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1. Installation

1. Introduction to BizFin* Multi-Upload Tool

BizFin* Multi-Upload Tool is an application program developed by Accounting and Corporate Regulatory
Authority (ACRA) that allows companies to upload one or more financial statements in XBRL format
(XBRL files) to the BizFin* server.

Prior to using BizFin* Multi-Upload Tool, companies must prepare their XBRL files using other application
programs, such as BizFin* Preparation Tool. For more information on BizFin* Preparation Tool, please
refer to https://www.acra.gov.sg/xbrl-filing-and-resources/help-resources.

BizFin* Multi-Upload Tool is made available free of charge for use by companies.

2. Minimum system requirements

To install BizFin* Multi-Upload Tool, your computer must meet the minimum hardware and software
requirements as shown in the table below:

Hardware Requirements

e |ntel Core i3 or above

Processor e Non-Intel Processor @ 2.0 GHz or above
RAM 64-bit Windows: 4GB or more

Hard Disk Space 200 MB of free space

Monitor Resolution 1280x800 and above

Operating System and Software

Operating Systemand |+ Windows 8.1
Software * Microsoft Windows 10
* Microsoft Windows 11

Note: To check the version of your Microsoft Windows, please refer to
https://support.microsoft.com/en-sq/help/13443/windows-which-version-

am-i-running
Microsoft .NET Framework 4.8.0 or later
Framework

Note: To download this version of .NET Framework, please refer to
https://support.microsoft.com/en-us/topic/microsoft-net-
framework-4-8-offline-installer-for-windows-9d23f658-3b97-68ab-
d013-aa3c3e7495e0

"Microsoft® Office, Microsoft® Excel, Microsoft® Word, Microsoft® Office Suite and Microsoft® Windows are trademark or
registered trademarks of Microsoft Corporation Limited.



https://www.acra.gov.sg/xbrl-filing-and-resources/help-resources
https://support.microsoft.com/en-sg/help/13443/windows-which-version-am-i-running
https://support.microsoft.com/en-sg/help/13443/windows-which-version-am-i-running

3. Download the installer

BizFin* Multi-Upload Tool is available for download from ACRA website (https://www.acra.gov.sg/xbrl-

filing-and-resources/download).

4. Things to note before installation

1. Administrator rights

You must have administrator rights on your computer to install BizFin* Multi-Upload Tool. Ensure the
user account under which BizFin* Multi-Upload Tool is installed has full read and write access to C:\Acra
Multi-Upload Tool folder. Contact your IT support staff for assistance if you do not have administrator
rights on your computer.

2. Antivirus

If your antivirus software blocks the installation of BizFin* Multi-Upload Tool, temporarily disable the
auto-protect feature of your antivirus software before installing BizFin* Multi-Upload Tool. Contact your
IT support staff for assistance if you are unable to disable the auto-protect feature of your antivirus
software.


https://www.acra.gov.sg/xbrl-filing-and-resources/download
https://www.acra.gov.sg/xbrl-filing-and-resources/download

1.5. Install

1. Double click on the installer of BizFin* Multi-Upload Tool with “.MSI” extension to start the
installation. You will see Setup Wizard as shown in Figure 1. Click Next.

15 BizFinx Multi Upload Tool — *

Welcome to the BizFinx Multi Upload Tool Setup L..,J
Wizard

The installer will guide you through the steps required to install BizFins Multi Upload Toal on your
computer.

WwARMING: This computer program is protected by copyright law and international treaties.
Unautharized duplication or distribution of thiz program, ar any portion of it, may result in severe civi
aor criminal penalties, and will be prozecuted to the marimunn extent possible under the law.

Cahcel < Back

Figure 1

2. You will see Confirm Installation window as shown in Figure 2. Click Next.

ﬁl BizFinx Multi Upload Tool - >

Confirm Installation L..j

The installer iz ready to ingtall BizFine Multi Upload Tool on pour computer,

Click "Mext' to gtart the installation,

Catcel < Back

Figure 2



3. You will see License Agreement window as shown in Figure 3. Select the radio button | Agree
and click Next.

;E BizFinx Multi Upload Tool — *

License Agreement Ia’:

Flease take a moment o read the licenze agreement now. |f you accept the terms below, click "l
Agree’’, then "Mext”. Othenawize click "Cancel"'.

NOTICE: PLEASE READ THIS AGREEMENT CAREFULLY. BY CHOOSING T AGREE' OR
BY DOWNLOADING, INSTALLING ANDYOR OTHERWISE USING THE FRODUCT, YOU
ACENOWLEDGE THAT YOU HAVE READ THE TERMS AND CONDITIONS OF THIS
AGBREEMENT AND THAT YOU AGREE TO BE BOUND UNCONDITIONALLY TO THESE
TEEMLIS. IF YOU DO NOT AGREE TO THE TERMS OF THIS AGREEMENT, THEN PLEASE
EXIT THIS PAGE AND DO NOT DOWNKNLOAD, INSTALL OR USE THE PRODUCT IN ANY
TWAY.

ACRA: Accounting snd Corporstz Resulatory Authority, & stemutory boerd establizshed vnder the Accounting
=nd Cosporate Rerulstory Act (Cap. 24) of the Republic of Sinzaposs.

()1 Do Mat &gree ®) | &gree

| Cancel | | < Back | | Mest >

Figure 3

4. You will see the User Account Control window which provides information regarding the
publisher and the certificate used to establish the authenticity of tool (see Figure 4). Click Yes.

BizFinx Multi Upload Tool

Verified publisher: Accounting And Corporate Regulatory
Authority
File origin: Hard drive on this computer

Show maore details

Figure 4



5. You will see Installation Complete window after installation (see Figure 5). Click Close.

1%] BizFinx Multi Upload Tool — >

Installation Complete b

BizFirw Multi Upload Tool has been successfully installed.

Click "Cloze" to exit.

Please uze Windows Update to check for any critical updates to the MET Framework.

Cancel < Back

Figure 5

6. You will see a shortcut to BizFin* Multi-Upload Tool on your desktop (see Figure 6).

B

[
BizFinx Multi
Upload Tool
Figure 6
The same installer can be used to install BizFin* Multi-Upload Tool on multiple computers.
=

1.6. Installing updated version of the tool

Follow the steps in section 1.5 to update BizFin* Multi-Upload Tool to the latest version. You are not
required to uninstall the older version of BizFin* Multi-Upload Tool prior to the update.



1.7. Uninstall

To uninstall BizFin* Multi-Upload Tool, please follow the instructions below:

1. Go to the Start Menu in Microsoft® Windows and click on the Uninstall option under BizFin*
Multi-Upload Tool menu option. Alternatively, go to Control Panel > Programs > Programs and
Features, select BizFinx Multi-Upload Tool and right click to see the Uninstall option as shown in
Figure 7.

B3 Frogams and Festures

- T ) » Control Pansi + All Contret Panel e+ Programs and Features

Comtrgl Panel Home
Uninstall or chiarae & program

Yiew mstalbed Updetm %o uninstall » progeam., select it from the et and then chck Uninstall, Change cr Repan

§ Tum Windows festurss on o
oft

Crganize »  Unintal  Change - Repawr

Nime Fulblisher Inafios On  Sie Wersize
O Bafire Mot Uplosd Teel ¢ ‘KA Singusore 1&/v2000 E3M8 3170
0 BeFine Preparaten Tool 1A, Singagpore 45000 270
b, Bfinx Sreparaton Yool v Change 84 Singagare 16/9/2000 320

Figure 7

2. Click Yes to confirm un-installation of BizFin* Multi-Upload Tool as shown in Figure 8.

Programs and Features

I Are you sure you want to uninstall BizFinx Multi Upload Tool?

(] Inthefuture, do not show me this dialog box Yes

Figure 8



3. You will see Windows User Account Control window as shown in Figure 9. Click Yes to begin the
uninstall process.

BizFinx Multi Upload Tool

Verified publisher: Accounting And Corporate Regulatory
Authority
File origin: Hard drive on this computer

Show mare details

Figure 9




2. Get Started

2.1. Overview on steps to upload XBRL files

The below flowchart shows how to upload one or more XBRL files using BizFin* Multi-Upload Tool:

1. Generate XBRL files -~ . 3. Click on Add XBRL Files
using application 2. Open BizFin® Multi- button (or drag and drop)
programgs s%e:h as BizFin® Upload Tool and click on o select onegor morep
P X Upload XBRL tab :
reparation Tool XBRL files

5. Click on Validate &
6. Click on Validation Upload button to submit
Results / Status tab XBRL files for validation
and upload

4. Enter the Name of
person who uploads the
XBRL files

button to check status of under "Validation Results enabled) and click on

o " ) Acknowledge and Upload
XBRL validation / Status" column to view button to upload XBRL file
XBRL validation results

10. Repeat step 8 to step
9 to upload rest of XBRL
files

8. Click on the validation .
7. Click on Retrieve Status result link in the panel [ 9. Select the checkbox (if ]

Figure 10
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2.2. Launch BizFin* Multi-Upload Tool

To launch BizFin* Multi-Upload Tool, double click on its shortcut icon on your desktop. An introduction
page is displayed as shown in Figure 11.

BcFin' Muit: Uplead Tool - 3.1.0 - o *

Information  Upload XBRL  Vahidaston Results / Stakis

I3 BizFin* Multi Upioad Tool

Bafm Muh Upload Taol s 2 fee taol prowded by ACRA for users to upload muttipls XBRL files at a ima

submit up to 5 XGRL fles for valdalico and upicad af o trme

Viesults and Iolow iInsruchons on how 0 precaed in the "Valdaton Hesuls

Users willbe sble % acknowledae and upload only the following
XB | " detscied
(< | AN poss 1 at ate confatred 10 be nod genuine and
BAL files contain genuine e mpt ave be anted by ACRA

Figure 11

There are three tabs at the top of the window (as shown in Figure 12), namely:

¢ Information: Contains description of BizFin* Multi-Upload Tool features.

e Upload XBRL: Feature to submit one or more XBRL files for validation and upload.

e Validation Results / Status: Feature to view validation results and status of XBRL files that are
submitted via BizFin* Multi-Upload Tool.

Information Upload XBRL Validation Results / Status

Add XBREL Files

Figure 12
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If you encounter MUT-00-EM-003 error (as shown in Figure 13) instead, please ensure you have an
active Internet connection and restart BizFin* Multi-Upload Tool.

MUT-00-EM-003 >

you have an active Internet connection, and then restart

e An Internet connection cannot be established, Please ensure
BizFin* Multi Upload Toaol.

Figure 13

If you encounter MUT-00-EM-001 error (as shown in Figure 14), please contact your IT support staff to
whitelist the following two URLs for your computer to access and restart BizFin* Multi-Upload Tool. If
issue persists, contact ACRA helpdesk.

MUT-01-EM-001 >

An error occurred while trying to communicate with ACRA AP
Pdall, Please try again later, If issue persists, contact ACRA
helpdask.

Figure 14
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3. Tab Navigation

3.1 Upload XBRL

3.1.1 Submit XBRL files for validation and upload

To upload one or more XBRL files to BizFin* server:

a) Click on Upload XBRL tab.

Information  Upload XBRL  Valdaton Results / Status

1 Add XBRL Fes

XBRL Mes selected for vahdaton and upload 10 Bf int server
XBRL Flle Name
ABCLimited_199912345P_20141231 2ip m

Name of person who uploads XBRL fie 08N

4| Emai address to nolify vakdation results |

etong et
“ Validate & Upload

Figure 15

b) Click on Add XBRL Files (s/n 1 in Figure 15) to select a XBRL file for validation and upload.
Alternatively, drag and drop one or more XBRL files to the XBRL files selected for validation and
upload to BizFin* server panel (s/n 2 in Figure 15).

c) Enter the Name of person who uploads XBRL file (s/n 3 in Figure 15). This name will be displayed in
BizFile during lodgment of Annual Return.

=y You may choose to provide email address (s/n 4 in Figure 15) to be notified upon the completion of XBRL
8 validation.

d) Click on Validate & Upload (s/n 5 in Figure 15).

13




3.2 Validation Results / Status

3.2.1 View validation status of XBRL files

To view the status of XBRL files submitted for validation using BizFin* Multi-Upload Tool:

1. Click on Validation Results / Status tab. You can view the validation status of all XBRL files under
Validation Results / Status column (s/n 1 in Figure 16).

. BizFer Mot Upload Tool - 310 - o *

nformaton  Upload XBRL Vabdaton Results | Status

2 — [T] Cuck on 1 chsckbox 1o suromanc ally remeve the cursm stans of say remamng XBRL 42y 1o be validsmd

. The Ratheve Statua” outton will be 1#-emabled n 13 seconds. Pleass wail

ABC LMITED NAZ2018  [ABCLMITED 2p

« XKBRL Hes will be resained in BizFine syssam for 3 days to be uplaaded. and 14 days 1 be filed 2 patt of the annwual retum in BieFile

Figure 16

2. Click on Retrieve Status button (s/n 2 in Figure 16) to refresh the status if XBRL validation has not
been completed. Note that you can refresh the status once after every 25 seconds. You can select
the checkbox to enable automatic refresh of the status once every 25 seconds.

3. Follow the instructions indicated in Validation Results / Status column (s/n 1 in Figure 16) once
XBRL validation has been completed. You may be asked to click on the link to view the XBRL
validation results.

14



The table below describes each column header.

Column Name Description

Company Name | Name of the company whose XBRL file had been submitted to BizFin* server.

FPE Financial Period End date indicated in the submitted XBRL file.
XBRL File Name File name of the submitted XBRL file.
Date of Date and time when the XBRL file was submitted to BizFin* server for validation.
Validation
Validation Results | Validation results or status of the submitted XBRL file.
/ Status

Some common messages you may encounter

e XBRL file is in the queue for validation. Please wait. If you have provided your
email address, you will receive an email once the validation is completed.

e No errors - Click to acknowledge for upload

e Genuine Errors - Click to view errors to rectify

e Genuine Errors granted exemption - Click to acknowledge for upload

e Possible Errors - Click to acknowledge for upload

e Possible Errors & Genuine Errors granted exemption - Click to acknowledge
for upload

{Bin icon} Clicking on this icon will delete the display of the validation results or status
record in the panel.

Note that the display of the validation results or status record in the panel will only be deleted when:
e The display of the record is manually deleted by clicking on the bin icon, or

e The corresponding XBRL file is detected to be removed in BizFin* server during a restart of BizFi

Multi-Upload Tool.

nX

e XBRL files submitted for validation will be stored in BizFin* server for 3 calendar days for the completion of
upload.

= e  Uploaded XBRL files will be stored in BizFin* server for 14 calendar days for lodgment as part of the Annual
Return.
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3.2.2. View validation results of XBRL files

When you click on the link to view XBRL validation results in the “Validation Results / Status” column, a

new window will be displayed (see Figure 17).

WAon Fesim ASC LRETED 2U00STT) - 11002000

_ Paemined Crtive leviww Cony Export Ta Dxsd
3 Tha Sheskbon ns Ma “Accreadatae and Lpcad usol are snatied Sui whes coie SDEL e bas s Cersase Frear o ol Carere oo havse Seen graried ssmzren s not accicatle
Onlins Valigation Resuits (Thern will e oo Snk to alement)
e NI T and
" ve sabd wziw the = & prors
1 by axtaustive o 13 Sarve ae SISO that the XIRL PS5 ae
ture. Comy fach presecanon ¢ the w t
- Ervee - Type ot

Curtert perel ond dale = 31,03 122

Dwca o Giaiemert by Arwians =

Catx of rdspencart sucdkezrs mpart

Dufe of mthormation Sor diie of frantial satesrarts = 0105-2013

fatn 038 Gerusre Erree

Frng rhermaree

Fraterrwe by dosctony

Ingdepansurt sudtzra’ rapors

Motz - Cirporate 93¢ geversl wfarmate

Figure 17

Review the XBRL validation results under “Online Validation Results” section and follow the below

instructions for different scenarios. If you are not allowed to upload XBRL file, the checkbox to confirm

the XBRL data is accurate and “Acknowledge and Upload” button will be disabled for selection.

. . Allowed to
S/N | Possible scenario upload XBRL file? Steps to proceed?
1. Rectify the error using any application
Your XBRL file contains program that prepares XBRL file (e.g.
any genuine error that BizFin* Preparation Tool) or apply for
1 has not been granted Not allowed exemption from specific business rules
exemption by ACRA from ACRA.
2. Resubmit XBRL file for upload.
Your XBRL file contains no
genuine error or all 1. Select the checkbox beside “I confirm
genuine errors have been that the XBRL data is accurate”.
2 granted exemption by Allowed 2. Click on Acknowledge and Upload
ACRA or is not applicable button.
to your filing scenario
3 A same XBRL file has
already been uploaded to Not allowed Proceed to lodge Annual Return.
BizFin* server

16




The table below provides a description of the validation results window.

Validation results window

Buttons on the top right corner:

Download Online Review Copy: Click on this button to download the review copy generated by BizFin* server. This
will contain the Serial Number which can be used for verification during Annual Return filing.

Export to Excel: Upon clicking on “Export to Excel”, the tool will prompt you to save the validation results in MS Excel
spreadsheet.

Search: This is a function that allows you to search the validation errors highlighted using key words.

Columns in the validation results table:

No: Serial number for the error.

Error Messages: This provides a description of the error. Error messages are displayed in red texts. For each error
message, there are “Element(s) to check”. In the brackets beside the element name, you can see the date or period
applicable to the element. For example: Total assets (asof 20131231) shown under the “Element (s) to check”
means that the amount submitted for Total assets as of 31 Dec 2013 may be incorrect. Similarly, Revenue
(fromto_20130101_20131231) means that the amount submitted for Revenue for the period 1 Jan 2013 to 31 Dec
2013 may be incorrect.

Section: This shows the template name where the element belongs to.

Error ID: This is the unique Error ID for the error shown. If you have issues resolving the error, you can use this Error
ID in your communication with ACRA.

Type of Error: This shows whether the error is Genuine Error, Possible Error or Granted Exemption/Not Applicable.

17



3.2.3. View upload results of XBRL files

When you click on the Acknowledge and Upload button in the validation results window, the XBRL

upload results window will be displayed (see Figure 18).

The Upload Result row will indicate whether your XBRL file has been successfully uploaded to BizFin*

server or not, and provide instruction on how to proceed to the next step.

The Copy to Clipboard button allows you to copy the entire content in the XBRL upload results window

for reference.

Res Your XBRL file has been successfully uploaded. Please proceed to lodge the file n BzFle
Upload as part of the Annual Retum

Company UEN 199912345P

Company Name ABC LIMITED

Financial Pesod End . 3112/2018

Seral No | 55D87C210942C31E0DBCIT1 160287 1FESDECSDATEA2082A4F274BCAC2A3FBDSA
Date/Time of Upload . 15/04/2015 16:45

Name of Uploader ‘ JOHN

Tip: You may want 1o keep the above information for reference by selecting and copying (press Ciri+C) the
tabie and pasting (press Clri+V) it into @ Word document or emart

Figure 18

The table below describes each row header.

Row Name Description

Upload Result Upload results of the submitted XBRL file.

Some common messages you may encounter

e Your XBRL file has been successfully uploaded. Please proceed to lodge
the file in BizFile as part of the Annual Return.

e Maximum number of XBRL file uploads for the same UEN and FYE
reached. Please get an authorised person to delete an uploaded XBRL
file through My Dashboard in BizFile Portal before re-uploading a new

one.

Company UEN UEN of the company whose XBRL file had been submitted to BizFin* server.

Company Name Name of the company whose XBRL file had been submitted to BizFin*
server.

Financial Period End Financial Period End date of the company whose XBRL file had been
submitted to BizFin* server.

Serial No A unique serial number assigned to the XBRL file and embedded in the
front page of review copy. Any two XBRL files with the same content have
the same serial numbers.

Date/Time of Upload | Date and time when the XBRL file was uploaded to BizFin* server.

Name of Uploader | Name of the person who uploaded the XBRL file.
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