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Create Contact Profile (First Time Login)

Select “I want to perform e-Submission 
of <Donation>”.

At the first login, you have to fill up the Contact 
Profile page. The information entered will be used 
for subsequent communication with your
organisation.
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Create Contact Profile (First Time Login)

A pop-up message will be 
displayed.

Click <OK> to proceed.
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Create Contact Profile (First Time Login)

Enter data for all mandatory 
fields.

Click <Please click here to 
display name>.
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Create Contact Profile (First Time Login)

1. Name of Contact 
Person is 
displayed.

2. Enter the Contact 
Person’s 
information.

3. Click <Save>
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Edit Contact Profile

Click <View/ Edit Contact Person’s Details>.
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Edit Contact Profile

Click <Edit>.



9

Edit Contact Profile

1. Enter the Contact 
Person’s information.
2. Click <Save>.
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Upload File

Click <Upload File>
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1. Click <Browse>. 
2. Select the file you want to 
submit and click <Open>.

Upload File
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Select <Year Ended>.

Upload File
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Click <Upload> to submit the file 
to IRAS.

Upload File
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Click <OK> to proceed with the upload or 
<Cancel> to cancel the upload.

Upload File
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<Upload> will be disabled 
when uploading is in progress.

Upload File
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Upload File Acknowledgement

Click <Print> to print the 
acknowledgement page. Click <e-
Submission Menu> to return to e-
Submission menu or click <Log out> if 
you have completed uploading the file.
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View Status of Uploaded File

Click <View Status>
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Select <Year Ended 31 Dec> and click 
<Search>.

View Status of Uploaded File
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Click <Submission Reference No.> to view details of the file.

View Status of Uploaded Files
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View Status of Uploaded File
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