify the correct goods/service category, use the lookup for the
appropriate classification and map the selling unit to the applicable unit code. Populate the normal price, sales
account and tax fields. Use a code appropriate to the actual item; the code shown in the demo is not a
universal selection.

GTIN and the excise-product flag are visible but the recording does not establish that every visible item field is
mandatory for every item. Treat applicability as dependent on the transaction and product rather than copying
all demo values.

Later in the invoice demonstration, the chosen item carries its HSN/SAC and unit code into the line. This
shows why master-data preparation reduces repeated manual entry.
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8. Complete customer and vendor identities
Main recording 13:40-15:15; screenshot 14:00

Recording frame at 14:00. Cropped to the slide or shared application; source resolution retained.

Menu path shown. Sales > Customers > New Customer, then Other Details. Basic information includes
Business/Individual, company name, display names in primary and Arabic languages, email, phone and
customer language.

eInvoicing-related identity fields. TIN Number; Buyer ID Value (label and value); Buyer ID Authority; Legal
Name; Location Code Type; Location Code Value; Electronic Address. Tax Treatment and Place of Supply
also appear. Currency, payment terms and address/contact tabs remain part of the customer record.

The presenter says comparable preparation applies to vendors. The webinar lists fields to fill, but it does not
explain all permissible identity schemes or all cases in which individual fields are conditional.

Check network eligibility. Open an existing customer and inspect PEPPOL Status. The demonstration at
15:00 shows Eligible and a Check Status link. The presenter uses this to check whether the customer is set
up on the network.

Practical interpretation. A customer's ordinary email address is separate from an electronic network address.
TRN, TIN, buyer identity, legal name and routing information have distinct roles. Obtain the correct identifiers
from the customer or their provider rather than inventing or borrowing values from the example.
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9. Prepare and review a sales invoice
Main recording 15:20-17:05; screenshot 15:30

Recording frame at 15:30. Cropped to the slide or shared application; source resolution retained.

Menu path shown. Sales > Invoices > New. Choose the customer and the item from the prepared master
records. Review dates, payment terms, quantities, price, tax treatment and totals.

The line exposes HSN/SAC and Unit Code inherited from the item. The tax menu shows Exempt, Out of
Scope, Standard Rate [5%] and Zero Rate [0%]. The presenter says the workflow is not confined to
standard-rate transactions; applicability still depends on the underlying legal transaction scope.

Demonstration amount. One Apple iPhone 15 pro (128GB) line is priced at AED 3,900. With VAT of AED
195, the total is AED 4,095. This is an illustrative invoice, not a statement about market pricing or your tax
treatment.

Expected Payment Mode. At 16:30 the form shows Credit Card and says the value is included in the XML
export for e-invoicing compliance. The presenter explains that a later payment by another method is not a
problem because this is the expected method.

Pre-push review. The presenter stresses checking item details, price and data before pushing, since
submitted invoice data cannot simply be changed. Save the invoice as a draft and review the generated
representation before network submission.

The demo shows a domestic reverse charge checkbox and other fields, but does not fully demonstrate their
configuration. Do not treat visible optional controls as instructions to enable them for every invoice.
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10. Submission status is separate from Draft
Main recording 17:10-18:25; screenshot 17:30

Official Zoho documentation screenshot [S4]. Native-resolution PNG; personal example values are blurred in the source.

The presenter selects the Peppol submission action and the invoice displays PUSH INITIATED. The screen
says a UUID will be generated once successfully pushed. A transient initiated state is not itself the successful
final state.

Two separate tracks. In the webinar at 17:30 the invoice is still labelled DRAFT, while the e-invoice status
says PUSH INITIATED. The ordinary document status and the electronic exchange status describe different
things. "Draft" alone is not enough to decide whether transmission has begun.

The screen also retains Send Invoice and Mark As Sent in the What's Next area. The narration refers to
sending or marking as sent after the electronic push. Button labels can vary by screen/version; use the
e-invoice status and UUID to establish exchange progress.

The report later shows final Pushed, Failed and Yet To Be Pushed records. The presenter explains that
successfully pushed transactions get a unique identifier.

Current documentation clarification. Zoho describes Send Invoice as initiating Peppol submission.
Successfully pushed data is locked; pushed transactions cannot be deleted. Corrections use a credit note.
Failed validation shows errors which can be corrected before retrying. [S4]

Arabic names. The demo displays a warning that secondary-language (Arabic) customer and item names are
missing. Populate those master-record fields to display them in the bilingual PDF. The warning should not be
silently equated to a failed Peppol submission.
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11. Receiving invoices as purchase bills
Main recording 18:35-20:00; screenshot 19:30

Recording frame at 19:30. Cropped to the slide or shared application; source resolution retained.

The presenter switches from the sending organisation to the receiving organisation and opens Purchases >
Bills. The outgoing invoice appears as an incoming bill.

Matching example. The received bill is INV-001193, matching the invoice demonstrated earlier, with a
balance of AED 4,095. This supports the end-to-end demonstration of sending in one organisation and
receiving in another.

Draft is a review stage. The incoming bill has a Draft label and a Convert to Open control. Review the
supplier, lines, quantities, prices and tax before moving it into the normal payable workflow. The recording
demonstrates receiving; it does not demonstrate automatic payment or approval.

Credit notes. The presenter includes sales credit notes and vendor credits in the e-invoicing flow. The current
Zoho help page confirms that vendor invoices are received as bills and vendor credit notes as vendor credits,
initially saved as drafts. [S4]

Practical control derived from the demonstration. Assign someone to review received draft transactions,
investigate mismatches and avoid manually recreating a bill already received through the network. Keep a
reference to the supplier invoice and its exchange identifiers for reconciliation.
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12. Monitor the e-invoice report
Main recording around 20:00-20:50; screenshot 20:00

Recording frame at 20:00. Cropped to the slide or shared application; source resolution retained.

Menu shown. Reports > E-invoice Report. The screen shows Date Range, Entities, More Filters, Run Report,
Group By, Customize Report Columns and Export.

Visible report columns. Transaction Number; Transaction Type; Contact Name; E-invoice Status; UUID. The
demonstration includes rows with Yet To Be Pushed, Failed and Pushed statuses.

Operational interpretation. Yet To Be Pushed is pending electronic submission. Failed requires investigation
of the transaction's error. Pushed is the successful exchange state used in the demonstration and
documentation. Keep the UUID as a persistent reference for queries and reconciliation.

Suggested routine. Run the report for the relevant period and entity, review unresolved or failed transactions,
open the source records, correct permissible errors and confirm that retries reach the successful status. Export
the report when evidence of submission is needed. This routine is a recommendation derived from the report,
not a complete process demonstrated in the webinar.

The screenshot uses a previous-month date filter. It is a monitoring example, not confirmation that every
October transaction was submitted. Do not infer readiness of a live organisation from these demonstration
rows.
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13. Webinar pricing and transaction counts
Main recording 21:50-22:55; screenshot 22:00

Recording frame at 22:00. Cropped to the slide or shared application; source resolution retained.

Pack Eligible transactions Slide price

Free First 100 No cost

100 Pack 100 AED 41

500 Pack 500 AED 185

1000 Pack 1,000 AED 330

5000 Pack 5,000 AED 1,500

10000 Pack 10,000 AED 2,700

> 10000 Pack Contact support Contact support

The webinar presents a non-recurring UAE e-Invoicing add-on. The slide says the first 100 e-invoicing
transactions are free on a Professional-or-above paid plan of Zoho Books (UAE) or Zoho Inventory.

The slide says unused pack counts remain valid as long as the Organisation ID remains the same. For larger
packs, contact support.

Counting rule on the slide. Vendor bills and credit notes passing through the e-invoicing framework also
count, in addition to B2B and B2G outbound invoices. Budget using total eligible exchange activity, not just the
number of sales invoices.

Status of these figures. These are prices shown in the 2 October recording. They have not been
independently verified as a current offer or quote. Confirm current plan eligibility, pack terms and pricing before
purchasing.
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14. Questions and limits of the available
recording
Closing section around 22:00-25:26

Buyer without an ASP, or buyer outside the UAE. This question is visible in the audience chat. The
available audio transcription does not establish a reliable complete answer. As a separate documentation
check, Zoho says customers not registered or not eligible on Peppol can receive a PDF by email. That
software fallback does not by itself settle the reporting obligations of every overseas or non-connected
transaction. [S4]

Why a draft invoice if electronic submission has begun? Another visible audience question asks about
Draft after pushing to the FTA. The demo directly shows two status tracks: the invoice document is Draft while
its e-invoice status is Push Initiated. Treat accounting/document status and network exchange status
separately. The audience answer cannot be quoted confidently from the closing audio.

Can the payment method change? During invoice preparation, the presenter explains that Expected
Payment Mode is an expectation; a later actual payment using another method is not a problem. This is one of
the spoken clarifications recoverable with useful confidence.

Can a pushed invoice be edited? The presenter warns to review before pushing. Use the correction
workflow rather than trying to overwrite the already exchanged invoice. The specific credit-note correction
guidance in this guide is supplemented from official Zoho documentation.

Other gaps. There is no complete worked example of a credit-note correction, a failed submission/retry, a
buyer using another ASP, exports with all conditional fields, self-billing, or recurring transactions. The
screenshots show demo screens and do not prove your own organisation is configured.

Audio review limit. The full audio was processed locally; the closing portion received an additional
transcription pass. Some speech remains unclear or yields unstable recognition. Uncertain Q&A answers are
deliberately identified as unresolved. This guide is a structured, evidence-based summary, not a certified or
verbatim transcript.
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15. Readiness checklist and source references
Practical actions derived from the review

Before onboarding. Confirm transaction scope and revenue category; record the appointment and
implementation dates; verify TRN/TIN, legal name, registered address and FTA email; ensure the authorised
person has EmaraTax access.

Complete setup. Verify details in Zoho; select Zoho Software Trading LLC in EmaraTax; confirm the linkage
status; return to Zoho and finish setup verification.

Prepare data. Review goods/service classification, HSN/SAC and units; collect buyer/vendor identifiers, legal
names, routing addresses and tax treatment; populate relevant Arabic names; check customer Peppol
eligibility.

Test an outbound invoice. Use a controlled, appropriate test transaction; review the bilingual preview and all
data before submission; confirm the successful e-invoice status and UUID; verify receipt with the buyer. Avoid
sending artificial live invoices merely to test a production connection.

Test receiving and corrections. Verify the incoming bill/vendor-credit review process; define correction
responsibilities; monitor failed and pending submissions in the E-invoice Report.

Access control - documentation addition. Settings > Users & Roles > Roles includes an E-Invoicing / Push
Transactions permission. Give it to the appropriate users. [S4]

Budget and train. Confirm current plan and pack terms, estimate outbound plus inbound eligible activity, and
train finance users on pre-push review, incoming drafts and monitoring.

Primary recording. 2026-10-02 15-08-31.mp4 in the user's Videos folder. All numbered screenshot times
refer to this file. Supporting early title clip: 2026-10-02 15-02-52.mp4. Original recordings were not edited or
uploaded for transcription.

Official sources checked on 6 October 2026.
[S1] MoF eInvoicing initiative and legal resources.
[S2] MoF targeted amendments and extended ASP deadline.
[S3] Ministerial Decision 244 of 2025, Article 5 (read with later amendments).
[S4] Zoho Books UAE e-invoicing help.

Branding sources. Logo symbols supplied by the user. Contact details: Saif Chartered Accountants and SGA
World contact page, accessed 6 October 2026.

https://mof.gov.ae/en/about-us/initiatives/einvoicing/
https://mof.gov.ae/en/news/ministry-of-finance-announces-targeted-amendments-to-einvoicing-system-decisions/
https://mof.gov.ae/wp-content/uploads/2025/09/Ministerial-Decision-No.-244-of-2025-on-the-Implementation-of-the-Electronic-Invoicing-System.pdf
https://www.zoho.com/ae/books/help/e-invoicing/
https://www.saifaudit.com/
https://sgaworld.ae/contact/
https://sgaworld.ae/contact/


The five-corner e-invoicing model
Readable vector reference accompanying the original webinar screenshot

CORNER 1

Supplier

Creates the invoice and submits it through its
OpenPeppol accredited service provider.

CORNER 2

Sender ASP

Validates invoice data and securely transmits
it to the buyer ASP.

CORNER 3

Buyer ASP

Receives the electronic invoice and verifies it.

CORNER 4

Buyer

Receives the invoice in its invoicing or
accounting system.

CORNER 5

MoF / FTA

Receives the Tax Data Document (TDD) reported
through the provider side of the exchange.

Secure exchange

Tax reporting

Reporting branch

Zoho as ASP: validation, compliance checks, reporting, transmission and secure exchange.

Typeset from the webinar slide; original screenshot remains in the guide.



Step 01  |  Open e-invoicing setup

Focused screen detail

1. Open Settings > Taxes & Compliance > E-Invoicing.

2. Click Set Up Now.

Official Zoho documentation screenshot [S4]

Original pixels retained. Detail view is a crop of the same screen.

SGA World | Saif Chartered Accountants                         Step 1 of 23



Step 02  |  Verify company details and address

Focused screen detail

1. Enter registered business name, TIN and TRN.

2. Check the registered address, mobile number and FTA email.

3. Choose the address update option, accept the terms and Save & Continue.

Webinar screenshot at 09:10; original 1280 x 720 recording

Original pixels retained. Detail view is a crop of the same screen.

SGA World | Saif Chartered Accountants                         Step 2 of 23



Step 03  |  Go to EmaraTax

Focused screen detail

1. Click Go to EmaraTax.

2. Sign in with the authorised account for your entity.

Official Zoho documentation screenshot [S4]

Original pixels retained. Detail view is a crop of the same screen.

SGA World | Saif Chartered Accountants                         Step 3 of 23



Step 04  |  Choose the taxable person

Focused screen detail

1. Find the required taxable person.

2. Click View, verify contact details and open E-Invoicing.

Official Zoho documentation screenshot [S4]

Original pixels retained. Detail view is a crop of the same screen.
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Step 05  |  Select Zoho as ASP

Focused screen detail

1. Read and accept the portal instructions.

2. Search for Zoho Software Trading LLC and select the provider.

3. Click Proceed to ASP.

Official Zoho documentation screenshot [S4]

Original pixels retained. Detail view is a crop of the same screen.
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Step 06  |  Verify applicant details

Focused screen detail

1. Enter the registered EmaraTax email and TIN.

2. Check the country code and optional registered mobile number.

3. Click Verify Applicant Details.

Webinar screenshot at 11:00; original 1280 x 720 recording

Original pixels retained. Detail view is a crop of the same screen.
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Step 07  |  Submit entity details

Focused screen detail

1. Verify the legal entity details and tax registration.

2. Confirm the declaration.

3. Click Submit and wait for onboarding to complete.

Official Zoho documentation screenshot [S4]

Original pixels retained. Detail view is a crop of the same screen.

SGA World | Saif Chartered Accountants                         Step 7 of 23



Step 08  |  Check successful portal linkage

Focused screen detail

1. Return to EmaraTax E-Invoicing.

2. Open Linkage Status with ASP.

3. Confirm Zoho is shown as Linked for the correct entity.

Webinar screenshot at 12:00; original 1280 x 720 recording

Original pixels retained. Detail view is a crop of the same screen.

SGA World | Saif Chartered Accountants                         Step 8 of 23



Step 09  |  Complete setup in Zoho Books

Focused screen detail

1. Return to the Zoho Books setup page.

2. Confirm the portal registration is complete.

3. Click Verify & Complete Setup.

Official Zoho documentation screenshot [S4]

Original pixels retained. Detail view is a crop of the same screen.
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Step 10  |  Check e-invoicing is active

Focused screen detail

1. Check the ACTIVE status.

2. Verify the registered email, TIN and TRN.

Official Zoho documentation screenshot [S4]

Original pixels retained. Detail view is a crop of the same screen.
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Step 11  |  Prepare the item master

Focused screen detail

1. Open Items > New Item, or edit an existing item.

2. Set Goods or Service and applicable classification details.

3. Complete the unit, unit code, price, sales account and tax.

Webinar screenshot at 13:30; original 1280 x 720 recording

Original pixels retained. Detail view is a crop of the same screen.
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Step 12  |  Use the classification lookup

Focused screen detail

1. Open the HSN/SAC lookup.

2. Search by the goods or service description.

3. Select the correct applicable code, then save the item.

Webinar screenshot at 13:00; original 1280 x 720 recording

Original pixels retained. Detail view is a crop of the same screen.
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Step 13  |  Prepare customer names and contacts

Focused screen detail

1. Open Sales > Customers > New Customer, or edit a customer.

2. Enter company, legal/display names and contact details.

3. Complete the applicable Arabic name and address details.

Webinar screenshot at 14:30; original 1280 x 720 recording

Original pixels retained. Detail view is a crop of the same screen.
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Step 14  |  Complete buyer identity and routing

Focused screen detail

1. Open Other Details.

2. Enter applicable TIN, buyer ID, authority and legal name.

3. Complete location/electronic address, tax treatment and place of supply.

Webinar screenshot at 14:00; original 1280 x 720 recording

Original pixels retained. Detail view is a crop of the same screen.
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Step 15  |  Check customer Peppol eligibility

Focused screen detail

1. Open the customer profile.

2. Find PEPPOL Status and click Check Status.

3. Review the result before planning network submission.

Webinar screenshot at 15:00; original 1280 x 720 recording

Original pixels retained. Detail view is a crop of the same screen.
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Step 16  |  Create and review the invoice line

Focused screen detail

1. Open Sales > Invoices > New and select the customer.

2. Choose the prepared item; review quantity, price, HSN/SAC and unit code.

3. Check tax category, discount and totals.

Webinar screenshot at 16:00; original 1280 x 720 recording

Original pixels retained. Detail view is a crop of the same screen.
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Step 17  |  Set expected payment mode

Focused screen detail

1. Review the invoice payment terms.

2. Select the appropriate Expected Payment Mode.

3. Save as draft and review all data before pushing.

Webinar screenshot at 16:30; original 1280 x 720 recording

Original pixels retained. Detail view is a crop of the same screen.
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Step 18  |  Submit the invoice through Peppol

Focused screen detail

1. Open the reviewed draft invoice.

2. Use Send Invoice to initiate network submission.

3. Monitor the separate e-Invoice Status.

Official Zoho documentation screenshot [S4]

Original pixels retained. Detail view is a crop of the same screen.

SGA World | Saif Chartered Accountants                         Step 18 of 23



Step 19  |  Monitor the initiated push

Focused screen detail

1. Check the Push Initiated indicator.

2. Wait for the successful final status and generated UUID.

3. Investigate a Failed status and its error before retrying.

Webinar screenshot at 17:30; original 1280 x 720 recording

Original pixels retained. Detail view is a crop of the same screen.

SGA World | Saif Chartered Accountants                         Step 19 of 23



Step 20  |  Review the bilingual invoice

Focused screen detail

1. Inspect seller, buyer, identifiers and invoice lines.

2. Complete missing Arabic names in the relevant master records.

3. Keep the transaction reference and UUID for reconciliation.

Webinar screenshot at 18:20; original 1280 x 720 recording

Original pixels retained. Detail view is a crop of the same screen.
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Step 21  |  Review the received purchase bill

Focused screen detail

1. Open Purchases > Bills in the receiving organisation.

2. Open the received draft and check supplier, lines, tax and total.

3. Follow your review process before Convert to Open.

Webinar screenshot at 19:30; original 1280 x 720 recording

Original pixels retained. Detail view is a crop of the same screen.
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Step 22  |  Monitor the e-invoice report

Focused screen detail

1. Open Reports > E-invoice Report.

2. Choose the period/entity and Run Report.

3. Review pending, Failed and Pushed transactions and their UUIDs.

Webinar screenshot at 20:00; original 1280 x 720 recording

Original pixels retained. Detail view is a crop of the same screen.
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Step 23  |  Review packs and transaction counts

Focused screen detail

1. Estimate outbound and inbound eligible exchange activity.

2. Review the webinar pack table.

3. Confirm current Zoho plan eligibility and prices before purchase.

Webinar screenshot at 22:00; original 1280 x 720 recording

Original pixels retained. Detail view is a crop of the same screen.
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SGA World Auditing Accounting LLC SPC

Abu Dhabi

M-B6, Khalidiya Towers, Al Bateen - W10

Abu Dhabi, United Arab Emirates

+971 2 675 6726  |  info@sgaworld.ae

Dubai

1923, The Exchange Tower, Business Bay

Dubai, United Arab Emirates

+971 4 570 1795  |  info@sgaworld.ae

www.sgaworld.ae

Saif Chartered Accountants

Dubai

1106, The Prism Tower, Business Bay

Dubai, United Arab Emirates

+971 4 451 8600  |  info@saifaudit.com

www.saifaudit.com

Contact details sourced from the firms' official websites.

https://sgaworld.ae/contact/
https://www.saifaudit.com/
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