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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 

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

 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?) 
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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) 

 

 
 

2. Select Validation and Submission Application (under e-Submission). 
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3. Select „Validation and Submission Application Version 3.X‟ to download and install 

the Validation and Submission Application.  

 

  
 

4. Click <Run> to proceed.  

 

 
 

 

 Click 

 

Links: 

 

Contents 

 

 

• 

 

 

Install the 

Validation and 

Submission 

Application 

 

Validate File(s)  

 

Verify File 

Summary 

 

Submit File  

via  

myTax Portal 

 

 

• 

 

 

Amend 

Submitted 

Records  

 

 

• 

 

 

Frequently 

Asked  

Questions  

 

 

 

 

 

 

 

 

 



5 
 

 

5. Upon successful download, you will see an „AIS Salary File Validation and 

Submission Application (version 3.X)‟ icon on the desktop. The Validation and 

Submission Application will launch automatically at first installation. 

 

 
 

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. 

 

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

 

3. You will receive a message prompt. Click <OK> to update the application.  
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Validate File(s)  
 

 

Step 1 - Validate File(s) 

1. Once the Main Menu is successfully launched, click <Next> to proceed. 

 

 
 

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

 

 

 Click 

 Click 
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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 

click <Open>. 

 

 
 

4. Click <Validate> to start the validation process. 
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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. 

 

  
 

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

 

 
 

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.‟  

 

 
 

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: 

 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”. 

 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 <Validate Another File>. You can validate up to a maximum of 4 files.  

 

2. Repeat „Validate File(s)‟ for the validation process. 
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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). 

 

 
 

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. 

 

 
 

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

 

 
 

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: 

 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>. 

 

2. Click either <SingPass> or <IRAS PIN>. 
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i) Using SingPass: 

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

 

 
 

2. Enter <My Organisation Tax Reference Number>, then click <Login>.  
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ii) Using IRAS PIN: 

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

Reference Number> and click <Login>.  

 

 
 

Login as Third Party 

 

1. Select <My Client’s Tax Matters>. 

 

2. Click either <IRAS PIN> or <SingPass>. 
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i) Using SingPass: 

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

 

 
 

2. Enter <My Organisation Tax Reference Number> and click <Login>. 
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3. Click on <e-Submission> on the left hand menu. 

 

 
 

5. Enter <Tax Reference No.> of your client/ third party. Click <Retrieve>. 
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ii) Using IRAS PIN: 

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

Reference Number> and click <Login>. 

 

 
 

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

 

 
 

 

 

 

 

 

 

 

 

 

 

Click 

Click 

 

Links: 

 

Contents 

 

 

• 

 

 

Install the 

Validation and 

Submission 

Application 

 

Validate File(s)  

 

Verify File 

Summary 

 

Submit File  

via  

myTax Portal 

 

 

• 

 

 

Amend 

Submitted 

Records  

 

 

• 

 

 

Frequently 

Asked  

Questions  

 

 

 

 

 

 

 

 

 



18 
 

 

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

 

 
 

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

 

 
 

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

 

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

This Acknowledgement page denotes the end of your submission process. 

 

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

number for future reference.  
 

 
 

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. 
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Amend Submitted Records 

 

Amendment File 

 For erroneous records submitted, employers are required to prepare an 

amendment file to amend the submitted records. 

 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 If yes, please proceed to prepare and generate the amendment file using your 

payroll software and use the „Validation and Submission Application‟ to validate 

and submit the amendment file to IRAS. 

o If your payroll software is unable to support the generation of amendment file, 

please use the „Offline Application‟ to prepare and submit your amendment file.  

 

 Refer to IRAS‟ website at www.iras.gov.sg > choose e-Services (from Quicklinks) > 

Offline Application (under e-Submission) to download the Offline Application. 

 

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 

 Prepare only for the affected employee(s) 

 Leave all other fields not affected by the amendment blank 

 Amendment file must be submitted by 31 March  

 

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 „Amendment File Guideline in 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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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.  
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2. Refined Validations for „Address‟ Field  

 

The validation for address field has been refined. Please ensure that:  

- Address type („Local Address‟, „Local Address (C/O)‟, „Foreign Address‟) have 

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‟.  

Note: If you do not have the address for your employee, please leave the field 

blank. 

 

3. 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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