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e-Submission of Employment Income

User Guide for
Validation and Submission Application

The Validation and Submission Application is a free application provided by IRAS. It allows employers
to validate and submit files (.txt or .xml) generated from a supporting payroll software to IRAS.

This application is suitable for you if your organisation is using a supporting payroll software system,
either

e Developed internally, or
Contact us at esub-tech@iras.gov.sq for file specification details.

e Purchased off-the-shelf
List of payroll vendors supporting IRAS’ file format specification (www.iras.gov.sg > e-Services

(under Quick links) > e-Submission of Employment Income (under e-Submission) > Are you
using a supporting payroll software?)

Version 3.0_OVP(C) - Dec 2011
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Install the Validation and Submission Application

Install the application (for first time users only)

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

@ Singapore Government

Integrity * Service * Excellence
ContactInfo / Feedback! Sitemap

INLAND REVENUE
AUTHORITY Search
OF SINGAPORE [ within IRAS =l

About IRAS News & Events Careers Ask IRAS Useful Links

(= Printer friendly TextSize & A A

Loginto WD o one.stop

personalised portal for
transacting with IRAS

Request SingPass / IRAS PIN

e-Services Authorisation System
(EASY)

Businesses

Individuals

Quick links

* Forlocals * For companies (including Productivity and Innova [e-Services | Forms
{employees, contract staff, pensioners, working overseas..) scheme) ms Taxrates
* For fareigners * For partners (general partnership, limited liability partnership, Tax calculators  Payments
(employees, professionals, public entertainers, sportsmen, limited partnership) gax;reanes 1 iax acts i
-resi i wchange rates  Tax agents
RoM-rEsldEntai=ciis 2] * For sole-proprietors/self-employed Refundg Tax A%ademy

* For new taxpayers (freelancers, comrmission agents, taxi drivers, hawkers...)

2. Select Validation and Submission Application (under e-Submission).

P @ Singapore Government
4 Integrity = Service + Excellence
ContactInfaf Feedback/! Sitemap
INLAND REVENUE
OF Siapore search

= e

[within IRAS

Home About IRAS News & Events Careers Ask IRAS Useful Links

géu Printer friendly Text Size & A A

cklin

e-Services

e-Services by category
Qur e-Services are organised around your nedds so that you can trangsact with IRAS conveniently via myTax Portal or EASY

Individuals | Businesses roperty Submission m

Dema/User Dema/User Guide  Usef Guide and  Dema/User DemaodUser Guide  Demo/User Guide and
Guide and and FAQs Fils Guide and FAQs  and FAQs AQs
FaQs
Popular e-Services  Popfilar Popular Popular e-Services  Popular e-Senvices
Popular e-Sdrices e-Services
&-Serices “Wigw DI e-Submission of EASY
nouire Wiew Ermployment
File % bout the Register of Incorme =-Slamping
Individual n-charge. nnual Y= Wiew Account
Incame Tax File ECI alue and Registered L ’ anadl ation Sumrmary/Payments
Form B1/6 File Form © e ki Submission g
“iew and propety e-File GET Application Correspondence
Settle Late / " O“"T‘e . owner(s] Returnis) Motices
application (=L » Onling
MNon-Filing of i
B Request for Application “iew Retum Status
Incorme Tax v Offline Authorise GSTF7 .
Forms, application lawyers to » Offling More
Accounts submit Mare Application
and Eile new 1B 21 cornpleted
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3. Select ‘Validation and Submission Application Version 3.X’ to download and install

o the Validation and Submission Application.
Links:
Singapore Government
4 @ Integ'lty + Service = Excellence
ContactInfof Feedbatk! Sitamap
D REVENUE
Contents SO RS N
OF SINGAPORE [Aithin IFAS =l
Home About IRAS News & Events Careers Ask IRAS Useful Links
r= Printer frigndly TextSize & & A
.
e-Services
cklin Jalys 1n of Emp ent [ncorr
Install the o — L
— Validation and Submission Application
Validation and
Submission If you are using a supporting payroll software (developed internally by your company ar baught from a fyroll vendor) to generate text
D EEE— (.bt) file or Extensible Markup Language (xmi) file, please download the Yalidation and Submission ApplEation to ensure that the files e-Submission
A[![!||Cat|0n comply with IRAS's specifications before submitting it to IRAS
e-Submission of Commission
Using the Validation and Submission Application
e-Submission of Donation
I
e-Submission of Employment
How do | get started using Income
. . the application? 1. Ensure that your computer has Java Runtime Environment [fersion
Validate FI|e!S! § and above
Jawa Setup Quick start Guide @(amxaj
Q 2. Refer to the step-by-step user guide
“alidation and Submission Application Quick Start Guide T @ad ke
3. Download the Yalidation and Submission Application and sfart
i i preparing the employment income information
Verify File . '
Validation & Submission Application Version 3.0 kJW 2KB)
Summar How do | rectify the errers  Please contact your payroll vendar or IT Department on haw ta rectify the error.
listed?
Recommended hardware/
software requirement Operating system
Windows 2000, Windows P and Windows ‘ista
Java Runtime Ervironment Yersion & and above 07
P Hardware requirements
Submit File Pentium 4 PC and above with 1 GB RAM (recommended 2GE RaM)
5 512Kbps speed Broadband with connection to a local ISP
via
— Browser
myTax Portal

4. Click <Run> to proceed.

Warning - Security

amend The application's digital signature cannot be verified.
Submitted Do you want to run the application?
Records )
Mame: a15 Salary File Malidation and Submission Application
Publisher: iras
Frequentl From: hitkp: /. iras gowv, sg
Asked [ &lways trust conkent From this publisher
Questions

Run Cancel

u/) The digital signature cannot be verified by 2 brusted source. Only Mare Information...
L]

run if you trust the origin of the application,
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5. Upon successful download, you will see an ‘AlIS Salary File Validation and
Submission Application (version 3.X) icon on the desktop. The Validation and
Submission Application will launch automatically at first installation.

1
w49
My Computer

~
L
—

Recycle Bin

Java- starting...

«
‘L?'.EJ |
AlS Salary File
Validation and
Submission
Application

Launch the application (for existing users)
If you have installed the Validation and Submission 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 application can check for
updates to the latest version available.
=)

AlS Salary File
Validation and
Submission

Application

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

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

x|
i
-

Java Web Start

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

Mame: AIS Salary File Yalidation and Submission Application

Publisher: Inland Revenue Autharity of Singapore

From: hikEp: v, iras, gov, 50

Cancel

i




Validate File(s)

Links:
Step 1 - Validate File(s)
1. Once the Main Menu is successfully launched, click <Next> to proceed.
Contents
IRAS - ¥alidation and Submission Application 10| =]
Welcome to IRAS - Validation and Submission Application 4
INLAND REVENUE
oF smanron
Install the =]
. . 1. The Walidation and Submission Application is designed to help employer =
w - to validate the file format and data generated;
Submission - flag out invalid data 50 that these can be rectified befare submitting the file to IRAS.
2

. Please ensure that the data file is complete and correct hefore transmitting to IRAS.
3. Ifthere are updates to the Validation & Submission Application, an auto-update prompt will be prompted upon

launching the application.
Q 4. Please click here to view the Terms of Use.
Validate File(s)

v

Verify File
Summary

U =l

N
Submit File Click > Mext Cancel |
i V

via
myTax Portal

Application

2. Click <Browse> to select the file generated from your supporting payroll software.

M IRAS - ¥alidation and Submission Application =10l =l
Step 1 - Validate File Step 2 - Summary Step 3 - Submit %
Amend Perform validation on file. ILAND REVENUE
Submitted N e
Records Eilemaie: | C|iCk>—m alidate |
Progress: |
.
Frequently
Asked
Questions

Ifyou gre using a customized software, please contactyour payrall vendar ar IT department on how e |
to rectify the errar.

Back | i]=Fae




3. The file generated from your supporting payroll software should be either a text file
(.txt) or an Extensible Markup Language file (.xml). Select the file to validate and

Links: ]
click <Open>.
Contents [F]1IRAS - validation and Submission Application o =] |
Step 1 - Validate File Step 2 - Summary Step 3 - Submit %
. Perform validation on file. lml:r!‘:!NL!
OF SINGAPORE
Filaname: - l e
x|
Install the o - = —
. . rgress: i . g
Validation and Loskin: | 1Ra5 =i 2 oEE
Submission BT
Application =) ABE sl
2] TRBS. =l

v

Validate File(s)

Q Iy Documents
-

o %

Verify File My Computer

Summary &
Ifyou are us - File name: |IR8.Q.me CI | c k | Open I 1o |
—— —

to rectify the
Q _ Files of type:  |Salary Data File (*.txt, *.xm] Cancel

cel

Submit File
mvTax Portal 4. Click <Validate> to start the validation process.
IRAS - ¥alidation and Submission Application o ] 4
Step 1 - Validate File Step 2 - Summatry Step 3 - Submit %
Perform walidstion on file. m;ﬁ:‘“
Amend OF SOARON:
Submitted _ . _
s Filename:  [C:URASURSAmI Click > Iml

Progress: | 4

Frequently
Asked

Questions

Ifyou gre using a customized software, please contact vour payroll vendor or IT department on how P — |
to rectify the error.

Back | =" Cancel |
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If there are error(s) detected:

1. The errors will be listed as shown below. You need to rectify all the errors within
your payroll software before you generate a new file for submission to IRAS.

2. Click <Save Errors to File> if you wish to save the list of error(s) for easy reference.
The file, containing the error(s), will be saved in MS Excel spreadsheet format.

[F)1RAS - validation and Submission Application Ol x|
Step 1 - Validate File Step 2 - Summary Step 3 - Submi %
Perform vabdation on file. mm
OF SIMNCGAPCIRE

Browse | validate |

Filename: |CIRASURSAXmI

Progress:
Field Name | Error Description

1 OrganizationIDNo Header Invalid. Pls ensure both ID Type and 1D no. is given correctly.

3 DNa _ Trivalid, Pls ensure both ID Type and 1D no. is given correctly.

1| | i

Ifyou are using a customized software, please contactyour payroll vendor or IT dep) H i
to rectify the error. Click Save Errors to File I
Back | Mext | Cancel I

3. Select the desired path to save the list of errors and click <Save>.

x

Savein: |3 RAS = 2 oEE

R34, xt
=] R85, xml

Deskkop

4

My Documents

File name: |ErrorLogs_201 10824, c5v Cl | C k Save

Cancel

il

Files of bype: |.q|| Files
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4. Click <OK> to proceed.

x
L3
\!I) Errors save to file successfully

M>

5. Please contact your vendor or IT Department if you are unsure on how to rectify the
error(s).

If there are no error(s) detected:

1. You will receive the message ‘File validation is successful.’

IRAS - ¥alidation and Submission Applicati o [ 574
Step 1 - Validate File Step 2 - Summary Step 3 - Submit %
Perform validation on file. 'NWD;TE:‘N‘-‘
OF SINGAPORE
Filename:  |CARASUREAxmI Erowse | Validate |
Progress:  [HNANNENNNNNRENNERNERRENNNNNNERNNRNNENENENRNNENNNNRNNNNNNRERNREREN]

File validation is successful. <

Ifwou gre using a customized software, please contact your payroll vendar ar IT department an how P |
to rectify the errar,

\%‘ et Cancel |

2. Click <Next> to proceed.
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Verify File Summary

Step 2 - Summary
1. Please verify the summary of the file(s) before submission to IRAS.

When verifying the summary:

e Ensure data accuracy in all submissions as we are unable to delete/ignore
any submitted files.
o All employees’ NRIC/FIN and respective salary information are correct.
o If tax is NOT borne by employer, ensure that the “Employee’s Income

Tax borne by employer” field is blank or set to “N”.

e Ensure corresponding figures in various forms tally.
o Submit Form IR8S if there are excess CPF contributions by employer.
o Submit Appendix 8A if there are benefits-in-kind.
o Submit Appendix 8B if there are gains/profits from share options.

2. You can view individual employee’s record below the file summary. Each row
represents one employee record.
(Note: The individual employee’s record summary is applicable to Form IR8A only.)

If you have more than 1 file for submission:
1. Click <Vvalidate Another File>. You can validate up to a maximum of 4 files.

2. Repeat ‘Validate File(s)’ for the validation process.

[A ras - validation and Submission Application =] 4|
Step 1 - Validate Flle Step 2 - Summary Step 3 - Submit %
INLAND REVENUE
Select file for Submission. e
O swiarone
=43 [Salary Files] Summary of File
- REARML File Name: CAIRASIREAXMI

Organisation Name: G000 PTELTD

Organisation ID: _

Form Type: IREA Batch Indicator: o
Basis Year: 2011

No. of Records: 3

Income Deduction

Salany: §120000 Chppesignated Pension 4 7 .,
Bonus: $60,000 Donation: 35
Director’s Fee: 50 MBF: 50
Others: $17,500

MRIC TOMMY TAN <0000, o 30000.0 oo S000.0 2000,0 s.0 0.0 N
Passport No ZAMIR. 30000.0 10000.0 0.0 2500.0 0.0 10.0 0.0 N

4 | ;Iﬂ

Click on file name to display summary details.
C||Ck )I walidate Anather File I\ Login o Submit | Exit |
|4

1D Type Employse 1D | Employes Name Salary Bonus | DitsctorsFee | Others | CPF/Designated Pension or provident fund | Donation | MBF | FormIRss |
INRIC DACQUELINEKOH  S0000.0  [20000.0 0.0 10000.0  [S000.0 20.0 0o N |

Please click Submit to proceed to submit file to IRAS

10
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Submit File via myTax Portal

Step 3 - Submit File(s) to IRAS via myTax Portal

1. Click <Login to Submit> once you are ready to submit your file(s).

IRAS - Yalidation and Submission Application (=] 3]
Step 1 - Validate File Step 2 - Summary Step 3 - Submit %
Select file for Submission BAD R
OF SINGARORE
=3 [Salary Files] [-Surnmary of Fil
""" R IRgh. XML File Name: CilRASIREAXMI
Organisation Name: O00H PTELTD
Organisation ID: (—
Form Type: IR8A Batch Indicator: Q
Basis Year: 2011
No. of Records: 3
Income Deduction
CPFDesignated Pension
Salary: $120,000 ot Fund: % 7,000
Bonus: $ 60,000  Donation: $35
Director’s Fee: 50 MBF: 50
Others: $17,500
1D Type Employes [0 Employee Name Salary Eonus Director's Fes | Others | CPFiDesignated Pension or provident fund | Donation | MBF | FormIRss |
NRIC JACQUELINE KOH  S0000.0  [20000.0 0.0 100000 5000.0 200 0.0 N |
NRIC TOMMY Tan 40000.0  [s00000  [0.0 S000.0  [2000.0 .0 0.0 N
Passport o ZAMIR 30000.0  [10000.0 (0.0 [z500.0 o 10.0 0.0 0

| | _>|j

Click on file name to display summary details

Please click Submit to proceed to submit file to IRAS.

N
[Click !
%

2. Read the warning message carefully and verify that you are submitting the file(s) for
the correct year which the income is derived in.

3. Click <Yes> to proceed.

]

I E ‘fou are submitking Fileds) for income derived in year 2011, Please confirm if this is correct,
Click )

4. At the confirmation message, ensure that you are connected to the internet and do
not close the ‘Validation and Submission Application’ yet until you see the ‘Upload
Data File Acknowledgement’ page.

11
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5. Click <OK> to proceed. You will automatically be directed to myTax Portal.

x
i J 1. A tokal of 1 File(s) will be submitted.

2. Ensure you are connecked to the Internet,
3. Proceed to close the application upon successful submission.

Click

Cancel

:

6. You can either login as Staff (for staff of organisation) or Third Party (for agents) to
submit files to IRAS.

Login as Staff
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:

e You will need:

e-Services Access Code

Organisation UEN

Own SingPass/IRAS Pin

NRIC/FIN of staff (or yourself) who will be e-Submitting the

information on organisation’s behalf

e Refer to user guide at IRAS website for authorisation process.

o At www.iras.gov.sq > e-Services (under Quick links) > e-Submission

of Employment Income (under e-Submission) > e-Submission of
Employment Income

o O O O

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

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

Home | About IRAS | Hews & Events | Careers | Ask IRAS | Useful Links | Technical F 3O

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 tlansact with IRAS
electronically. | >
EIHD RO X J i b prizes totaling $380,000 | lucky d Step 2 - | am logging in using
your tax and win cash prizes totalling 000 in our annual lucky dyaw
I’ - .
s TRXK2  Congratulations to the 203 winners of our 19 lucky draw on 17 May 20111 m IRAS PIN
5i

w I N [:H HH | Stay with GIRO for more chances to win in our next lucky draw. " ingPass or IRAS PIN

If you are logging in on behalf of your organisation

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

Login to )

12
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i) Using SingPass:
1. Enter <SingPass ID> and <SingPass> password, then click <Submit>.

Singapore Personal Access - I_ . & = s bt 8. i . 5 s
S, N gPaSS /,/ ré Personal Access
)
I} secure

Terms of Use | FAQs | Help | About Us

Welcome

to SingPass Authentication Service

SingPass(D| (MMM (Erteryour Identification Humber)

e.0. S12349675, G1234567G

G-24 characters, CASE-SENSITIVE)

SingPass

I Tick here to change your SingPass

Submitl P

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

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

Amend
Submitted
Records

Frequently
Asked

Questions

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

My Organisation Tax Reference Murmber

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,

Loginl Click |

Forgotten your PIM?Y
Reference Number as follows:

Please enter the correct Organisation Tax Reference Number as follows:

Select "UEN-LOCAL CO" and enter the nurmber {e.g.
20031234548)

[previously known as "ROC"]

Select "UEN-OTHERS" and enter the number (..
TOSFC12344)

[previously known as "ROC"]

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

[previously krnown as "ROB"]

Local Companies with UEN - yvyyynnnnn¥ format

Fareign Companies issued with either UEN - TyyPQnnnn¥ format

Local Businesses {(exclude sole-proprietorships for GST)/Partnerships
with UEM - nnnnnnnn format

13
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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

{e.g. 512345672, F1234567A)

My Tax Reference Mumber MR 'l [f

My IRAS PIN ‘| [sonnnsnsl

My Organisation Tax Reference Number A [UEM-LOCAL GO = I_—

Forgotten your PIN?

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

Login as Third Party

1. Select <My Client’s Tax Matters>:

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

Welcome to myTax Portal

myTax Portal is a safe and secure one-stop personalised portal for taxpayers to trangact with [RAS
electronically.

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

EIHQ GIRD your tax and win cash prizes totalling $360,000 in our annual lucky g
: .:_,-.r.-qTHX‘?,«“‘ Congratulations to the 203 winners of aur 19t lucky draw an 17 May 20111
-'w I N [:H HH | Stay with GIRO for more chances to win in our next Jucky draw.

If you are logging in on behalf of your organisation

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

Step 1 - | am logging in for

Step 2 - | am logging in using

t SingPass or IRAS PIN

Log in to

14




i) Using SingPass:
1. Enter <SingPass ID> and <SingPass> password, then click <Submit>.

Links:

Singapore Personal Access

Contents S"’/n gPaSS //,

re& Personal Access

M

i secure Terms of Use | FAQs | Help | About Us

Install the

Validation and Welcome

w to SingPass Authentication Servicd
Application

Iy SingPass (D| (MMM (Erier vour Identification Humber)

e.0. S12349675, G1234567G

Validate File(s) SingPass [eeeeeced 524 characters, CASE-SENSITIVE)
Q I Tick here to change your SingPass
Submitl P
Verify File
Summary
By clicking on the Submit button, you agree to he hound by the terms
Q specified in the Terms of Use and Important Notes below.
Submit File 2. Enter <My Organisation Tax Reference Number> and click <Login>.
via

myTax Portal

I am logging in for my client's tax matters

1 am logaing in for my client's tax matters Ol
o 1 arn lagging in for my client's tax matters with SID * o v
* Staff IDs given to Tax Agents
My ©rganisation Tax Reference Number : ll UEMN-LOCAL CO I_ l
. With the implementation of Unique Entity Mumber {UEM), ROC/ROB has been removed from the
Am—end ‘ M g CI | Ck | "drop-down” selection list. Please see table below.
Submitted
Records

Forgotten your PIN?

Frequently
Asked

Questions

15
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3. Click on <e-Submission> on the left hand menu.

B Home
B Log out from mpTax Portal
B Change IRAS PIN

B a-Services For
- Corporate Tax

- Goods & Services Tax

- How to e-file Form P

- Wiew Return Status

- Wiew Correspondence /

Motices

- Property Tax

- 5453 Witholding Tax
- Tax Clearance
- Employer Deduction

- e-Submission

Messages

What I Need To Do

Useful Tax Info

Correspondence & Motices

Last Cormpleted Portal Transactions

What's MNew

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

I 08/01/2011-33R

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

¥ Home

B Log out from myTax 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

Client Selection

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

»

Tax Reference No. :

[UEn LocAL co =M

[Retieve || C Click Je |

IRAS 08/01/2011-33R

16
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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 client's tax matters

I am logging in for my client's tax matters

I am logging in for my client's tax matters with SID *
+ Staff 1Ds given to Tax Agents

My Tax Reference Mumber

My IRAS PIM

My ©rganisation Tax Reference Murnber

Forgotten your PINT

Il
r

INR\C 'l
(e.0, 512345672, F12345674)

{ [UEN-COCALCO 7| [—

A

With the implementation of Unique Entity Mumber {(UEN), ROC/ROB has been remowved from the
"drop-dawn" selection list. Please see table below.,

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

B Home

B Log out from myTax Portal

B change IRAS PIN

B a-Services For
- Corporate Tax

- Goods & Services Tax

- How to e-file Form P
 Cormrespondence /

Notices

- 545 Witholding Tax

- Tax Clearance

- Employer Deduction

- e-Submission CI | C k

Messages

What I Need To Do

Useful Tax Info

iew Return Status what's Mew

197]s 08/01/2011-33R

Correspondence & Motices

Last Cormpleted Portal Transactions

- Property Tax Flease remember to LOGOUT and CLOSE the browser after you have completed your filing.
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Links:

Contents

Install the
Validation and
Submission

Application

v

Validate File(s)

v

Verify File
Summary

v

Submit File
via
myTax Portal

Amend
Submitted
Records

Frequently
Asked

Questions

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

¥ Home Client Selection

Flease enter the Tax Reference Number of your chent and click on "Retrieve’.
B Log out from mypTax Portal

B Change IRAS PIN Tax Reference No. : IUEN—LOCAL co j—_
|

B e-Services For

- Corporate Tax ’ml CI I C k 7 |

- Goods & Services Tax

IRAS 08/01/2011-33R
- How to e-file Form P

- Wiew Returmn Status

- ¥Wiew Correspondence /

Notices

- Property Tax

- 545 Witholding Tax

- Tax Clearance
- Employer Deduction

- e-Submission

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

EMPLCYMENT INCOME

A 4

4 salaryzippedfile258201 1.iras file has been created for the submission of the follawing formis):

1 IREA IREA.xml

File Location: C:\Documents and Settings\-\My DocumentsysalaryzippedfileZ582011.iras

Steps for Submission

Step 1 Click on "Browse" or "Choose File" button and select the salaryzippedfile258201 1.iras file located in
C:\Documents and Settings\_\l”ly Documents’,

DO NOT make any changes to the content of this file.
I Browse... |
Step 2 Click Upload ta subrit the file,
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Links:

Contents

Install the
Validation and
Submission
Application

v

Validate File(s)

v

Verify File
Summary

v

Submit File
via
myTax Portal

Amend
Submitted
Records

Frequently
Asked

Questions

3. Browse or choose the xxxxx.iras file for submission and click <Open>.

Lok in: IE] ty Docurmerts j [ =¥ Ed-

) Downloads

2 IBM_TECHMICAL _SUPPCRT
7] My Data Sources

My eBooks

(= My Music

| My Pictures

KT ja|
File name: Isalaryzippedfile2582tl1 1iras CI | C k Open |
==

Files of type: I,-’.\II Files [*.%] Cancel

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

Upload Data File

EMPLOYMENT [NCOME

A salaryzippedfile2582011.iras file has been created for the submission of the following form{s):

IRBA IRBA.xml

File Location: C:\Documents and Settings\-\l“ly Documentsysalaryzippedfile2582011.iras

Steps for Submission

Step 1 Click on "Browse" or "Choose File" button and select the salaryzippedfile258201 1.iras file located in
C:\Documents and Settings\-\My Documents?

DO NOT make any changes to the content of this file.
IC'ancuments and Settings v Documentsisala  Browse

Step 2 : CIICO
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Successful Upload

Links: . )
1. Upon successful upload, you will see the ‘Upload Data File Acknowledgement' page.
This Acknowledgement page denotes the end of your submission process.
Contents
2. Click <Print Acknowledgement Page> or take down the submission reference
. number for future reference.
Upload Data File Acknowledgement
Install the EMPLOYMENT INCOME
Validation and Organisation Tax Reference No.
7 A 0 isation N : HOCCPTE LTD
Submission oraaniation Name
AQQ'IC&tIOﬂ Agent Name :
Approver ID H _
Q Approver Name S S
File Name ;N 0°0205111R6A533424_IREAXMI
) . File Status ¢ SUBMITTED
Validate File(s Submission Reference :  ES11220911IR8A5376158803 <
Date of Submission t o 25/08/2011
Q Time of Submission © 16:23
Organisation Name : KUK PTELTD
Organisation ID : _
Verify File
Summar! You have uploaded the employment income file successfully. Thank you for participating in this e-Submission of Employment Income,
Please print this acknowledgement page fogAour record before you proceed to log out.
Q | Frint Acknowledgement Page ” Back to e-Submission Menu I Log out from myTax Fortal
Submit File
via

3. Click <Back to e-Submission Menu> if you wish to return to the main
e-Submission Menu. Otherwise click <Log out from myTax Portal> to log out from
myTax Portal.

myTax Portal

Amend
Submitted
Records

Frequently
Asked

Questions
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Amend Submitted Records

Amendment File
e For erroneous records submitted, employers are required to prepare an
Contents amendment file to amend the submitted records.
e Check with your payroll vendor or IT Department on whether your payroll software
is able to generate an amendment file based on the amendment guideline below.
o Ifyes, please proceed to prepare and generate the amendment file using your

Links:

Install the payroll software and use the ‘Validation and Submission Application’ to validate
Validation and and submit the amendment file to IRAS.
Submission

I o If your payroll software is unable to support the generation of amendment file,
Application . . . . .
please use the ‘Offline Application’ to prepare and submit your amendment file.
e Refer to IRAS’ website at www.iras.qov.sg > choose e-Services (from Quicklinks) >
S S Offline Application (under e-Submission) to download the Offline Application.

v

Guidelines for Preparing Amendment File

Verify File You can amend submitted information only for income and/or deduction amounts.
Summary O Submit only the difference in amounts
Q O Do not submit the overall revised value
O Prepare only for the affected employee(s)
Sulart Ele O Leave all other fields not affected by the amendment blank
via 0 Amendment file must be submitted by 31 March

myTax Portal

Example 1:
Actual Salary = $28,000
Original Salary submission = $24,000

Amend Amendment record at Salary field should show as $ 4,000
Submitted Example 2:
Sl Actual Bonus = $3,000

Original Bonus submission = $5,000
Amendment record at Bonus field should be shown as $-2,000

Please refer to our ‘Amendment File Guideline in IRAS’ website for a detailed
Frequently explanation on how to prepare amendment file on specific scenarios.
Asked

Questions . .
Amendment Guideline

WWW.iras.qov.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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Links:

Contents

Install the
Validation and
Submission

Application

v

Validate File(s)

v

Verify File
Summary

v

Submit File
via
myTax Portal

Amend
Submitted
Records

Frequently
Asked

Questions

New Version

Updates on Changes to the Validation and Submission Application

Q: What are the updates to the latest Validation and Submission Application?

If you are an existing user of the Validation and Submission Application, you may
notice that there are some changes made to the application.

Below is a quick highlight on the changes made to the latest version of the Validation
and Submission Application.

1. Summary
The latest version of the Validation and Submission Application shows the
individual employee’s IR8A record at the bottom row of the file summary. This will
facilitate the checking of information in the file before submission to IRAS.

Previous Version

[E11RAS - validation and Submission Application o [ -4
Step 1 - Validate File Step 2 - Summary Step 3 - Sbmit %
Select file for Submission, IMMD‘:TE:ENM
O smbaront
13 [Salary Files] rSummary of Fil
- 7 TRBAMML File Name: CURASURBAKTI

Organisation Name: GGCGGCPTE LTD

Organisation ID: _

Form Type: IRBA Batch Indicator: Lo}
Basis Year: 2011

Ho. of Records: 3

Income Deduction

Salary: §120000 o presunated Bension ¢ 7 nop
Bonus: $ 60,000  Donation: §35
Director's Fee: §0 MBF: §0

Others: $ 17,500

Click on file name to display summary details.

Flease click Submit to proceed to submitfile to IRAS

Yalidate Another File Login to Submit Exit

[FIRAS - Vaidation and Submission Application o]
Step 2 - Summary o 3 Subnt g
Fr.
Sy B 1
File Harve: CURASIRGATI
Organisation Name: 05000 FTE LTD
organisatonD: ]
Form Type: IRBA Batch Indicator: o
Basis Year: 2011
Wo.ofRocords: 3
Incame. Deduction
Salary: 120000 SFFDemgnated Pension ¢ ; 5,
‘Honus: §60,000  Donation: 535
Directorsfe: 40 wor: 50
others: 17500
Name | Salry | Bonus | Cwedorsfes | Gihers | CPRID providert fund | Conaton | MEF | Fom R8s
ok 500000 [mote.0 0 o000 50000 o 6o W =
T Fno 5o 0o W
T T T b0 bo w6 oo w

Click on fla narne 10 gisplay summary detaile.
Please click Submitfo procsed to submit e 10 1RAS.

Validste sncmerFie | [ Logn
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2. Refined Validations for ‘Address’ Field

m— The validation for address field has been refined. Please ensure that:
- Address type (‘Local Address’, ‘Local Address (C/O)’, ‘Foreign Address’) have
Contents been chosen correctly. For example, if the selected address type is ‘Foreign
Address’, you cannot select the country code as Singapore (301) or Others
. (999).
- Postal code for Singapore addresses must be valid. For example, the code must
be 6-digits and cannot be ‘000000’ or ‘99999’.
Install the Note: If you do not have the address for your employee, please leave the field
Validation and
Submission blank.
Application
3. Upload Data File
Q The Upload Data File page has been simplified from 3 steps to 2 simple steps. To
Validate File(s) 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.

v

Previous Version

Verify File upload Data File
EMPLOYMENT INCOME
Summary
Please ensure you are using the latest Offline Application (v2.3) or Validation & Submission Application (v2.3)
Q The following file(s) will be submitted to IRAS:
1 IRBA.xmI IR8A
Submit File
N Follow the steps below to submit file{s):
via Step 1 Highlight and copy (Ctrl+C) the following path in beld.
myTax Portal C:\Dacuments and Settings\inlnwsa\Local Settings\Temp\salaryFilez45201059464.iras
Step 2 1 Paste [Ctrl+V) the pathin the empty textbox.
JirvwsaiLocal Settings \TampiealaryFle248201050464 ks Biowsa.
o I the textbox is disabled, please click the "Browse™ button. In the pop-up box, paste the path in the <File name> field.
Step 3 :  Chick _ Uplosd g cubmit file(s).
Amend
Submitted .
New Version
Records e ——
Upload Data File
EMPLOYMEMT INCOME
.
A salaryzippedfile69201 1.iras file has been created for the submission of the following formis):
1 IREA IREA xml
Frequently i ) ) - )
File Location: C:}Documents and Settings\INLHARA\My Documentsisalaryzippedfile692011.iras
Asked
uestions 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,
D& MOT make any changes to the content of this file,
IC Documents and SettingsUNLHAR AWy Documentsisala  Browse
Step 2 Click | Upload |t submit the file,
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