User Guide for
“Donation Offline Validation Program v3.0”
(Version 1.1 — Dec 2011)




About Donation OVP v3.0

Hardware and Software Requirements

Download Donation OVP v3.0 via myTax Portal

Install OVP v3.0

A A

Validate Files

 File prepared in .txt format

e Error messages and rectification

e File prepared in .csv format

e Error messages and rectification




About Donation OVP v3.0

The Donation OVP v3.0 is used to validate the file format
and data generated from IPC own application. It helps to
flag out invalid data so that error(s) can be rectified before
the file is transmitted to IRAS

New features

e OVPv3.0is now able to validate file in both .txt and .csv
format Mew

e Data will be encrypted before file is transmitted to IRAS™"
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Hardware & Software Requirements

Minimum Hardware and Software Requirements

1.
2.

Pentium Il or higher (Pentium Il — Class recommended)

Minimum 350MB of free hard disk space (600MB is
recommended)

Minimum 128MB RAM

Operating System : Windows XP (Service Pack 2),
Windows Vista, Windows 7

Microsoft .NET Framework v4.0
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Download OVP v3.0 via myTax Portal

Go to IRAS website <https://mytax.iras.gov.sg/>

Z @ Singapore Government
Integrity = Service = Excellence
4 At my TaX P Ot’tal i Cortact Info / Fesdback / Stemap
INLAND REVENUE
AUTHORITY You Surf, We Serve
OF SINGAPORE

Home | About IRAS | Hews & Events | Careers | AskIRAS | Useful Links | Technical FAQ

Welcome to myTax Portai Step 1 - 1 am logging in for

myTax Portal is a safe and secure one-stop personalised portal for taxpayers to transact with IRAS
electronically.

E“ l ¥, GIRO your tax and win cash prizes totalling $360,000 in our annual lucky draws. S 2= Al DT
s TR Congratulations to the 203 winners of our 1% lucky draw on 17 May 20111

w I N [:HHH | Stay with GIRO for more chances to win in our next Jucky drav.

SingPass or IRAS PIN

If you are logging in on behalf of your organisation

Flease ensure that you have

- The Organi at - . - =
- senwieil 1 Select <My Organisation’s/ Business’ Tax
Matters

-~ mmsas | ) Click <SingPass>

- GET .

- Propery 8.30am(SGT}, dus to daily mairtenance . We
- Cthere-Services apologize far any inconvenience caused

- Payment

4

Join GIRO to enjoy interest free

installment payment

You may submityour GIRO applications
online, ifyou have an ibanking account with
DBS or QCBC.

For a paper copy of the form, please
download the farm.

Securgdy



Download OVP v3.0 via myTax Porta

ysinyagor: Personal Access : r 4 . 3 : ':
S, n gI asS : _ ersonal Access

M
8 Secure

Terms of Use | FAQs | Help | About Us

Welcome

to SingFass Authentication Service

SingPass D | 51234567
e.n. S1234567G, 1234567 G

rter your Identification Humber)

-24 characters, CASE-SEMSITIVE)

SingPass Ioooonoo.

Submitl Cancel

ass

By clicking on the Submit button, you agree to be hound by the terms
specified in the Terms of Use and Important Notes below.

3. Enter SingPass ID and SingPass
4. Click <Submit>

Important Notes

a. “ou understand that SingPass is intended to help you autherticate yourself on the Internet. As there
are inherent security risks on the Internet, you must carefully consider the degres to which you
choose ta rely on your SingPass

b. “ou will mairtain secure possession of your SingPass. if you know or suspect that the security of
your SingPass has been compromized, you must stop wusing SingPazs and notify the SingPass
operator immediately. If you disclose or share your SingPazs with anyvone elze (regardless of
wehiether you receive payment for ), and your SingPass is used for ilegsl purposes, you may be held
liakle.

c. The Governiment of Singapore ("Government") does not warrant or endorse any goods, services,
information, accuracy or the privacy practice associated with any non-public sector websites
("Private Website") even though the Private Webste may reguire the use of SingPass.

. Wou will not kiold the Governmert liable for any datmadge o loss of any kind caused as & result (direct
or indirect) of the use of any Private Website, including but not limited to any damage o 10ss suttered
as a result of reliance on the contents contained in or available from the Private Websie

&. vou shall under no circumstances submit, upload or transter any unauthorised files, codes, scripts

=



Download OVP v3.0 via myTax Portal

7

INLAMD REVENUE
AUTHORITY
OF SINGAPORE

At my Tax Portal,
You Surf, We Serve

Home | About IRAS | Hews & Fvents | Careers | Ask IRAS | Useful Links | Technical FAG

® Login to mpTax Portal

B e-Services Authorisation
System (EASY)

Request for
SingPass/IRAS PIN

- Request for SingPass

- Request for IRAS PIN

B Information On

- Individual Income Tax

- Corporate Tax

- Goods & Services Tax
- Property Tax
- Others

® For Employers
B Dur e-Services

B payments & Refunds

- Information on
Payments & Refunds

- GIRD Application Forms

® Tax Resources
- e-Tax Guides
- Downloadable Forms
- Average Exchange Rates

- Tax Treaties

B Dther Information
- About IRAS
- Press Statements

- Careers & Scholarships

- Sitemap

- Useful Links

® Contact IRAS

I am logging in for my organisation's /business' tax matters

Singapore Government |
Integrity » Service » Excellence

Contact Info /' Feedback ! Stemap

My QOrganisation Tax Reference Number

Clearl Cancel |

"drop-down” selection list. Please see table below.

5. Select the ID type and enter organisation Tax
reference number
6. Click <Login>

Forgotten your PIM?

Please enter the correct Organisation Tax Reference Number as follows:

Wwith the implementation of Unique Entity Mumber {(UEN}), ROC/ROB has been removed from the

Local Companies with UEN (vyyynnnnne format)

[previously known as "ROC"]

Select "UEN-LOCAL 0" and enter the number (e.g. 2003123454}

Foreign Cormpanies with UEN (TyyPQnnnn format) [previously known as "ROC"]

Select "UEN-OTHERS" and entar the nurnber {e.q. TOSFC12344)

Local Businesses (exclude sole-proprietorships for GST) /Partnerships with UEN (nnnnnnnni format) [previously known as "ROB"]

Select "UEN-BUSINESS" and enter the number (e.g. 529123454)

Lirnited Liability Partnerships with UEN {TyyPQnnnn format)

Select "UEN-OTHERS" and enter the number {e.q. TOSLL1Z344)

Clubs, Associations, Societies, Government Agencies & Others with UEN (TyyPQnnnnx format)

Select "UEN-OTHERS" and enter the number {e.g. TOGSS12344)

Others without UEN

Select "ASGD" and enter the number (e.g. AZ5001231) ar
Select "ITR" and enter the number {e.g, 2001123456

Organisations under GST group registration

- Apply for Declaration of Agents

Select "GESTN" and enter the nurber {e.g. MI1234567% or MR2Z3456784)

Please login using respective individual member's Tax Reference Mumber for:

Qrganisations under GST divisional registration

- Apply for Major Exporter Scheme

Select "GSTN" and enter the number (e.g. MI1234567 % or MBZ345678A)

Please login using the Parent entity's Tax Reference NMumber for:

Sole Proprietarships own by individual person for GST

Select "GSTN" and enter the nurnber (eg M91234567% or MX2345678A)

IRAS 13/09/2011-09P



Download OVP v3.0 via myTax Portal

Integrity = Service = Excellence

@ Singapore Government |

At my Tax Portal, _
YOU surf, We Seﬂ/e Cortact Info /' Feedhback ! Sitemap

INLAND REVENUE
AUTHORITY

OF SINGAPORE

Home | About IRAS | Hews & Events | Careers | Ask IRAS | Useful Links | Technical FAG

H H . .
Dme_ Mame of Organisation : TESTIPC
B Log out from my7ax Portal 14, peference No. ¢ TO1CC1234C
B change IRAS PIN
Messages
B e-Services For
- e-Submission
what I Meed To Do
B General G5T Services
7. Click <e-Submission>
- Downloadable Forms
Wwhat's Mew
- Average Exchange Rates
- Tax Treaties
B Contact IRAS Please remember to LOGOUT and CLOSE the browser after you have completed your filing.

IRAS 19/09/2011-32R
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Download OVP v3.0 via myTax Portal

2D At my Tax Portal,

| D REVEMUE
AUTHORITY You Surf, We Serve

OF SINGAPORE

Home | About IRAS | Hews & Events | Careers | Ask IRAS | Useful Links | Technical FAQ

I
B Log out from mypFax Portal
N | v:ant to perform e-Submissionof | [l

B change IRAS PIN 1
O e-Gerite=s o The e-Subrnission Application is bestfle ADONATION sl bioyve

8. Select <Donation>

B General GST Services
I

B Tax Resources

- &-Tax Guides IRAS 13/09/2011-32R

- ownloadable Forms

- Average Exchange Rates

- Tax Treaties

B cContact IRAS
|

11



Download OVP v3.0 via myTax Portal

INLAND REVENUE
AUTHORITY
OF SINGAPORE

B Home

B Log out from myTax Portal

B thange IRAS PIN

B e-Services For

- e-Submission

B General GST Services
B Tax Resources
- e-Tax Guides

- Downloadable Forms

- Average Exchange Rates

- Tax Treaties

B Contact IRAS

Home | About IRAS | Hews & Events | Careers | Ask IRAS | Useful Links | Techni

@ Singapore Government

Integrity *+ Service » Excellence

At my Tax Portal,
You Surf, We Serve

Cortact Info § Feedback § Sitemap

I FAQ

I want to perform e-Submission of IDONAT|ON 'l

Download ipclink Application for Offline Preparation

Download Offline Walidation Program

tiew Status 9. Click <Offline Validation Program>

View/Edit Contact Person's Details

The e-Submission Application is best viewed using IE 5.0 and abaove

Back to Home Page |

IRAS 19/09/2011-32R

12



Download OVP v3.0 via myTax Portal

At my Tax Portal, 2

You Surf, We Serve Ask IRAS  |NLAND REVENUE
AUTHORITY

OF SINGAPORE

Download Offline ¥Yalidation Program
DONATION

Flease cfick on the lnk below to download the program for nffline validation
Offine Validation program = —

Please note Terms of Use

1. Offline Yalidation Program

Do you want to run or save thiz hle?

=] Mame: OFflinevalidationPrograrm. msi

|.'?P" .
i, Type: Windows Installer Package, 715 KB s

From: 192.168.116.21

Supported Operating System
Windows XP Service Pack 2 (SP2 can be

Run | Save Cancel |

Back to e-Submission kenu |

potentially harm your computer. [F pou do not trust the source, do not
run or save this software, What's the rizk?

IRAS 04/10/2011-34R

@ YWhile files from the [ntermet can be wuzeful, this file type can

10. Click <Offline Validation Program>
11. Click <Run>

13
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Install OVP v3.0

i'._w!,'J Donation Offline ¥alidation Program ¥3.0 - 0] x|
Welcome to the Donation Offline Validation [ A
Program v¥3.0 Setup Wizard el

The ingtaller will guide vou through the steps required toingtall D onation OFfine W alidation Program
w3.00 on your computer.

WARMIMG: This computer pragram i protected by copyright law and international treaties.
IInauthaorized duplication or distribution of this program, or ang partion of it, may result in zevere civil
ar criminal penalties, and will be prosecuted to the maximum extent pozsible under the law.

Cancel < Back

1. Click <Next>

15



Install OVP v3.0

iz Donation Offline ¥alidation Program v - 0] x|

License Agreement

—
.
b [ /‘I

- B

Pleaze take a moment to read the license agreement now. |f you accept the terms belove, click "l
Agree"’, then "Mext". Othensize click "Cancel'.

TERMS OF USE +

Thank you for using Donation Offline Validation Program (henceforth
known as "application ). By accessing and/or using any part of this
Application, you are required to agree to be legally bound by these
Terms of Use, If you do not agree tothese Terms of Use, please donot
use this Application,

= | Do Mot Agree
Cancel | < Back |

2. Read the Terms of Use. Select <| Agree> and
Click <Next>

16



Install OVP v3.0

fiF Donation Offline Yalidation Program ¥3.0

Select Installation Folder r_l :

The ingtaller will inztall Donation Offline Y alidation Program 3.0 to the following folder.

T o inztall in thiz folder, click "Mext”. Taoinstall to a different folder, enter it below or click "Browse"',

Folder:
C:%Program FileshRAS D onation Offline Y alidation Program +3.0% Browse. ..

Dizk Cozt...

Inztall Danation Offline Y alidation Pragram 3.0 for yourzelf, or far anvane who uses thiz computer:

* Eveyone

= Just me

3. Browse for the designated folder and
click <Next>

17



Install OVP v3.0

{iZ Donation Offline Yalidation Program v3.0 - 0] x|

— "-.I

] g
s #
'\_\_,_4-z

Confirm Installation |

The ingtaller is ready to install Donation Offline Y alidation Program «3.0 on vour computer.

Click, "Mext" to ztart the installation.

Cancel < Back

4. Click <Next>

18



Install OVP v3.0

i Donation Offline ¥alidation Program v3.0

Installing Donation Offline Validation [ 3
Program ¥3.0 s 2B

|}._E Donation Offline ¥alidation Program »3.0 o [l
Dranation Offline Y alidation Program 3.0 is being installed. Installation CDI’I’IP'EtE I_
Fleaze wait...
N o Offire Vaidalion Program v3.0 has been successfuly instaled.
Chck "Close™ o ext
] L

5. Click <Close>

19
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Windows XP FProfessional

Validate Files

1. Go to Start > Programs > Donation Validation
Program v3.0

21



Validate file with .txt extension

EIRAS - Donation Offline ¥alidation Program ¥3.0 =10 x|
IRAS - Donation Offline Validation Program 4
INLAMD REVEMUE
AUTHORITY
OF S5IMGAPORE

1. The Donation Offline Yalidation Program is designed to help |PC

- ta validate the file farmat and data generated.

- flag outinvalid data so that these records can be rectified before submitting to [RAS,

- to have better data protection as records are outputinto an encrypted file for subrission.

2. Flease ensure that the data file is complete and correct before transmitting to [RAS.

3. Please click the link below to view the Terms of Use.

Terms of Lse Mext LCancel |

2. Click <Next>

22



Validate file with .txt extension

IRAS - Donation Offline ¥alidation Program ¥3.0

IRAS - Donation Offline Validation Program 4

INLAND REVENUE
AUTHORITY
OF SINGAPORE

File Name : Browse.. Yalidate

Save Errars to File Back [ ext Cancel

3. Click <Browse>

23



Validate file with .txt extension

IRAS - Donation Offline ¥alidation Program ¥3.0

- Open File 7| x
IRAS - Donation ( LA 21x|
Lack jre | ) TXT = O T = INLAND REVENUE
— AUTHORITY
@ ash, bwt OF SINGAPORE
File Name : I WSE.. Yalidate
by Documents
o
by Computer
File narme; Itest.t:-:t j
Save Errors to File I Fies il It:-:t fles[".tl] j ance ~ [dext Cancel

4. Select the .txt file* to be validated
5. Click <Validate>

*file extension must be in .txt (lower case)




=101 x|

EIRAS - donation OFfline Yalidation Program ¥3.0

INLAND REVENLIE

IRAS - Donation Offline Validation Program
AUTHORITY
OF SINGAPORE

“alidate

Browse.. |

File Mame : IE:\T}{'I'\test.bct

Errar(s] found. Please rectify and validate the input file again.
sin | IC no Receipt no Line no Ltart pos End pos Error description
3 511111114 ons539 2 4 15 Irvalid. Pls ensure both 1D Type and ID no. are given correct...
2 SOOFCLI1IE 004778 7 4 15 Invalid. Pls ensure both 1D Type and ID no. are given correct...
3 TOL5512344  ADOL 12 4 15 Invalid. Pls ensure both 1D Type and ID no. are given correct...
*

Back | [t | Cancel

Sawve Errars to File

6. Error(s) will be listed for your rectification.
7. To save the error list, click <Save Errors to File>




Save Errors to File

EIRAS - donation OFfline Yalidation Program ¥3.0

=101 x|

SaveFile
IRAS - Donation Of

Savejn | T<T 2 [ T e
INLAND REVEMUE
AUTHORITY
OF 5IMGAPORE
File Mame : IE:\T}{'I'\test.bct 1 | Yalidate

Errar(s] found. Please rectify Dezkiop

sin | ID no .
3 511111114 o B re given correct...
2 SO0FCLILLE re given correct...
3 T 5512344 ‘i; re Ziven comrect...
L ar
&5 by Computer
Fil= narme: IErrn:nr_Tesﬂ j ‘
Save as type: Icw files (% cav] j Cancel
s
Save Errors to File TraTE: T == | Cancel

8. Save the error list to the designated drive

26



le Edit Wiew Favorites

Tools  Help

Save Errors to File

Fi

eﬁack - f\) - l.@

/’:j Search i Falders ‘|,_J‘>" (3 x n | -

Address |@ CHTET

Marme

Size I Type

| Date Modified = |

C"_E]Error_Test.csv

LKB Microsoft OFfice Exc...

09/09j2011 05:31 PM

I./EIT%,; = R = Error_Test.csv - Microsoft Excel -gXx
. Home Insert Page Layout Formulas Data Review View @ - X
= j; Calibri -ln - laElE = §|\£| =i General - ijﬁ‘ ﬂ _l_;kj ;‘:E:::evv é: % ‘jia
o g | B[O A [E S S| | S ot e G o | - Fant R

Clipboard = Font F} Alignment ) Number F} Styles Cells Editing

! AL e fe| s/n

A B C D E F G H 1 1 K L M N o i

1 [s/n _|ID no Receiptnilineno  Startpos End pos  Error description

2 1511111117 5539 2 L 15 Invalid. Pls ensure both ID Type and ID no. are given correctly.

2 2 SO0FC1111 4778 7 4 15 Invalid. Pls ensure both ID Type and ID no. are given correctly.

4 3 701551234 AQOL 12 4 15 Invalid. Pls ensure both ID Type and ID no. are given correctly.

3

6

7

8

9

10

1

12 =

13

14

15

16

17

18

19

20

21

22

23 . . . .

2 9. Error list is saved in .csv. Double-click to open

25

26
4 4 ¢ M| Error Test f]

Ready

the file in Excel format.

T e

= |

27



Successful Validation

[l 1rAS - Donation Offline Yalidation Program v3.0

IRAS - Donation Offline Validation Program 4
INLAND REVENUE
AUTHORITY
OF SINGAPORE
File Name : IC:\T}(T\Test_Errorfree.Dct Browse.. I Yalidate

File validation is successful. Click <Next- to proceed.

Save Errors to File Back I Next Cancel |

10. Once the errors are rectified, proceed to
validate the file again.
11. Click <Next> once the validation is successful.

28



Summary of File

[&]1RAS - Donation Offline Validation Program ¥3.0

IRAS - Donation Offline Validation Program

Summary of File

File name :

Organization |D :
Year of information ;

No of Records :

Total amount of donation in .don file :

CATXT\Test_Errorfree.txt

TO1CC1234C

2011

15

$1,124,111.00

Please Proceed to <Generate .don file> for submission to IRAS.

INLAND REVENUE

AUTHORITY
OF SINGAPORE

Print Generate .don file Exit

12. Summary of file is displayed. To verify if the
Organisation ID, Year of Donation, No of records
and amount are correct.

13. Proceed to click <Generate .don file>




Generate .don File

EIRAS - Donation Dffline ¥alidation Program ¥3.0 =0l x|

IRAS - Donation Offline \ Y i

WMD) REVENLIE

Save in: IE}TKT j @ ? = [P HORITY

BIMGAPORE

Mame = | Size | Twpe | Date Moc

Summary of File

File narme :

Organization |0 :
Year of informmation :

Mo of Recards :

by Diocuments

Total armount of donatian in .don file E_I
tdy Computer

1| | 0

Please Proceed to <Generate .don file: ki Met File niarne: Idu:un2[l11 j Save |
Pl :
j Cancel | j Exit |

¥

A

Save as ype: I dan files [*.don)

14. Save the .don file to the designated drive.

30



[#l1rAS - Donation Offline Yalidation Program ¥3.0

IRAS - Donation Offline Validation Program

Submit File

Afile with extension ".don' has been generated in
CATXThdon2011.don
DO NOT make any changes to this file.

Please proceed to 'Login to Submit' this file via myTaxPortal.

>

INLAND REVENUE
AUTHORITY
OF SINGAPORE

Login to Submit Exit

15. Proceed to upload the .don file to IRAS via
myTax Portal by clicking <Login to Submit>.

31
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Error Messages (.txt file)

List of error messages

1 Invalid header record type Header record type must be ‘0’
2 Invalid source The source must be ‘7’
3 Invalid year of Information The year must be in YYYY format and must be the
year of donation records
4 Invalid type of information The type of information must be ‘07’
5 Invalid IPC’s ID type The type of IPC’s ID must be ‘0’
6 Invalid IPC’s ID no IPC’s ID must be valid and both prefix and check
digit must be in CAPS. eg. TO1CC1234A
7 Invalid Trailer record type Trailer record type must be ‘2’
8 Total number of records cannot be Total number of records in Trailer must equal to
reconciled total number of detail records
9 Total amount of donation cannot be Total donation amount in Trailer must equal to
reconciled total sum of donation amount of detail records

33



Error Messages (.txt file)

List of error messages

10 Invalid Detail record type Detail record type must be ‘1’
11 Invalid. Please ensure both ID Type and ID Both ID type and ID no must be correct. Both
no. are given correctly prefix and check digit must be in CAPS
01 (NRIC) SNNNNNNNC, TNNNNNNNC
02 (FIN) FNNNNNNNC, GNNNNNNNC

05 (UEN-Business)  NNNNNNNNC
06 (UEN-Local Co)  YYYYNNNNNC
35 (UEN-Others) TYYPQNNNNX,SYYPQNNNNC,

RYYPQNNNNC
10 (ITR) NNNNNNNNNC
08 (ASGD) ANNNNNNNC

12 Name must not be blank Donor’s name must not be blank

34



Error Messages (.txt file)

List of error messages

Invalid amount Donation amount must not be blank or zero value
14 Please ensure the year of donation is Year of donation in detail record must be the
matched with year of information in the same as year of information in header record

header record

15 Invalid type of donation The type of donation must be one of the
following and should be in CAPS:
O — Outright Cash
S — Shares/Unit Trust
A — Artifact
L — Land/ Building
P — Public sculpture
C - Computer

16 Invalid naming donation The type of donation must be one of the
following and should be in CAPS:
Z - Non-naming donation
N — Name IPC
F — Name facility

17 Illegal characters found To remove invalid characters used

35



About Donation OVP v3.0
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AR S A
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e Error messages and rectification
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Validate Files

5 T 1. Go to Start > Programs > Donation Validation
: Program v3.0

Windows XP FProfessional

37



Validate file with .csv extension

EIRAS - Donation Offline ¥alidation Program ¥3.0 =10 x|
IRAS - Donation Offline Validation Program 4
INLAMD REVEMUE
AUTHORITY
OF S5IMGAPORE

1. The Donation Offline Yalidation Program is designed to help |PC

- ta validate the file farmat and data generated.

- flag outinvalid data so that these records can be rectified before submitting to [RAS,

- to have better data protection as records are outputinto an encrypted file for subrission.

2. Flease ensure that the data file is complete and correct before transmitting to [RAS.

3. Please click the link below to view the Terms of Use.

Terms of Lse Mext LCancel |

2. Read the Terms of Use. To proceed, click
<Next>

38



Validate file with .csv extension

IRAS - Donation Offline ¥alidation Program ¥3.0

IRAS - Donation Offline Validation Program 4

INLAND REVENUE
AUTHORITY
OF SINGAPORE

File Name : Browse.. Yalidate

Save Errars to File Back [ ext Cancel

3. Click <Browse>

39



Validate file with .csv extension

EIRAS - Donation Offline Yalidation Program ¥3.0

Open File

Lok ir: |E;~ Cov

El_la] kest, csy

IRAS - Donation Off = O T =

File Nare : I

ty Documents

"

ky Computer

-
fdy M etk
Places

File name:

[
=

Itest.csv

Filez of type: In::sv files [F.oav]

Save Errons to Fille

=10] %]

INLAMD REVENLIE
AUTHORITY
OF SINGAPORE

“alidate

Carnicel |
ps
Back | [ st | Cancel

4. Select the .csv file* to be validated
5. Click <Validate>

*file extension must be in .csv (lower case)




EIRAS - Donation Offline Yalidation Program ¥3.0

IRAS - Donation Offline Validation Program

=101 x|

INLAMD REVEMLIE

AUTHORITY
OF SINGAPORE
File Mame : IE:\CS\-"\test.csv Browse.. | “alidate
Errar(s] found. Please rectify and validate the input file again.
ifn | IC no Rovwe no Colurn no Error description
3 51111111 2 C Irvalid. Pls ensure both 1D Type and ID o, are given correct...
2 SO0FCLI1LA 3 C Irvalid. Pls ensure bath ID Type and ID na. are given correct...
*
Back | I [=Fee | Cancel |

Save Errars to File

6. Error(s) will be listed for your rectification.
7. To save the error list, click <Save Errors to

File>




Save Errors to File

EIRAS - Donation Dffline ¥alidation Program ¥3.0 =0l x|
I//
IRAS - Donation Off Savein | () CSY = O T = 4
Iﬁﬂ] INLAMD REVENLIE
kest, cav AUTHORITY
OF SINGAPORE
File Mame : IE:\CS\-"\test.csv | “alidate
Errar(s] found. Please rectify a
s | 1D ne I
» R [y Ciocuments
2 SO0FCL111aA |3
L 18
ky Computer
File name: IErr-:ur_test j
Save az ype: I.::w files [* cav) j Cancel
P
Save Errors to File I Back | I [=Fee | Cancel

8. Save the error list to the designated drive
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Save Errors to File

File Edit ‘iew Favorites Tools  Help |-,

Q- O 3 S X9
Address I@ C:yCsy j Go

Mame = | Size | Type | Date Modified
El’ilajError_test.csv 1KE Microsoft Office Exc...  12/09/2011 10;58 AM

—

/._jSearch i Folders

-0 X

|'/E::l = o ¥ Error_test.csv - Microsoft Excel

Home Insert Page Layout Formulas Data Review Wiew = 4

@ -
o ; a,
=] % - S (== - = ] A || g™ Insert ~ b
Calibri 1 A AT == = General - |
_j . 5 ﬁ _ﬂ P Delete - IE o
|- A= < $ - 9% 9 |/%0 ;09| Conditional Format  Cell M Sort & Find &
I - Sl B || {RiE Formatting = as Table = Styles ~ sz Format = || &2~ Filter~ Select~
Clipboard ™= Font T Alignment ] Number T Styles Cells Editing
| AL - £ | s/n
A B 5 D E F G H 1 1 K L M N (o]
S/n .ll[] no Row no  Column miError description
1511111114 2c Invalid. Pls ensure both ID Type and ID no. are given correctly.
2 SO0FC111] 3cC Invalid. Pls ensure both ID Type and ID no. are given correctly.

Paste ;
aste B I U-|:
e 7l u

I e

1
4
3
a
5
6
7
8
9

10
11
12
13
14
15
16
17
18
19
20
21
22
23

24 I

25

Fow e | 9. Error list is saved in .csv. Double-click to open

— the file in Excel format.
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Successful Validation

[#l1rAS - Donation Offline Validation Program ¥3.0

IRAS - Donation Offline Validation Program 4
INLAND REVENUE
AUTHORITY
OF SINGAPORE
File Name : |C:\CS\»\Test_errorfree.csv Browse.. | Yalidate

File validation is successful. Click =MNext- to proceed.

Save Errors to File Back | Next Cancel |

10. Once the errors are rectified, proceed to
validate the file again.
11. Click <Next> once the validation is successful.
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Summary of File

IRAS - Donation Offline Yalidation Program ¥3.0

IRAS - Donation Offline Validation Program

Summary of File

File namme : CHCSWATesT_erroMfres. csy
Organization |0 : TOLCCL234 0
Year of infarrmation : 2011
Mo of Recards : 2 Note:
' Each donation record with amount with cents
- . (decimal places) will be rounded up to the
Total amount of donation in .cey file : 51,500.50 nearest dollar.
Total amount of danation in .dan file : 41,501.00 eg. one record with amount = 100.50, the
[Donation amount of record with decimal is rounded up to the nearest dollar) amount to be updated in our system will be 101

Please Proceed to <Generate .don file: for submission to IRAS.

=101 x|

Z

INLAMD REVEMNLIE
AUTHORITY
OF SINGAPORE

Frint | Generate .don file Exit

12. Summary of file is displayed. To verify if the
Organisation ID, Year of Donation, No of
records and amount are correct.

13. Proceed to click <Generate .don file>




Generate .don File

EIRAS - Donation Dffline ¥alidation Program ¥3.0 =0l x|
saveFile 2 x]
IRAS - Donation Offline Valic Sevein: | 9 Cov BN
|EVEMLUE
Y
WPORE
Summary of File
File narme :
Organization |0 :
Year of infarrmation :
My Documents
Mo of Recards :
Total amount of donation in .csy file : EI
by Computer
Total amount of donation in .daon file :
[Donation amount of record with decimal
Fil= name: ||:||:|n2EI11 j
Please Proceed to <Generate .don file= for su Save az ype: I.j.;.n files [*.don] j Cancel
P :
ul e T Exit

14. Save the .don file to the designated drive.
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[#l1rAS - Donation Offline Yalidation Program ¥3.0

IRAS - Donation Offline Validation Program

Submit File

Afile with extension ".don' has been generated in
CACSYWdon2011l.don
DO NOT make any changes to this file.

Please proceed to 'Login to Submit' this file via myTaxPortal.

>

INLAND REVENUE
AUTHORITY
OF SINGAPORE

Login to Submit Exit I

15

. Proceed to upload the .don file to IRAS via
myTax Portal by clicking <Login to Submit>.
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About Donation OVP v3.0

Hardware and Software Requirements

Download Donation OVP v3.0 via myTax Portal

Install OVP v3.0

AR S A

Validate Files

 File prepared in .txt format

e Error messages and rectification

e File prepared in .csv format

e Error messages and rectification
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Error Messages (.csv file)

List of error messages

Error Message

Rectification

1 Invalid file format. Please ensure there are Column G to N of header record (first row) must
only 6 columns in the header be blank
2 Invalid file format. Please ensure there are There should be only 14 columns (A to N) in the
only 14 columns in the detail record(s) file. Any extra value after column N is to be
removed
3 Comma(s) are not allowed. Please remove To remove comma(s) found in the records

from this particular row

4 Invalid file format. Please ensure there are Column D to N of trailer record (last row) must be
only 3 columns in trailer blank

5 Invalid header record type Header record type must be ‘0’

6 Invalid source The source must be 7’

7 Invalid year of Information The year must be in YYYY format and must be the

year of donation records

8 Invalid type of information The type of information must be ‘7’
9 Invalid IPC’s ID type The type of IPC’s ID must be ‘0’
10 Invalid IPC’s ID no IPC’s ID must be valid and both prefix and check

digit must be in CAPS. eg. TO1CC1234A
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Error Messages (.csv file)

List of error messages

Error Message

Rectification

11 Invalid Trailer record type Trailer record type must be 2’
12 Total number of records cannot be Total number of records in Trailer must equal to
reconciled total number of detail records
13 Total amount of donation cannot be Total donation amount in Trailer must equal to
reconciled total sum of donation amount of detail records
14 Invalid Detail record type Detail record type must be ‘1’
15 Invalid. Pls ensure both ID Type and ID no. Both ID type and ID no must be correct. Both
are given correctly prefix and check digit must be in CAPS
1 (NRIC) SNNNNNNNC, TNNNNNNNC
2 (FIN) FNNNNNNNC, GNNNNNNNC

5 (UEN-Business) NNNNNNNNC

6 (UEN-Local Co) YYYYNNNNNC

35 (UEN-Others) TYYPQNNNNX,SYYPQNNNNC, RYYPQNNNNC
10 (ITR) NNNNNNNNNC

8 (ASGD) ANNNNNNNC
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Error Messages (.csv file)

List of error messages

Error Message

Rectification

16 Name must not be blank Donor’s name must not be blank

17 Invalid amount Donation amount must not be blank or zero value

18 Please ensure the year of donation is Year of donation in detail record must be the
matched with year of information in the same as year of information in header record

header record

19 Invalid type of donation The type of donation must be one of the
following and should be in CAPS:
O — Outright Cash
S — Shares/Unit Trust
A — Artifact
L — Land/ Building
P — Public sculpture

C - Computer

20 Invalid naming donation The type of donation must be ‘Z’ and should be in
CAPS

21 lllegal characters found To remove invalid characters used

51



