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e-Submission of Employment Income
User Guide for Offline Application

The Offline Application is a free application provided by IRAS. It allows employers to prepare and
submit their employees’ employment income information to IRAS electronically.

This application is suitable for employers:
e who do not have a compatible payroll system
e cannot generate relevant appendices from their payroll software or
e have to make amendments to submitted records.

Version 3.0_OEA(C) - Dec 2011
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Install the application (for first time users only)

Download and Install Offline Application

1. At IRAS website www.iras.qov.sg > choose e-Services (from Quick links)

INLAND REVENUE
AUTHORITY
OF SINGAPORE

About IRAS

For locals

For foreigners

non-resident directors...)
For new taxpayers

=

News & Events

Careers

Individuals

(employees, contract staff, pensioners, working overseas...)

(employees, professionals, public entertainers, sportsmen,

Ask IRAS Useful Links

Businesses

scheme)

* For companies (including Productiviea

» Singapore Government

Integrity * Service * Excellence
ContactInfo / Feedback/ Sitemap

Search

* For partners (general partnership, limited liability partnership,

limited partnership)

* For sole-proprietors/self-employed
(freelancers, commission agents, taxi drivers, hawkers...)

I
| within IRAS

5 . |

= Printer friendly TextSize 4 A A

Login to - Your one-stop
personalised portal for
—— transacting with IRAS

Request SingPass / IRAS PIN

e-Services Authorisation System
(EASY)

Quick links

Forms
e-Tax Guides Tax rates
Tax calculators  Payments
Tax treaties Tax acts
Exchange rates  Tax agents
Refunds Tax Academy

2. Select Offline Application (under e-Submission)

Individuals

Demo/User Guide
and FAQs

Popular e-Services

* File Individual
Income Tax
Form B1/B

* View and Settle
Late /
Non-Filing of
Income Tax
Forms,
Accounts and
Documents

More...

Businesses

Demo/User Guide and User Guide and

AAQs

Hopular e-Semvices

FAQs

Popular e-Semvices

Demo/User Guide
and FAQs

Popular e-Semices

R s

Demo/User Guide
and FAQs

Popular e-Semvices

View DIN * Enquire about * View Register of * e-Submission of
T :?el Annual (BBST Registered Employment
Eiiaioa alue a‘nd usinesses Income
in-charge. name(s) of » ! ;
2 e-File GST » Online
File ECI property Return{s) Fi e
File Form C owner(s) (e-VL) { p;?lca o
R * Request for _ } Offiine
> i Ly 7| Application
> Onlme . lawyers to GSTF7 p?l .I
application submit » Validation
: More... 2
» Offline completed v
application e-Notice of Submission
Transfer (e-NT) Application

File new IR 21
online

* File Partnership
Income Tax
Return Form P

¥ Apply for
Certificate of
Residence

More.

* Subscribe to
Integrated
Legal
Requisition
System
(InterReq)

* e-File for
Owner-
Occupier's Tax
Rates

More...

* e-Submission of

Donation

* e-Submission of

Commission

Demo/User Guide and
FAQs

Popular e-Semices

* EASY
$

e-Stamping

* View Account
Summary/Payments

* View
Correspondence
/Notices

* View Return Status

More...
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3. Select ‘Offline Version 3.X’ to download and install the Offline Application.

2
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AUTHORITY
OF SINGAPORE

Home About IRAS

e-Services

CGluick li

Offline Applicati

Upon downloading the Offli
frarm you excel spreadsheet
format for submission at s

Using the Offline Agplication

S | —
How do | get started using

the application?

Recommended hardware!

software requirement

@ Singapore Government

Integrity = Service * Excellence

Contact Info § Feedback § Sitemap

Search —
Within IR&S

Ea] Go

lews & Events Careers Ask IRAS Useful Links

i Printer friendly Text Size 4 A A

n of Employment Income =

2N

B Application, you can enter the employees' details directly ar copy the emplayment income details

nto the application's template and save the information. The application will generate a file in XML e-Services
Fa Portal.
Businesszes
EASY

e-Submission of Commission

1. Ensure that your c
and ahove

has Java Runtime Envir it Version 6 e-Submizsion of Donation

Java Setup Quick Start Guide T ok :an-CSUurtra]r;mssmn ofEmplayment

2. Refer to the step-by-st i
er to the step-y.step user guide Goods & Services Tax

Offline Application Quick Start Guide ﬂ(a?gKB) Individuals

3. Download the Offline Application and start preparing the employment
income information

—DI Offline Application Version 3.0 IJaVa application, 2331KE)

Other e-Services

FProperty Tax

Operating system
Windows 2000, Windows XP and Windows Vista
Java Runtime Ervironment Yersion & and above (7

Warning - Security

The application's digital signature cannot be verified.

Do you want to

4. Click <Run> to proceed.

run the application?

Name: AI5 O
Publisher: IRAS
From: http:/,

ffline Application

T iras, qov, 59

[~ &lways trust conkent From this publisher ;

Run

Cancel I

3

The digital signature cannat be werified by a trusted source, Only
run iF wou trust the arigin of the application,

More Information..,




Links:

Contents

Download and

Install Offline
Application

Step 1:
Create/Open
Profile

v

Step 2: Enter

Employees’
Income

Information

v

Step 3: Verify

Information
Before
Submission

v

Step 4:
Generate File

for Submission

v

Step 5: Submit
File to IRAS via

myTax Portal

Amend
Submitted
Records

Frequently
Asked

Questions

5. Upon successful download, you will see an ‘AlS Offline Application (version 3.X)’
icon on the desktop. The Offline Application will launch automatically at first
installation.

tﬁg

My Computer

2/

Recycle Bin

Java- starting...

L S,
== J
AlS Offline
Application

Launch the application (for existing users)
If you have installed the Offline Application in your PC, you can launch the application
directly from your desktop.

1. Ensure that you are connected to the internet so that the appllcatlon can check for
updates to the latest version available.

«

AIS Offline
Application

3. You will receive a message prompt. Click <OK> to update the application.

~ui

2. Double click on the icon to launch the application.

lava Web Start

An optional update is available.
Do you want to update the application?

Hame: A= Offlime Application

Publizher: Inland Revenue Authaority of Singapore

Cl i C k ; | I__OK ....... II

From: Fittp: A iEaS o S0
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Step 1: Create / Open Profile

What is a profile?
A profile stores the information prepared for submission.

Create a new profile
Employers have to create a new profile for every submission.

1. At the Main Menu, click <Create Profile> to enter the organisation information.

IRAS - Offline Application -0 x|

File  Help |

4 [ e-Submission of Employment Income ]

Profile Name
Organisation's ID
Organisation’s Name

Basis Year

Batch Information

Step 1 | # Create Profile | oR | # Open Profile

IREA
R85 .
Appendix 5B

SlEbE | /" Generate file for Submission |

| # Exit Program |




L e 2. At Organisation’s Information, enter the details required. Note that:
- - All mandatory fields are marked with (*).
Contents - Select ® Original Records for first submissions or ©® Amendment Records for
amendment to submitted records.

=I5
Download and
Install Offline
Application
* Organisation’s Information A
INLAND REVENUE
OFSIN:TA:URE
m Organigation"s Information
Create/Open
e b Type [—
Profile

* Organisation Tax Reference Mo, | |

Q # Organisation MName | |

Divizion £ Branch | |

Telephone Number

SteQ 2: Enter Authorised Person
Employees’ * Nahe | |
Income Diesignation | |
Information | |
| |

Q Email Address

Batch Information
@ Crriginal Records

Step 3: Verify
Information F Amendment Records @
Before *For Income Derived in Year l:l
Submission —
Q Fields marked with asterizk (*) are mandatory
45| Save 2 Cancel
Step 4:

Generate File
for Submission

Q 3. Click <Save> to proceed.

_ : 4. Select the desired path to save the file and enter the file name.
Step 5: Submit

File to IRAS via & Best practice when saving a profile:
myTax Portal v' Use a proper naming convention based on the organisation name and the year the

income is derived in. (e.g. “XXXXXX PTE LTD, 20XX.profile”)
v" Remember the location where you save your profile

Amend . . . .
Submitted 5. Click <Save>, and then <OK> at the popup message. Profile details will be shown at
Records Main Menu if profile is successfully saved.
’ gj The saved profile contains confidential employment information that you have entered.
Please take necessary action to prevent unauthorised access,
Frequently

Asked m | QK |

Questions
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Open an existing profile
Employers usually open existing profiles either to continue with their preparation of
income information or to view submitted information.

1. Atthe Main Menu, click <Open Profile>.

2. Browse for an existing profile, and then click <Open>. Note that the file extension
for a profile is .profile. Profile details will be shown at Main Menu if profile is
successfully opened.

Edit organisation information in a profile

1. At Main Menu, click <Edit> to make the changes for organisation information.

IRAS - OFfline Applicati o [=] B3

File  Help ‘

|4 [ e-Submission of Employment Income ]

INLAND REVENUE

AUTHORITY

OF SINGAPORE
Profile Name X300 PTE LTD 201 1.profile
Organisation’s ID I

Organisation’s Name 00000 PTE LTD

Basis Year 2011
Batch Information Original Records # Edit
Step 1 | # Create Profile | OR | # Open Profile
IREA
IRES _
Step 2 Agpndic 84
Appendix 8B
Step 3 & Generate file for Submission |
& Exit Prograrm
Terms of Lse

2. After editing, click <Save> to update your changes. Changes will be shown at Main
Menu.
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Step 2: Enter employees’ income information

Form Types
As an employer, you must prepare Form IR8A and Appendix 8A, Appendix 8B or Form

IR8S (where applicable) for all your employees (who are employed in Singapore) by
1st Mar each year.

1. At Step 2 within the Main Menu, select the form to prepare and click <Begin> to
enter the form template.

CIick[\/lHEA

IRas
Appendix 84
Appendix 8B

2. Employers may choose either the Grid View or the Form View for the preparation of
employees’ income information. Preparation for all 4 form types are available in
both views.

Form IR8A (Grid View)

By default, the Grid View will be shown first. The Grid View is suitable for employers
who use Excel spreadsheets to maintain their payroll records as it allows the user to
copy and paste information directly.

il
58 Switch to Form View

e-Submission of Employment Income - Form IR8A
Retum of Employee's R

Search by column

10 Type ~[ ]
ey o t—

]
s
8
z
Fi

Employee ID Employee Name

Record No. |[] Select 1D Type “IDMo. | * Mame * Nationality “Sex_| Designation

O T
T
T

T

[m]
[m]
(]
(]
[m]
(]
(]
[m]
(]
[m]
[m]
(]
o

Sito Record Mo Column Errar.

Add 50 Rows H . Import Employee's Particulars ‘ £ 5ave H ] Close
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Preparing Information in Grid View

Functions in Grid View

Form IR8A - Grid Entry

Retu

e-Submission of Employment Income - Form IRSA
oyee’

Employee Name

iofxi

(@) = |
Search by column
O El |

[ employee Deteis [] income [] peductions

Employee ID
1
Record ho, | Select

D Type

Residential Address | _Biockiouse e

poooooooooood

=2z

5/Mo| Record Mo Column |
1 1 *ID Mo, Inwalid HRIC No, pleass key in with the prefix 'S' or 'T'

4) G)
| e

®

Enter information:

When entering information, the corresponding employee ID and name will be
displayed above the grid. Note that mandatory fields are marked with (*).

(& Best practice: Ensure that NRIC/FIN is correct and correspond to the
income and deduction details prepared for.)

©)

Drop-down lists:

If you copy and paste information from Excel spreadsheet, ensure that the
information matches one of the selection in the drop-down lists ().

®

Decimal places:

* Fields that are defaulted to “0” do not accept cents, thus enter dollar value
for income fields and rounded-up dollar value for deduction fields. (e.g.
$25,000 for salary of $25,000.90; and $201 for donation of $200.20).

* Fields that are defaulted to “0.00” require entry of cents.

®

Add new rows:

Before you copy and paste information from MS Excel Spreadsheet, add
sufficient rows first. 50 rows are added at each click.

®

Import from
existing profile:

You can import your employees’ personal particulars from an existing profile,
usually from a profile that you have prepared for past year’s submission.

Q)

Save records:

Saves and validates the information entered.

(& Best practice: Save regularly to check for errors. If there are errors,
rectify the errors first before proceeding to the next step.)

Select records:

To print IRBAs or delete records, you have to select the records first.

Find records:

Enter full information to search for your employee’s record.

Q)OO

Errors in records:

Upon saving, records with errors will be shown at the bottom screen. You
have to rectify all errors and click <Save> again to validate the information.
You can click <Save Errors to File> to save the errors into an Excel file

(in .csv format) as reference if you need to rectify the erroneous payroll
information in your Excel spreadsheet.

If there are no errors detected upon saving, the message “No errors found” is
displayed.

®

Form view:

Click <Switch to Form View> to start entering information into a form
template.

®

Exit to main menu:

Click <Close> to save the entered information and exit to Main Menu.

10
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Form IR8A (Form View)

To navigate to Form View, click <Switch to Form View> at the top right corner within

the Grid View. The Form View is suitable for employers who prefer to enter information

directly into a form format.

=10l

I 58 Switch to Form Yiew I

[FIForm IRBA - Grid Entry

e-Submission of Employment Income - Form IRBA
Return of Employee's Remuneration

—— Search by column

Organisation's ID

Organisation's Name  ME— A =l I
Basis Year -
[ empioyes peteits [7] mcome [] pesctions
Employee ID Employee Name
Record No.|[] Select 1D Type “IDNo. | *Name * Nationality *Sex_| Designation Residential Address Block(House Mo.
1 a = = = =
2 ] - - - -
3 a = = = p
4 u} - i -
5 ] - - - -
3 a = = = p
7 u} - i -
8 ] - - - -
s u] - - - =
10 a = = P P
1 a - - - -
1z u] - ~ - -
= =
[ ] bl
B Recard o, Calumn Error

. Import Employee's Particulars

\

[¥] Form IR8A - Form Entry

wsmns ||

e-Submission of Employment Income - Form IR3A
Return of Emplayee's Remuneration

[ Delete

Add New Record H H (= Print H (=0 Prirt all H 47| Save H 4] Close.

Record

=181 x]

1 o 1

58 Svitch to Grid Yiew

Organisstion's 1D IEG—_G
Organisation's Hame IS

* Full Niame of Employee @

Basis Year 2011

[— |

| * Netionalty *Sex Designation
\ = 3l [ |
T it employment

Date of commencement @ Dste of cessation

Date of Payrall @
\ 3 | |

* Employee's Tax Ref. hio

Residential Address
suring the year, please state

*Date of Birth

Bank Salary is Credited to

Income

&) Grass Salary, Fees, Leave Pay, Wages and Overtine Pay

k) Bonus (nen-contractual bonus declared on @

) Diractor's fees spproved t the campany's AGM /EGH on @

o) Others

1. Allowances: (@ Transport 000 0] 000

wmore [

EMPLOVYEE'S COMPULSORY cortrisition to CPFIDesignated PensioruPravicent Fund (Less amount refundedfa be refunded) @

Name of Fund [

(Please adopt the appropriate CPF rates published by CPF Board on its website "www.cpf.gov.sg’ and do not include excess / voluntary
amount of in this item)

DONATIONS deducted through salaries far ‘fayasan Mendaki Fund / Community Chest f Singapore / SINDA/ CDAC / ECF / Other Tax Exempt donations: @ [

L o
[ o
# Indicates mandatory fields

The income and deductions printed on this statement are NOT REGUIRED fo be reported in your tax form. k will be sutomatically included in your income Tax: Notice of Assessment
This statement is for your retention

INSURANCE PREMIUM deducted through salarizs: @

CONTRIBUTIONS dzducted through salaries for Mosue Buiding Fund

$

[ | adsor contractuslbonus for servicss rendersdin 2011 | g.on

0.00

display and enter other income information where necessary.

— The more commonly used fields are shown up front. Click <View more> to

11
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Preparing Information in Form View
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) ey

. Arwewoes @ Tranapar @00 ) Enterisnmen LL] (W) ey @00
Wi more ¥
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Functions in Form View

@ Enter information:

Mandatory fields are marked with (*).
(é Best practice: Ensure that NRIC/FIN is correct and correspond to the

income and deduction details prepared for.)

(@ Decimal places:

* Fields that are defaulted to “0.00” require entry of cents.

* Fields that are defaulted to “0” do not accept cents, thus enter dollar value
for income fields and rounded-up dollar value for deduction fields. (e.g.
$25,000 for salary of $25,000.90; and $201 for donation of $200.20).

12
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(3) Appendices:

You have to complete and save the supporting forms (Form IR8S, Appendix
8A and Appendix 8B) first to populate the corresponding amounts into 7", 8"
and 9" fields under in “d) Others”.

@ Add new records:

Click <Add New Record> to proceed to a new form and enter information for
the next employee. You can click <Previous> or <Next> to move from one
employee record to another.

(5 Delete record:

Delete current employee record.

Install Offline
Application (®) Print forms: Select <Print> to print current employee’s form or <Print all> to print all
employees’ forms
’ (@) Save records: Saves and validates the information entered.
Step 1: (& Best practice: Save regularly to check for errors. If there are errors,
Create/Open rectify the errors first before proceeding to the next step.)
Profile

v

Step 2: Enter

Employees’
Income

Information

v

Step 3: Verify

Information
Before
Submission

v

Step 4:
Generate File
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v

Step 5: Submit
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Amend
Submitted
Records
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Errors in records:

Upon saving, records with errors will be highlighted in red and details of the
error will be shown at the bottom of each section. You have to rectify all
errors and click <Save> again to validate the information.

If there are no errors detected upon saving, none of the fields will be
highlighted in red.

() Grid view:

Click <Switch to Grid View> to start entering information into a grid
template.

Exit to main menu:

Click <Close> to save the entered information and exit to Main Menu.

Preparing supporting forms

Form IR8A has to be completed for all employees. The supporting forms have to be
completed where applicable.

Form Name | The form must be completed if:

Appendix 8A | Benefits-in-kind are provided to your employees.

Appendix 8B | Employees derived gains or profits from Employee Stock Option (ESOP)
Plans or other forms Employee Share Ownership (ESOW) Plans.

Form IR8S You have made excess CPF contributions on your employees’ wages.

1. Select the form to prepare and click <Begin>.

IREA
R85
Appendix 8A
Appendix 88

\ Click

Appendix 84 | Begin
Anpendix 8B

IR3A

Bean { Click

IREA
IRES
Appendiy 34
Appendix 38

R85
Apnpendic 34
Appendix 38

Begin Click

TEE

2. Preparation process is similar to that of Form IR8A. You can choose to enter the
information using either the Grid View or Form View.

3. Upon saving, the application will then populate the corresponding figures to the
employee’s Form IR8A record according to the employee’s ID number.

13
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Step 3: Verify Information Before Submission

Verify information entered
1. Ensure that all information has been entered and you have closed all form templates
(either Grid View or Form View).

2. At Step 3 within Main Menu, click <Generate file for Submission>.

[]1rAsS - Offline Application o ] [
File  Help ‘
‘4 [ e-Submission of Employment Income j
INLAMD REVEMUE
AUTHORITY
OF SINGAPORE
Profile Name ¥A300¢ PTE LTD 201 1.profile
Organisation’s ID ]
Organisation’s Name 0000 PTELTD
Basis Year 2011
Batch Information Original Records # Edit
Step 1 & Create Profile | OR | & Open Profile
IRBA
IRES -
Appendix 8B

Step 3 & Generate file for Subrission |

&2 Exit Program

Terms of Use

3. Click <OK> to proceed.

Information X|

g‘ Flease verify the File Summary before generating the file for submission

Clicky o
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Links: 4. Verify the information entered.
Note: If there is incorrect information, close the summary page and return to Step 3
Contents to rectify the incorrect information.

& Best practice:

Download and v Verify that the Organisation Information, File Summary and Total Salary amount derived
Install Offline in the year for IR8A is accurate and correct.
delizeier v' Ensure that all the information entered is in order, where the number of records

prepared for each form type is correct.
v' Ensure that the ID number and corresponding salary information entered are complete
and accurate.

Step 1.
Create/Open —~ s
, N o
Profile -
e-Submission of Employment Income - Summary C“Ck i
‘Organisation’s Information
Organisation Tax Reference MNo. I
Organisation MName |
Division / Branch
. Details of Authorised Person
Step 2: Enter N —
Em 9'0! !ees’ Designation I
Telephone Mumber _
Income E-mail Address | | Stepd:
Information File Summary
Far Incame Derived in Year 2011
Source Private Sector
File Type Criginal
File Status: WML File Generated
File Serial 120937
. Date of File Creation 02f09/2011 IR8S
SteQ 3 Verlf! IRBA File Mame
I n fo rm at | on File Mame No. of Records
-_— Mo. of Records 2
Before Incoms ain
- - Salary 50000 File Marne
w Bonus 0.00 Mo, of Recards
Director's Fees 0.00 ASE
COthers 0.00 File Mame
Q Deductions Ma. of Recards
CPFiDesignated Pension or Providert Fund;  0.00 Total Gross Amount of gains - 10013y 0.00
Donations 0.00 Total Gross Amount of gains - 51001 )g) 0.00
Step 4 MEF 0.00
Generate File | IDType | Employes D | _Employee Name | Salary | Bonus | Director's Fee | Others | CPF/Designated Pension or providnt fund | Donation |_MEF _|_FormIR33_|_Appendix 84 | Appendix g5 |
—_—— HRIC I L=
fOI’ SubmiSSion MRIC 1 —
Step 5: Submit
File to IRAS via
myTax Portal
. - Dife
4] o |
Amend
Submitted 5. If you require hardcopy reference for the information submitted, click <Print> to print
Records the file summary together with the employees’ IR8A information.
Frequentl
Asked
Questions
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v
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Step 4: Generate File for Submission

Generate File
1. Click <Generate File> to proceed.

Summary

=101 x|

e-Submissi

1 of Employment Income - Summary

‘Organisation’s Information

Drganisation Tax Reference Mo, I

[=m ] [

HRIC I

Organisation MName . |

Division / Branch

Details of Authorised Person

Mame: I

Deszignation I

Telephone Mumber _

File Summary

Far Incame Derived in Year 2011

Source Private Sector

File Type Qriginal

File Status XML File Generated

File Serial 120937

Date of File Crestion 0zf09/2011 IRES.

IRBA File Mame

File Mame Mo, of Records

Mo. of Records 2

Income: ASA

Salary 50000 File Marne

Bonus 0.00 Mo, of Recards

Director's Fees 0.00 ASE

COthers 0.00 File Mame

Deductions Ma. of Recards

CPFiDesignated Pension or Providert Fund; 0,00 Total Gross Amount of gains - S1001)(k) 0.00

Donstions 0.00 Total Gross Amount of gains - $1001xg) 0.00

MEF 0.00

1D Type | Employee 1D | EmployesMame | Salary | Bonus | Dirsctor'sFee | Others | CPF/Designated Pension or provident fund | Donstion | MBF | FormIR8S | Appendix 84 | Appendix 8B
T ] -

<

[«]

[»

[«]]

2. Check that files are generated for respective forms prepared.

If there are still errors detected
The list of errors will be listed in the table at the bottom of the screen.

i.  If there are many errors, you can click <Save Errors to File> to save the errors

into a CSV file for reference when rectifying the errors. The CSV file can be
opened with Microsoft Excel Application.

ii. Close the Generate File page and return to Step 2 to rectify the incorrect
information.
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v
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Errors detected:

Generate File

Generate File

Step 5

Upon successful generation, click on 'Login to Submit File to IRAS"

I~ ImsA: File not generated|

I IRgs:
[~ Appsh:

[~ App8B:

FPlease rectify errors stated in the grid below:

File not generated

File not generated

File not generated

=10l =

CI'Ck # Save Etrors to File

Form Type

] Record Mo I Column I

Errar

IRSA

& Designation

ID Type cannot be Malaysia I/C or Pa...

If files are generated successfully

i.  Ensure that you are connected to the internet.
ii. Click <Login to Submit File to IRAS>, then click <OK>.

No errors detected:

Generate File

Generate File

=10l

Step 5 ‘ Loginto S

Upon successful generation, click on ‘Login to Submit File to [RAS"

Confirmation Messages 5'

ubmit File to IRAS # /l$|ic|$

Q 1. & total of 1 Filefs) will be submitted.

2. Ensure you are connected ta the Internet. |

Error

¥ IReA: File Generated

I~ IR8S: File not generated

[~ App#8A: Fienot generated

[~ App8B: Fienot generated
Form Type

3. Please proceed to close the application upon successful submission,

N
Icncklmm
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Step 5: Submit File to IRAS via myTax Portal

Login as Staff

2. Click either <SingPass> or <IRAS PIN>.

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

Only staff authorised with ‘Approver’ role will be able to login to submit file(s) to IRAS.

To authorise your staff (or yourself) with the ‘Approver’ role:

You will need:
o e-Services Access Code
o Organisation UEN
o Own SingPass/IRAS Pin
o NRIC/FIN of staff (or yourself) who will be e-Submitting the
information on organisation’s behalf
Refer to user guide at IRAS website for authorisation process.
o At www.iras.gov.sg > e-Services (under Quick links) > e-Submission
of Employment Income (under e-Submission) > e-Submission of
Employment Income

1. Select <My Organisation’s/Business’ Tax Matters>.

Welcome to myTax Portal Step 1-1am log
*erzonal T

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

electronically. o
L ]

EIHD RO . dui b orizes totalling $360,000 ey d Step 2 - | am logging in using
your tax and win cash prizes totalling 000 in our annual lucky dra
-~ .
4 TR Congratulations to the 203 winners of our 1% lucky draw on 17 May 20111 SingPass IRAS PIN
= S

w I N [:H HH I Stay with GIRO for more chances to win in our next Jucky draw. 2  SindPass o IS PN

If you are logging in on behalf of your organisation
3
Please ensure that you have jagh o '
- The Organisation's Tax Reference Mumber
Been authorised by your Organisation via EASY
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Information

v
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Information
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Submission

v

Step 4:
Generate File

for Submission

v

Step 5: Submit
File to IRAS via

i) Using SingPass:

1. Enter <SingPass ID> an

Singapore Personal Access

M
¥ Secure

Welcome

to SingPass Authentication Sery

SingPass  /

A

/
/

[—

e.0. S1234567G, G1234367G

d <SingPass> password, then click <Submit>.

By

Terms of Use | FAQs | Help | About Us

Enter your Identification Humber)

0-24 characters, CASE-SENSITIVE)

I Tick here to change your SingPass

Submitl

Click

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

2. Enter <My Organisation Tax Reference Number>, then click <Login>.

I am logging in for my organisation's fbusiness' tax matters

My Crganisation Tax Reference Number

Forgotten yvour PIN?

myTax Portal

Amend
Submitted
Records

Frequently
Asked

Questions

‘([uenLocalco -]

With the implementation of the Unique Entity Number {UEN),

ROC/ROB has been

removed from the "drop-down" selection list. Please see the

table below,

Reference Number as follows:

Please enter the correct Organisation Tax Reference Number as follows:

Lacal Companies with UEN - yyyynnnnni format

Select "UEN-LOCAL CO" and enter the number {e.q.
2003123454)
[previously known as "ROC"]

Foreign Companies issued with either UEN - TyyPQnnnn format

Select "UEN-OTHERS" and enter the number {e.g.
TOSFC12344)
[previously known as "ROC"]

Local Businesses {exclude sole-proprietorships for GET)/Partnerships
with UEM - nnnnnnnni format

Select "UEN-BUSINESS" and enter the number {e.q.
529123454)
[previously known as "ROB"]
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i) Using IRAS PIN:

1. Enter <My Tax Reference Number>, <My IRAS PIN> and <My Organisation Tax

Reference Number> and click <Login>.

I am logging in for my organisation's fbusiness' tax matters

My Tax Reference Number HINRIC 'l [_—

(e.0, 512345672, F12345674)

My IRAS PIN ‘| [ennnnnns]

| [UEnLocal co 7] [—

My Organisation Tax Reference Mumber

e

"drop-dawn" selection list. Plzase see table belaw,

Forgotten your PIN?

with the implementation of Unigue Entity Mumber (LUEN), ROC/ROBE has been removed from the

Login as Third Party

1. Select <My Client’s Tax Matters>-

2. Click either <IRAS PIN> or <SingPass>.

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

Welcome to myTax Portal

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

electronically.

EIH A GIRD your tax and win cash prizes totalling $360,000 in our annual lucky dra
: .:_,-.r.-qTHX‘?,«“‘ Congratulations to the 203 winners of aur 15 lucky draw on 17 May 20111
-'w I N [:H HH | Stay with GIRO for more chances to win in our next Jucky draw.

[onpas | wsen ]

Step 1 - | am logging in for

Step 2 - | am logy

Pass or IRAS PIN

If you are logging in on behalf of your organisation

Please ensure that you have
The Organisation's Tax Reference Mumber
Been authorised by your Organisation via EASY
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Information

v

Step 3: Verify

Information
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v

Step 4:
Generate File

i) Using SingPass:

1. Enter <SingPass ID> and <SingPass> password, then click <Submit>.

Singapore Personal Acce

SingPas

L4

Nl

M
¥ Secure

Welcome

to SingPass Authentication Servicg

Terms of Use | FAQs | Help | About Us

2
SingPass 1D

e.0. S1234567G, G1234367G

Enter your Identification Humber)

SingPass Iu-u-rlrlrlrlvl-u-l

0-24 characters, CASE-SENSITIVE)

Submitl

I Tick here to change your SingPass

Click

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

2. Enter <My Organisation Tax Reference Number> and click <Login>.

I am logging in for my client's tax matters

I am logging in for my client's tax matters

I am logaging in for my client's tax matters with 1D *
# Staff IDs given to Tax Agents

My Organisation Tax Reference Number

for Submission

Login || Click

v

Step 5: Submit
File to IRAS via

myTax Portal

Amend
Submitted
Records

Frequently
Asked

Questions

Forgotten your PINF

: l
(e —

wWith the irmplementation of Unique Entity Mumber {UEM), ROC/ROB has been removed from the
"drop-dawn" selection list, Please see table below.
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3. Click on <e-Submission> on the left hand menu.

B Home

B Log out from mpFax Portal

B change IRAS PIN

B e-Services For
- Corporate Tax

- Goods & Services Tax

- How to e-file Form P

- Wiew Return Status

- View Correspondence /

Notices

- Property Tax

- 545 Witholding Tax
- Tax Clearance
- Employer Deduction

- e-Submission

Messages

What I Need To Do

Useful Tax Info

Correspondence & Motices

Last Cormpleted Partal Transactions

What's Mew

Please remember to LOGOUT and CLOSE the browser after you have completed yvour filing.

| 03/01/2011-33R

4. Enter <Tax Reference No.> of your client/ third party. Click <Retrieve>.

B Home

B Log out from myTax Portal

B change IRAS PIN

B e-5Services For
- Corporate Tax

- Goods & Services Tax

- How to e-file Form P
- ¥Wiew Return Status
- ¥iew Correspondence/

Notices

- Property Tax

- 545 Witholding Tax

- Tax Clearance
- Employer Deduction

- e-S5ubmission

Client Selection

Please enter the Tax Reference Humber of your chent and click on "Retrieve’.

TeRererenes o | [UEN-LOCAL co ~| [

Click f=_|

| Retrnieve I

IRAS 08/01/2011-33R

myTax Portal

Amend
Submitted
Records

Frequently
Asked

Questions
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# Staff IDs given to Tax Agents
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v
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v
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v
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[oar ||/Click |

Forgotten your PINT

{ [UEN-LocALCO - [—

I
-

INRIC -
(£.0. 512345672, F12345674)

With the implementation of Unigue Entity Mumber {UEM), ROC/ROB has been removed from the
"drop-down" selection list. Please see table belaw,

2. Click on <e-Submission> on the left hand menu.

¥ Home

B Log out from myFax Portal

B change IRAS PIN

B e-Services For
- Corporate Tax

- Goods & Services Tax

- How to e-file Form P
- View Return Status
- View Cormespondence /

Notices

- Property Tax

- 545 Witholding Tax

- Tax Clearance
- Employer Deduction

- e-Submission

Messages

What I Meed To Do

Useful Tax Info

Correspondence & Motices

Last Completed Portal Transactions

What's Mew

Please remember to LOGOUT and CLOSE the browser after you have completed your filing.
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3. Enter <Tax Reference No.> of your client/ third party. Click <Retrieve>.

B Home

B Log out from myTax Portal
B change IRAS PIN

B e-5Services For
- Corporate Tax

- Goods & Services Tax

- How to e-file Form P
- ¥Wiew Return Status
- ¥iew Cormrespondence/

Motices

- Property Tax

- 545 Witholding Tax

- Tax Clearance
- Employer Deduction

- e-5ubmission

Client Selection

Please enter the Tax Reference Humber of your chent and click on "Retrieve’.

»
Fee—Fetere e

UEN-LOCAL cO - |

[Retieve || < Click pe_|

IRAS 08/01/2011-33R

Upload File to IRAS

1. Upon successful login, you will be brought to the Upload Data File page. The file (s)

that you have prepared and the file location will be displayed. ——

2. Click <Browse> or <Choose File> to select the file for upload.

Upload Data File

EMPLOYMENT INCOME

A salaryFile2292011.iras file has been created for the submission of the following formis):

1

IRGA

File Location : C:\Documents and Settings, My Documents\salaryFile2292011.iras

Steps for Submission

Step 1 : Click on "Browse" or "Choose File" button and select the salaryFile2292011.iras file located in

C:\Documents and Settings Il My Documents?,

DD NOT make any changes to the content of this file,

| Browse ||

Step 2 : Click Upload |t0 submit the file.
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3. Browse or choose the xxxxx.iras file for submission and click <Open>.

—

File: narne: IsalaryFiIeZZQZDl L.iras I Cl | C k[>| Open
-

Files of bype: I,.:\|| Filas Cancel

4. Click <Upload> to submit the file to IRAS’ database.

Upload Data File

EMPLOYMENT INCOME

A salaryFile229201 1.iras file has been created for the submission of the following form(si:

1 IRGA

File Location : C:\Documents and Settings', [l My DocumentsysalaryFile2292011.iras

Steps for Submission

Step 1 : Click on "Browse" or "Choose File" button and select the salaryFile2292011.iras file located in
C:\Documents and Settings'\ I\ My Documents,

DO NOT make any changes to the content of this file,

II:'I,Documents and Settings' IRy DocumentstsalaryFile229201 1.iras

Step 2 : Clickl Upload "t( C||Ck
| m— I
N
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Links: Successful Upload

Contents 1. Upon successful upload, you will see the ‘Upload Data File Acknowledgement' page.

This Acknowledgement page denotes the end of your submission process.

Download and 2. Click <Print Acknowledgement Page> or take down the submission reference

Install Offline number for future reference.
Application
Upload Data File Acknowledgement
. EMPLOYMENT INCOME
Organisation Tax Reference No.
5 0O isation N t WK PTELTD
Step L croisaion e |
Create/Open Agent Name .
Profile approver 1D . —
Approver Name I+ 1+
Q File Name . [ 070205 111RBA533424_IRGAXMI
File Status H SUBMITTED
Submission Reference H ES11220911IR8A5376158803 ¢
Step 2: Enter Date of Submission : 25/08/2011
Time of Submission H 16:23
E_mm DOrganisation Name H FRAVHPTELTD
Income Organisation ID H _
Information
You have uploaded the employment incomne file successfully, Thank you for participating in this e-Submission of Employment Income.
Q Please print this acknowledgement page for Aour record before you proceed to log out.
Print Acknowledgement Page ” m Back to e-Submission Menu | Log out from myTax Portal
Step 3: Verify
Information
< % 3. Click <Back to e-Submission Menu> if you wish to return to the main e-Submission
ubmission . .
= Menu. Otherwise click <Log out from myTax Portal> to log out from myTax Portal.
Step 4.

Generate File
for Submission

v

Step 5: Submit
File to IRAS via

myTax Portal

Amend
Submitted
Records

Frequently
Asked

Questions
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Amend Submitted Records

Create Amendment Profile

For erroneous records submitted, employers are required to prepare an amendment
file to amend the submitted records.

1. At Main Menu, click <Create Profile>.

2. At Organisation’s Information, enter the details required. Note that:
- All mandatory fields are marked with (*).
- Select ® Amendment Records for amendment to submitted records.

Organisation's Information

Organisation's Information

=D Type
* Organisetion Tax Reference Mo,
* Organisation Mame
Divizion ! Branch
Authorised Person
* Mame
Designation
Telephone Number

Email Adddress

Batch Information

o Criginal Records
CI | Ck * @ Amendment Records Il 0 |
* For Income Derived in Year

* Source

Fields marked with asterisk (*1 are mandstory

INLAND REVENUE
AUTHORITY
OF SINGAPORE

4| Save

# Cancel

Guidelines for Preparing Amendment File

You can amend submitted information only for income and/or deduction amounts.
Submit only the difference in amounts
Do not submit the overall revised value

Leave all other fields not affected by the amendment blank

a
a
U Prepare only for the affected employee(s)
a
a

Amendment file must be submitted by 31 March
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Example 1:

Actual Salary = $28,000

Original Salary submission = $24,000

Amendment record at Salary field should show as $ 4,000
Example 2:

Actual Bonus = $3,000

Original Bonus submission = $5,000

Amendment record at Bonus field should be shown as $-2,000

Please refer to our guideline at IRAS website for a detailed explanation on how to
prepare amendment file on specific scenarios.

Amendment Guideline

www.iras.gov.sg > choose e-Services (from Quick links) > select e-Submission of
Employment Income (under e-Submission) > Making amendments to submitted
information.
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Preparing Appendix 8A for those with multiple places of residence

Q: How to prepare Appendix 8A for employees with more than 1 place of
residence?

Note:

e The Offline Application does not auto-compute the amount for each of the
multiple places of residence. Thus, you have to first manually compute the value
for each of the places of residence provided for your employee.

e You can only prepare forms with multiple places of residence in Form View.

1. Enter the information for the 1 place of residence, and then check on <Manual
Computation>.

=loix

e-Submission of Employment Income - Appendix BA Record |1 of 1
Yalues of Benefits-In-Kind

| Add Mew Record | | L_d Delete | | (=) Print || (=il Print all | | 4 Save | | 4= Close S8 Switch to Grid View
-
Organisation’s I [NNNNENGEGGEGEE Basis Year 2011 —
Organisation's Name I
‘Employee's Tax Ref, Mo, [NRIC ~| [ |
*Full Mame of Employes: _
1. Value of The Place of Residence
@ Address:
Line 1 l:l Period of Ocoupation from:  Period of Occupation to:
Line 2 | | | | | |
Line 3 l:l Mo. of Days Mo. of Employees Sharing:
A Value o [z |
Rt Paii by Employer Rent Pai by Employee: %
[ | Manwal Computation

2. Click <Yes> to proceed.

Select an option =

O ‘Wwould vou like to perform manual computation For value of place of residence?

3. The field corresponding to the value of place of residence will then be enabled,

together with <Add Additional Place of Residence>. Enter the value for the place

of residence provided for your employee.

1. Value of The Place of Residence Add Additional Place of Residence
@ Address:

Line 1 l:l Period of Occupation from:  Period of Occupation to:

Ls2 — | — Enabled

Line 3 EI Mo. of Days Mo. of Employees Sharing:

Anmual Valie I —

Rt Pai by Erpiover: | | et pov oy Evcyes: | | [ 0] |«

Manual Computation
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4. Click <Add Additional Place of Residence> to enter information for next place of

residence.

5. A new Appendix 8A will be shown. For subsequent places of residence for the
same employee, the employee’s personal particulars will be disabled.

*Employes's Tax Ref. Mo.

AT | ——

@ Address:

Line 1
Line 2

Line 3

Annual Yalue

1. Value of The Place of Residence

|:| Period 0f Occupation from;  Period of Occupation to:

[ ] oot
0.00 |0

Mo, of Employess Sharing:

|1 |

Rerit Paid by Employer: Rerit Paid by Employes:

Add Additional Place of Residence

6. Repeat step 4 and 5 for subsequent places of residence.

7. The total value of residence, together with the amounts from other benefits will be
automatically summed up by the Offline Application and populated in Form IR8A.

Display at Grid View:

At Grid View, the first Appendix 8A entered will be tagged as “Main” and subsequent

ones will be tagged as “Additional”.

Moo el O B e Ra

Record Mo, | ] Sel
1

ect

A o o o o o

Multiple 854

| *IDNa

| *mame | value of Place of Residence

[ain
Additional

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
n.nn

[ »

[»]

Deleting Appendix 8A record with multiple places of residence:

Additional appendices can be deleted without affecting the main appendix. However, if

you delete the main appendix, all additional appendices will be deleted too.
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Contents
Q: What are the updates to the latest Offline Application?

e If you are an existing user of the Offline Application, you may notice that there are

Install Offline some changes made to the application.
Application

Below is a quick highlight on the changes to the latest version of the Offline Application.

Step L 1. Main Menu
Create/Open L. . .
e The <Enter Organisation’s Information> function has been renamed to

Profile
<Create Profile>.
Q e A new function, <Open Profile> has been added to allow employers to open
Step 2. Ent existing profiles.
ep 2. Enter . . . . .
, ¢ A new function, <Edit> has been added to allow employers to edit organisation
Employees ) i
Income information.
Information e The <Import Employee’s Particulars> function has been removed from the
Q Main Menu and brought to the individual Form IR8A/IR8S/Appendix 8A/8B Grid
View templates.
Step 3: Verify
Information Previous: Latest:
m File  Help File  Help |
Submission

% [ e-5ubmission of Employment Income ]

Q .:‘JIHOIIW
ﬁ. OF SINGAPORE
4 (e-Submission of Employment Income) Profile Name

Step 4: e e
Generate File o inea Organisation's ID

for Submission Step 1 | # Enter Organisation's Information |

Organisation's Name

Basis Year

Q Step 2 I| = Impart Employee's Particulars (Optional) |I Batch Information
IRGA
b : [ | o [ |
. . Step 3 Appendix 88 Step 1 # Create Profile oR # Open Profile I
S_te 5§ Subm.lt AppeniH
File to IRAS via RGA
Step 4 | & Generate file far Submissian | IRES -
myTax Portal Step2 ppandi 2

| Appendix 8B

| # Exit Program

Step 3 | #F Generate file far Subrmission ‘

Amend
Amend

Submitted
Records

Frequently
Asked

Questions
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2. Form IR8A
e The ‘Designation’ field has been converted into a non-mandatory free text field.
e The validation for ‘Address’ field has been refined. Please ensure that the

addresses for your employees are entered correctly. If you do not have the
address for your employee, please leave the field blank.

e The commonly used income fields are shown upfront at the Form View and more

fields have been collapsed into <View More>.

3. Appendix 8A
e At ‘Value of the Place of Residence’ section, manual computation is now enabled.

Employers can now manually compute the value of place of residence and add
multiple places of residence where applicable.

Note: Employers have to manually compute the value of place of residence if
there are multiple places of residence.

You can refer to item 14 of Appendix 8A Explanatory Notes on how to determine
value of place of residence. (www.iras.gov.sg > Forms (from Quick links) >
Business and Employers > 6¢ - Appendix 8A explanatory notes)

4. Generate File at Step 4
e By default, all the files without errors are selected for submission. Employers can

now choose which file(s) is to be submitted by ensuring that the checkbox is
selected ¥ .

For example: If you want to submit the Form IR8A only, uncheck the box next to
the other files that are generated. Ensure that only the files to be submitted are
selected ¥ .

¥ IRga: File Generated

[ IR8S: File not generated

App 84 : File Generated

[T App8B: Filenot generated

5. Upload Data File
The Upload Data File page has been simplified from 3 steps to 2 simple steps. To
select the file for submission, you can either click <Browse> / <Choose File> or
copy and paste the link (in blue) provided. Then, click <Upload> the file to IRAS.
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Previous Version

Upload Data File

EMPLOYMENT INCOME

Please ensure you are using the latest Offline Application (v2.3) or Validation & Submission Application (v2.3).

The following file(s) will be submitted to IRAS:

1 IR8A.xm| B 1R8A

Follow the steps below to submit file{s}):
Step 1 Highlight and copy (Ctrl+C) the following path in bold.

C:\Documents and Settings\inlnwsa\Local Settings\Temp\salaryFile248201059464.iras
Step 2 @ Paste [Ctrl+V) the path in the empty textbox.

Jrwsattocal Settings TempisaloryFle245201050454 ras | Browss..
If the textbox is disabled, please click the “Browse” button. In the pop-up box, paste the path in the <File name> field.

Step 3 @ Click _ Uposd o submit file(s).

New Version

Upload Data File

EMPLOYMENT [NCOME

A salaryzippedfile692011.iras file has been created for the submission of the following form(s):

IR3A IR&A.xml

File Location: C:yDocuments and Settings\INLHARA\My Documentsisalaryzippedfile692011.iras

Steps for Submission

Step 1 Click on "Browse" or "Choose File" button and select the salaryzippedfile69201 1.iras file located in
C:\Documents and Settings\INLHARA\My Documentsy

Do NOT make any changes to the content of this file,
|C:\Documents and SettingsUNLHARA My Documertsisala  Browse... |

Step 2 Click |__Upload | to submit the file.
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