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      About Offline Application 
 

 

1. The Offline Application is a free AIS software provided by IRAS for employers under the Auto-Inclusion Scheme 

(AIS) to prepare and submit their employees' income information to IRAS electronically. 

 

2. It is suitable for employers who: 

• Do not have a compatible payroll system (e.g. employers doing payroll manually or using Excel) 

 

• Cannot generate relevant appendices from their payroll software 

3. The Offline Application will be decommissioned by calendar year 2023. You are strongly encouraged to use 

payroll software supporting direct AIS submissions to IRAS. Explore supporting payroll software at IRAS website. 

You can also submit your employee records via Submit Employment Income Records at myTax Portal (Online 

Application). 

 

  

https://www.iras.gov.sg/taxes/individual-income-tax/employers/auto-inclusion-scheme-(ais)-for-employment-income/submit-employment-income-records
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      Hardware and Software Requirements  
 

Ensure your computer fulfils the minimum hardware/ software requirements: 

 
Operating System 

• Windows 7 and above 

• Mac OS X 10.7 and above 

• Java Runtime Environment Version 7 and above 

 

Hardware Requirements 

• Pentium 4 PC and above with 2 GB RAM (recommended) 

• 512Kbps speed Broadband with connection to a local ISP 

 

Browser 

• Internet Explorer 6.0 and above 

• Mozilla Firefox 1.0 and above 

• Google Chrome 24 and above 

• Safari Browser 4.0 to 5.0.3, and version 5.1.7 and above 

 

Please ensure that you have enabled Java and JavaScript for your Browser. 
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      Step 1: Download Offline Application  
 
 
 

 

 
 
 

 
 

 
 

 

4. Submission 3. Generate File 1. Download Offline Application 2. Preparation Frequently Asked Questions 

 

 

• Scroll down and click <Submit 

Employment Income Records> 

from the left-hand side sub-pages 

menu. 

 

 

• Under “Submission via AIS Offline 

Applications” section, click <Offline 

Application Version 12.0> to 

download and install the 

application. 

 

At IRAS’ website www.iras.gov.sg, 

• Using the “Search” function, type 

“Auto Inclusion Scheme for 

Employment Income”  

• Click <Auto-Inclusion Scheme 

(AIS) for Employment Income>. 

 

Year of Assessment 2022 

submission. 

• Alternatively, click the <How to 

Submit> hyperlink at AIS 

Submissions Resources or perform 

a search to reach Submit 

Employment Income Records 

page. 

 

 

http://www.iras.gov.sg/
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      Step 2: Preparation 
 

 

 

 

Create Profile 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

3. Submission 

• A warning prompt will appear. 

Click <I Acknowledge> after 

ticking the two important 

confirmation messages to start off 

the preparation. 

 

• Click <Create Original File> to 

begin. 

• If you are continuing preparing the 

information from where you left off 

previously, click <Open Existing 

File>. 

 
Note: 

Always create a new profile for each 

submission. Employers are to keep 

proper records of past submissions. 

Please do not open past year profiles 

and overwrite the information for your 

current submissions. 

 

 

 

 

4. Submission 3. Generate File 1. Download Offline Application 2. Preparation Frequently Asked Questions 
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2021 (Year of Assessment 2022) 

• Enter the details accordingly and 

ensure that you have selected the 

correct year. 

• Click <Save> once you have 

entered the details. 

 
Note: 

Click       for more information. 

Organisation Name (Year of Income Derived) 

• Use the recommended file naming 

convention. 

• Click <Save>. 

 

3. Submission 4. Submission 3. Generate File 1. Download Offline Application 2. Preparation Frequently Asked Questions 
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Enter Information 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your Organisation’s Name_2021.profile 

2021 

Original Records 

• Profile is created. Click <OK> and 

you will return to Main Menu. 

 

• Select Form Type and click 

<Create/View Employee Records> 

to begin. 

 

Note: 

When entering information, fields that 

are defaulted to “0” do not accept cents. 

Hence, enter just the dollar value for 

income fields and round-up dollar value 

for deduction fields. (For example, enter 

$25,000 for salary of $25,000.90; and 

enter $201 for donation of $200.20) 

 

Records with error will be highlighted in 

red for Form View or listed for Grid View, 

upon saving. You have to rectify all 

errors before saving again to validate the 

information. 

 

 

 

3. Submission 4. Submission 3. Generate File 1. Download Offline Application 2. Preparation Frequently Asked Questions 
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  • Enter employee’s details in the 

Form IR8A. 

• Click <Expand to Full Form> to 

display and enter other income 

information if necessary. 

 

Functions in the Form View: 

 

o <Add New Record>: Add another 

employee record. You are allowed 

to create up to 2,000 records for 

each submission. 

 

o <Delete>: Delete an employee 

record. 

 

o <Print/ Print All>: Print Form IR8A. 

 

o <Save>: To save Form IR8A. 

 

o <Close>: Return to Main Menu. 

 

 

 

 

Form View 

• You can also copy and paste your 

information into the grid view.  The 

maximum number of records to copy 

each time is 50. If you have more 

than 50 records, click <Add 50 

Rows> before pasting the 

information. 

 

Functions in the Grid View: 

o <Import Employees’ Particulars>: 

To import employees’ particulars 

from a past year profile. Note that 

Income and Deductions amount 

will not be imported. 

 

o <Search>: To search for a 

particular record. 

 

o <Delete>: To delete the selected 

record. 

 

o <Print>: To print Form IR8A. 

 

o <Save>: To save Form IR8A. 

 

o <Close>: Return to Main Menu. 

 

 

 

 

 

Grid View 

 

2021 

2021 

2020 

3. Submission 4. Submission 3. Generate File 1. Download Offline Application 2. Preparation Frequently Asked Questions 
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      Step 3: Generate File  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your Organisation’s Name_2021.profile 

Your Organisation’s Name 

2021 

Original Records 

Before submission, ensure that 

information prepared is accurate and 

complete. Ensure appendices are also 

prepared in the same file (where 

required). 

- Form IR8S for Excess CPF 

Contributions. 

- Appendix 8A for Benefits-In-Kind. 

- Appendix 8B for Share Option Gains 

 

• Once complete, click <View File 

Summary Before Submission>. 

 

• Click <OK>. 

 

 

• Verify the file summary. Once 

completed, click <Generate File For 

Submission>. 

 

 

3. Submission 4. Submission 3. Generate File 1. Download Offline Application 2. Preparation Frequently Asked Questions 

2021 
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3. Submission 

• Ensure that the Form Type that you 

need to submit has a check-box 

ticked. Click <Login to Submit File to 

IRAS>. 

 

Note: 

If there are errors detected, rectify the 

error(s) before re-generating a new file. 

You may save the list of errors in .csv 

format for easy reference, click <Save 

Errors for Reference>. 

 

 

 

 

• Click <OK> to proceed with 

submission and you will be brought 

to myTax Portal page if you are 

connected to the internet. 

 

3. Submission 4. Submission 3. Generate File 1. Download Offline Application 2. Preparation Frequently Asked Questions 
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      Step 4: Submission  
 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

3. Submission 4. Submission 3. Generate File 1. Download Offline Application 2. Preparation Frequently Asked Questions 

At myTax Portal, 

• Select Log in for <Business Tax >. 

 

Note: 

Only staff authorised with ‘Approver’ 

role for the “SUBMISSION OF 

EMPLOYMENT INCOME RECORDS” e-

Service will be able to submit file to IRAS.  

Authorisation must be done via 

Corppass. Learn how to authorise staff 

via the Corppass systems. 

 

Login using: 

• Singpass App, or  

• Password login 

 

OR 

https://mytax.iras.gov.sg/ESVWeb/default.aspx
https://www.corppass.gov.sg/
https://www.iras.gov.sg/irashome/uploadedFiles/IRASHome/Businesses/Authorisation%20Guide.pdf
https://www.iras.gov.sg/irashome/uploadedFiles/IRASHome/Businesses/Authorisation%20Guide.pdf
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A salaryFile100220220953109.iras file has been created for the submission of the following form(s): 

The location of the file generated earlier 

will be shown. 

 

• Click <SELECT FILE>. 

 

Note: 

The *.iras file is automatically generated 

for your submission by the AIS software.  

 

 

 

salaryFile100220220953109.iras 

 

salaryFile100220220953109.iras 

3. Submission 4. Submission 3. Generate File 1. Download Offline Application 2. Preparation Frequently Asked Questions 

• Select the ‘.iras’ file or paste the 

copied filename to the ‘File name’ 

field. 

• Click <Open>. 

Select salaryFile100220220953109.iras from the folder path: 
 
 
C:\Users\UserName\Documents\ 

salaryFile100220220953109.iras 
 
 



User Guide for Offline Application (Auto-Inclusion Scheme) 

 
 

14 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

You will return to ‘Upload Data File for 

Employment Income’ page. The selected 

file will now be displayed for upload. 

 

• Click <UPLOAD> to submit the file. 

 

2021 

ES21100222IR8A5377098520 
 

An acknowledgement page will be 

displayed once you have successfully 

submitted the employee records to IRAS.  

Note the Submission Ref No. for future 

reference. 

• You may click <VIEW MY 

SUBMISSIONS> to return to AIS 

Submissions for Employment 

Income Records page. 

 

Note: 

Ensure that the contact person’s details 

are correct so that you can receive our 

latest AIS communication. 

3. Submission 4. Submission 3. Generate File 1. Download Offline Application 2. Preparation Frequently Asked Questions 

A salaryFile100220220953109.iras file has been created for the submission of the following form(s): 

 

Select salaryFile100220220953109.iras from the folder path: 
 
 
C:\Users\UserName\Documents\ 

salaryFile100220220953109.iras 

10 FEB 2022 12:05 PM 

199600802D_10022022IR8A714 
637_IR8A.xml 

salaryFile100220220953109.iras 
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How to update AIS Contact Person Details? 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Submission 4. Submission 3. Generate File 1. Download Offline Application 2. Preparation Frequently Asked Questions 

• Mouse over to <Employers>. 

• Click <Submit Employment 

Income Records>. 

 

• Click <EDIT>. 

• Update all contact details and click 

<SAVE>.  

Submission for Employment Income is open. 

The submission deadline is 1 Mar. 
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How to view submitted information? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Submitted Records for Income Derived in 2021 (YA2022) 

10 FEB 2022 ES21100222IR8A5377098520 15 

• To view more details on the 

submission, click <VIEW> at the 

AIS Submissions for Employment 

Income Records. 

ES21100222IR8A5377098520 
 
10 FEB 2022 12:05 PM 

Note: 

Employee records that are submitted 

using the Offline Application cannot be 

retrieved at myTax Portal. You should 

retrieve the records from the Offline 

Application. 

3. Submission 4. Submission 3. Generate File 1. Download Offline Application 2. Preparation Frequently Asked Questions 

2021 (YA 2022) 
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      Frequently Asked Questions  
 

 

 

 

Q1. How to prepare appendices? 

 

You can access the appendices from the main menu of the Offline Application. The amounts from the appendices will be 

populated into the respective fields of the IR8A record automatically. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Submission 4. Submission 3. Generate File 1. Download Offline Application 2. Preparation Frequently Asked Questions 

Your Organisation’s Name(2021).profile 

Your Organisation’s Name 

2021 

Original Records 

• Select the supporting forms (i.e. 

Appendix 8A, Appendix 8B and/or 

Form IR8S) where applicable and 

click <Create/View Employee 

Records>. 

2021 

If Benefits-In-Kind are provided to your 

employees, complete Appendix 8A. 

• Enter the values in the respective 

fields, where applicable. 

• Click <Save> once the record is 

created. 

(Mandatory if the rent is paid by the employer) 
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3. Submission 4. Submission 3. Generate File 1. Download Offline Application 2. Preparation Frequently Asked Questions 

2021 

2021 

If you have made excess CPF 

contribution on your employees’ wages 

and/or have claimed or will be claiming 

refund on excess CPF contributions, 

complete Form IR8S. 

• Enter the values in the respective 

fields, where applicable. 

• Click <Save> once the record is 

created. 

If the employee derived gains or profits 

from Employee Stock Option (ESOP) 

Plans or other forms of Employee Share 

Ownership (ESOW) plans, complete 

Appendix 8B. 

• Enter the values in the respective 

fields, where applicable. 

• Click <Save> once the record is 

created. 

2019 

2019 
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3. Submission 4. Submission 3. Generate File 1. Download Offline Application 2. Preparation Frequently Asked Questions 

Your Organisation’s Name_2021.profile 

Your Organisation’s Name 

2021 

Original Records 

79,500.00 

81,400.00 

160,900 

Create Form IR8A to ensure that 

amounts in the supporting forms are 

populated over. 

• Select <Form IR8A> and click 

<Create/View Employee Records>. 

• Benefits-In-Kind amount will be 

shown in d(9) of the Form IR8A. 

 

• Employee Stock Option (ESOP) 

Plans or other forms of Employee 

Share Ownership (ESOW) Plans 

amount will be shown in d(8) of the 

Form IR8A. 

 

• Excess CPF contribution amount 

will be populated in d(7) of the 

Form IR8A. 
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Q2. How to prepare Appendix 8As with multiple places of residence? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

• Click on <Add Additional Place of 

Residence> once you have entered 

the first place of residence. 

 

3. Submission 4. Submission 3. Generate File 1. Download Offline Application 2. Preparation Frequently Asked Questions 

2021 

• A new Appendix 8A will be shown. 

Employee's particulars will be 

disabled for subsequent places of 

residence. Repeat the same steps 

for subsequent places of residence. 

The values of residences will be 

automatically summed up by the 

Offline Application and populated 

in Form IR8A. 

 

Note: 

If you need to provide Part 3 or 4 of the 

Appendix 8A, enter them in the first 

Appendix 8A created for the employee. 

Do not repeat the entries for the 

subsequent Appendix 8As. 

 

01/01/2021 30/06/2021 181 

2021 

(Mandatory if the rent is paid by the employer) 

(Mandatory if the rent is paid by the employer) 
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For enquiries on this user guide, please call 1800 356 8015 or email ais@iras.gov.sg.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Published by 

Inland Revenue Authority of Singapore 

 

 

 

 

Published on 28 Dec 2021 

 

 
 

 

 

 
 

 

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 28 Dec 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 

mailto:ais@iras.gov.sg

