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S45 Offline Data Entry (ODE) Application

1.   S45 ODE Application is a Java application which allows user to prepare   
single or multiple records of payees offline, and submit as a single file to 
IRAS via the e-Services portal.

2. It contains validation features to ensure essential information is 
completed appropriately before submission.

3.   It allows users to import withholding tax records of single or multiple 
payees from ODE Import Template.
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Pre-requisite to use ODE Application

• Windows 7, Windows 8.1 and Windows 10

• Internet Explorer version 11 and above or Mozilla Firefox 
version 49 and above or Google Chrome version 54 and 
above or Microsoft Edge

• Java Runtime (JRE) version 1.6, update 14 and above. 
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Step Action/ Note

1 Select S45 Offline Data-Entry
(ODE) Application to download

2 Select S45 ODE Import 
Template to download

Note:
• The ODE Application and 

Import Template can be 
downloaded from IRAS 
Website > e-Services > 
Others > Withholding Tax.

• URL Address: 
www.iras.gov.sg/irashome/e-
Services/Other-
Taxes/Withholding-Tax/

Downloading ODE Application and Import Template

http://www.iras.gov.sg/irashome/e-Services/Other-Taxes/Withholding-Tax/
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Step Action/ Note

1 Select the relevant form type
depending on the nature of
payment

2 Key in your record(s) into the 
Import Template

3 Save the Import Template in 
your desired location

Note:
Limitation of Import Template 
are as follow:
• Maximum of 500 records 

per form type or 2000 
records per import 
template.

• Date of Payment for record 
should not exceed 2 years 
period.

Filing New Withholding Tax Form by Preparer
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Step Action/ Note

1 Launch the ODE Application

2 Select Proceed

Filing New Withholding Tax Form by Preparer
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Filing New Withholding Tax Form by Preparer

Step Action/ Note

1 Select New
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Filing New Withholding Tax Form by Preparer

Step Action/ Note

1 Enter Payer’s Tax Reference 
and Name

2 Select Save
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Step Action/ Note

1 Enter New Password

2 Re-enter Password to confirm

3 Select OK

Note:
• You are required to create a 

password for every ODE file 
created. Password can be 
repeatedly used.

• Password should consist of :-
(a) Length of 8 to 16 characters 
(b) A mixture of upper, lower 

case and alphanumeric 
characters.

• IRAS would not be able to 
recover the password, if it is 
misplaced/ forgotten.

Filing New Withholding Tax Form by Preparer
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Step Action/ Note

1 Enter File name, e.g. WHT 
submission for Feb 2019

2 Select desired location to save 
ODE file

3 Select Save

Filing New Withholding Tax Form by Preparer
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Step Action/ Note

1 Select Import from Excel

Filing New Withholding Tax Form by Preparer
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Step Action/ Note

1 Select Browse

2 Select the Import Template 
(excel file) from the location 
which it was saved

3 Select Open

Filing New Withholding Tax Form by Preparer
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Step Action/ Note

1 Select Import

Filing New Withholding Tax Form by Preparer
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Step Action/ Note

1 Select OK to confirm the 
number of record(s) to be 
imported

Filing New Withholding Tax Form by Preparer
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Step Action/ Note

1 Select OK to acknowledge the 
number of record(s) 
successfully imported

Filing New Withholding Tax Form by Preparer
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Step Action/ Note

1 Select File Summary

Note:
Message Import Successfully 
will be shown

Filing New Withholding Tax Form by Preparer
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Step Action/ Note

1 Select File

2 Select Save to save the ODE file 
before exit

Filing New Withholding Tax Form by Preparer
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Step Action/ Note

1 Launch the ODE Application

2 Select Proceed

Approving and Submitting WHT submission by 
Approver
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Step Action/ Note

1 Select Open

Approving and Submitting WHT submission by 
Approver
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Approving and Submitting WHT submission by 
Approver

Step Action/ Note

1 Select relevant ODE file from 
the location it was saved

2 Select Open

3 Enter password for the file

4 Select OK
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Step Action/ Note

1 Select File Summary to view all 
record(s) prepared by Preparer

Approving and Submitting WHT submission by 
Approver
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Step Action/ Note

1 Select Submit to IRAS 

Approving and Submitting WHT submission by 
Approver
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Step Action/ Note

1 Select Generate File

Approving and Submitting WHT submission by 
Approver
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Step Action/ Note

1 Select Login to Submit

2 Select OK to confirm the 
number of form type to be 
submitted and you are 
connected to the internet.

Note:
• Your default web browser 

will be auto-launched.
• Late payment penalties, if 

any, is based on estimation. 
Please log in to myTax
Portal, under View S45 Form 
Status for the actual 
penalties amount.

• Please do not close the ODE 
application until you have 
submitted the record and 
viewed the 
acknowledgement page 
successfully.

Approving and Submitting WHT submission by 
Approver
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Step Action/ Note

1 Select Business Tax

Note:
Please do not close off the web 
browser that was auto-
launched. If you hit error while 
logging in to myTax Portal, 
please repeat from slide 22.

Approving and Submitting WHT submission by 
Approver
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Step Action/ Note

1 Select Select File and follow 
the path provided

Note:
• Please follow the path 

highlighted in black box to 
select the relevant file for 
submission.

• Do not select the file based 
on the path in which you 
have saved the ODE file.

• The extension of the file to 
be selected should be .45x 
instead of .45.

Approving and Submitting WHT submission by 
Approver
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Step Action/ Note

1 Enter details of declarant

2 Select Upload

Approving and Submitting WHT submission by 
Approver
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Approving and Submitting WHT submission by 
Approver

If you are on GIRO for payment of S45 Withholding Tax
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Approving and Submitting WHT submission by 
Approver

If you are on GIRO for payment of S45 Withholding Tax
Step Action/ Note

Note:
• Penalties will be imposed 

and deducted with tax 
amount payable via GIRO if 
filing is submitted after the 
due date.

• For errors discovered after 
filing, please complete 
Withholding Tax Filing 
Amendment Forms if no 
additional tax is payable. For 
amendments that will result 
in additional Withholding 
Tax payable, please e-file 
and pay the additional 
Withholding Tax 
immediately.
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Approving and Submitting WHT submission by 
Approver

If you are not on GIRO for payment of S45 Withholding Tax
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Approving and Submitting WHT submission by 
Approver

If you are not on GIRO for payment of S45 Withholding Tax
Step Action/ Note

Note:
• Please arrange for payment as per 

instruction.
• Indicate the Payment Slip number

when making payment.
• For errors discovered after filing, 

please complete Withholding Tax 
Filing Amendment Forms if no 
additional tax is payable. For 
amendments that will result in 
additional Withholding Tax payable, 
please e-file and pay the additional 
Withholding Tax immediately.
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Approving and Submitting WHT submission by 
Approver

Step Action/ Note

1 Select File was uploaded successfully
only upon successful uploading of the 
ODE file and viewing of the 
acknowledgement page

2 If you did not manage to upload the 
ODE file and view the 
acknowledgement page successfully, 
please select File was not uploaded 
and repeat steps from slide 22
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Approving and Submitting WHT submission by 
Approver

Step Action/ Note

Note:
• Once you have selected File was 

uploaded successfully, application 
will mark the entire file as 
submitted. 

• To avoid duplicate submission of 
records, you are not allowed to re-
submit these Forms records again.
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Approving and Submitting WHT submission by 
Approver

Step Action/ Note

Note:
At File Summary, the Form status will 
be updated as Submitted on 
dd/mm/yyyy hh:mm, i.e. the date 
and time you acknowledge successful 
submission to IRAS under slide 32.



Contact information
For enquiries on this user guide, please call (65) 63567012 (Withholding Tax) or email myTax mail

Published on 11 Apr 2021
By Inland Revenue Authority of Singapore

The information provided is intended for better general understanding and is not intended to comprehensively 
address all possible issues that may arise. The contents are correct as at 11 Apr 2021 and are provided on an 
“as is” basis without warranties of any kind. IRAS shall not be liable for any damages, expenses, costs or loss of 
any kind however caused as a result of, or in connection with your use of this user guide.

While every effort has been made to ensure that the above information is consistent with existing policies and 
practice, should there be any changes, IRAS reserves the right to vary its position accordingly

© Inland Revenue Authority of Singapore.
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https://mytax.iras.gov.sg/ESVWeb/default.aspx?target=MPORLoginSelection&returnUrl=target%3dMTAXMMain%26toLoginSelection%3dtrue

