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Offline Application

The Offline Application

Ç is for you to enter the employment income information offline.

Ç helps validate the information you enter in the file and generates 

an output file in XML format.

Ç can also import the personal particulars of your employees into 

the application.

Ç will prompt an auto-update if there is a newer version available 

upon clicking on the shortcut icons on your desktop. Do note that 

you will need to be connected to the Internet.
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Download Offline Application

Click <e-Services>.
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Download Offline Application

Click <Offline Application>.
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Download Offline Application

Click <Java Runtime Environment Version 6 

and above> if your computer is not Java 

enabled. 

Please refer to User Guide for Install Java 

Runtime Environment Guide for more details.

Skip this step if the required Java version has 

already been installed in your computer.
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Download Offline Application

Click <Offline Application Version 2.3>.
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Download Offline Application

Please wait for the downloading to complete.
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Download Offline Application

Upon successful completion of downloading the application, you 

will see an ñAIS Offline Application (version 2.3)òicon on the 

desktop.
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Download Offline Application

Double click <AIS Offline Application (version 2.3)> to launch 

the application.
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Download Offline Application

Click <Run> to proceed.
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Create Organisation Profile

Click <Enter Organisationôs Information>.
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Create Organisation Profile

1. Enter <Organisationôs 

Information>, <Authorised Person> 

and <Batch Information>.

2. Click <Save> to proceed.

Mandatory fields are marked with (*). 
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Create Organisation Profile

1. Select the desired path you want to save the file to.

2. Enter file name.

3. Click <Save>.



Create Organisation Profile
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Click <OK> to Proceed.
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Open Existing Organisation Profile

Click <File> and select <Open>.
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Open Existing Organisation Profile

1. Select the Organisation Profile saved previously.

2. Click <Open>.
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Import Employeesõ Particulars

You can import Employeeôs Particularsfrom previous profiles 
created.

Note: To successfully import a record, the Identification 
Number is mandatory.
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Import Employeesõ Particulars

Click <Import Employeeôs Particulars(Optional)>.
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Import Employeesõ Particulars

Click <Select File>.
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Import Employeesõ Particulars

Import Employeesô Particulars from previous profiles created.

1. Select the file with employeesô particulars.

2. Click <Open>.
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Import Employeesõ Particulars

Upon completion of import of employeesô particulars, you will see the message 

ñImport Successfulò.
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Create Records

1. Select the relevant Form Type. 

2. Click <Begin> to proceed.



Create Records

To navigate to Form layout, click 

<Switch to Form View>.
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Create Records ðForm View

1. Key in employeeôs particulars and employment income information in the relevant cells.

2. Fields with (*) are mandatory fields.
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Create Records ðForm View

Check <View More>to expand the fields under ñOthersò.
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Create Records ðForm View




