Supplier’s guide to upload and validate your
invoice

You have 2 possibilities to submit your invoices :

> On the SY portal
> By email

1- Upload your invoice on the portal Click here to upload your
invoice
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Upload or enter invoices

Choose your client to be invoiced * @
RTE (FR19444619258) - GROUPE

Digitisation mode for this client : Signed PDF

Fields marked with * are' mandatory




Upload your invoice and attachments

Upload or enter invoices 1-Click on “Find” to upload
your invoice in native pdf

format

Choose your client to be invoiced * €

RTE (FR19444619258) - GROUPE X -

Digitisation mode for this client : Signed PDF

Upload your invoices o

Drag & drop your document here or click the button to upload a document from
your computer

3- Click on the attach to add your
document at the format pdf,
2-Your invoice is there jpeg, tiff
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Attachments

The documents attached to your invoice FST2003943 FACTURE.pdf are shown below

Upload your attachment

4-you can choose the document attached
(statement, invoices from subcontractors

Deli N others ...) 5- Save to confirm you
have added your
document

Purchase order >
F2101_261_FOSELEV.pdf s5A7/21

Quote

Credit note

Invoice

Annex

Upload or enter invoices

Choose your client to be invoiced * &
RTE (FR19444619258) - GROUPE
Digitisation mode for this client : Signed PDF

Upload your invoices (i}

Drag & drop your document here or click the button to upload a document from
your computer

6-your document is
properly uploaded

My invoices and attachments €
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Cancel Confirm your invoice uploads

7-Confirm your invoice
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Document upload

Your documents have been recognized and their content is being read. You will be notified by
email when the corresponding electronic invoices are available at the portal and available for
you to check and validate.

Back Upload another m

2- Upload your invoice by email : ONLY for the invoices without
attached documents

You can also upload you invoice in native pdf format by email at
rte@efactures-cegedim.fr

ATTENTION : the first invoice submission must be made from the SY
portal so that the system can immediately check the compatibility of
the invoice format.

Once this step has been completed, other sending can be made by
email if desired.
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Validate your invoice :

Whatever the method (portal or email), you have to
validate your invoice

The objective is to check that the required fields are correctly completed in order to process
your invoice correctly.

1- | connect to the SY portal to validate it

Click here to validate your
invoice
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| check that all the field on the left side — — :
are corrects Check HERE if it is an invoice, a credit

note or a deposit

: Picture of your invoice

Validate my invoice @ ® Invoice Credit note Exemption credit note Advance payment

SIPLEC Supplier identifier eja|jc|B| <« > Page 1 N
AVENUE JEAN PREVOST
34500 BEZIERS

France nrecognised |
1 confirm that my ID FR37315281113 is on the
invoice
FACTURE N* FST2003843
RTE (GROUPE) Customer
7€ place du Dome ®
92073 Paris La Defense
France
1 confirm that my client's company name is on the
invoice
Customer-order reference Invoice date

02/03/2025

Invoice number

I check all the mandatory fields :
Identification supplier
Identification customer
Invoice date
Invoice number
Purchase Order

Invoicing currency




| check the fields and | complete with
yes or no the characteristics of my
invoice.

If this field is not filled in, it will be
considered as “no”

Contract Reference

Factoring Flag (Yes or No)

Subcontracting Flag (Yes or No)

Sample Flag (Yes or No)

Unique mandat reference (Yes or No)

Invoicing currency

EUR

Flag VAT exemption (Yes or No)

Reverse charge Flag (Yes or Noj

Assignment of claim Flag (Yes or No)

Guarantee Flag (Yes or No)

sampling date




Totals

Total amount Other taxes Other costs

Total VAT amount Tax-inclusive

Amount of
excluding taxes amount advance payment
514.38 0.00 0.00 102.88 617.26 0.00
VAT summary
VAT rate VAT base VAT amount
20.00 514.38 102.88 X

Payment terms & conditions

Due date

I check all the mandatory fields :
Amount excluding taxes
Tax-inclusive amount
VAT rate

VAT base

VAT amount

Attachments (1)
L]

| certify that | have checked that the mandatory wording appears on the invoice. | confirm that the
formation shown (which | have is with the

shown on the invoice.

2-| certify the information shown

1-Click to check or to add the attach
documents

-

3-1 validate my invoice

S




If your company is not subject to VAT if your invoice is exempt from

Contract Reference

Factoring Flag (Yes or No)
Subcontracting Flag (Yes or No)
sample Flag (Yes or No)

Unique mandat reference (Yes or No)

Invoicing currency

EUR

Totals

Total amount
excluding taxes

VAT

Flag VAT exemption (Yes or No)

yes

This field must be
completed « ves »

Flag VAT exemption (Yes or No)

Reverse charge Flag (Yes or No)

Assignment of claim Flag (Yes or No)

Guarantee Flag (Yes or No)

Sampling date
_— You must enter the amount of your
« » . . . . . .
You mf"St er\ter O»ina invoice in all the fields the circle in green
fields in vellow
Other taxes Other costs Total VAT amount Tax-inclusive Amount of

amount advance payment

90.00

VAT summary

VAT rate

0.00 0.00 0.00 90.00 0.00

VAT base VAT amount

0.00

90.00 0.00 x

Depending on the case, you will have to fill in and confirm all the mandatory
fields before the portal's artificial intelligence allows these fields to be
automatically read (It means that they are filled in with the correct data from
your invoice).

This adaptation tales place after one to 3 invoices.




2-1f you have sent your invoice by email

Madame, Monsieur,

Vs aves eovoyé & fachue COMBO BIC qust b 2UL10 14 14 (ST 10 cne fe ol Sy O
recus ot transtoemée on Ecthure Glectromigue

Vaones deves istintenand vous conoecier san SY &t val | receive an email and |
Client Cegexdim Assurances . . .
click in the field

Pawr toule mlornalion relatve au railemen e vos i {1
Center

0
L'aguipe suppon SY

Mo dr ne pas répendne 3 oot emall car £ na zar2 pas it Pour toule Infoemattan oo queshion ralatve 3 Paksatinn ooz
senvitas Ay Pordadl SY, noes wits Imitions A mous refolndra sur SY Infarmaton Canter

SY by Cogedim - SY Infonman Lonter - Sumez nous sur IEU

You must follow the procedure « validate my invoice »

Once validation has been done, your invoice will be checked by
Cegedim before being integrated into the RTE system. You will be able
to follow its status in your SY account.




Video steps to upload your invoice on the SY portal

Click on this field
PR clckonthisfeld
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Presentation

What is the Cegedim Group?
What is Cegedim e-business?
What is SY?

Why SY?

How can | access the SY service ?

How much does SY cost?

See all 13 articles
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Click on this field

First steps with SY

Guest Supplier Tutorials




Guest Supplier Tutorials

Franck
1year ago - Updated

Watch our videos !

Registering on the SY portal

Uploading and processing an invoice on SY
Tracking invoices on the SY portal

Generate an invoice from an order (POFlip)

Good use of the SY portal

For any anomaly on your SY account, please open a ticket with
Cegedim support at the link below :

https://support-sy.sybycegedim.com/



https://support-sy.sybycegedim.com/

