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1.1 Minimum System Requirements

Operating Systems * Windows Vista, Windows 7, Windows 8, Windows 10

Microsoft Office * MS Office 2003, MS Office 2007, MS Office 2010, MS
Office 2013, MS Office 2016and MS Office 2019

Microsoft .NET Framework .NET Framework 3.5 Service Pack 1 or later
Processor 2.0 GHz or faster (Intel i3, i5 or i7 recommended)
2GB (4 GB recommended)

Disk Space 200 MB or more free disk space

Display Resolution 1280x800 and above

* Instructions on how to check for:

- Operating system:. http://windows.microsoft.com/en-US/windows/which-operating-system

- Microsoft office: http://office.microsoft.com/en-001/excel-help/what-version-of-office-am-i-
-HA101873769.aspx



http://windows.microsoft.com/en-US/windows/which-operating-system
http://office.microsoft.com/en-001/excel-help/what-version-of-office-am-i-using-HA101873769.aspx

1.1 Minimum System Requirements

Requirements:

e Windows Vista and above
 MS Office

Not supported:

 Mac and Linux or other operating systems
* Open Office
e MS Office Starter version

B
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The following table shows specific MS Office versions that are
supported by BizFin* Preparation Tool:

MS® Office 2003 Professional

, Standard, Small Business, Professional,
MS® Office 2007 _ _ _
Professional Plus, Ultimate, Enterprise

Home and Business, Standard, Professional,

MS® Office 2010 _
Professional Plus

Standard, Home and Business, Professional,

MS® Office 2013 ,
Professional Plus

Standard, Home and Business, Professional,

MS® Office 2016 ,
Professional Plus

Standard, Home and Business, Professional,

MS® Office 2019

Professional Plus




1.2 Where to Download the Installer

Step 1: Register your interest

Go to the the following link to register and download the
BizFin* Preparation Tool

https://www.bizfinx.gov.sg/Downloads.aspx?p=d

Upon registration, an email containing the download links
will be emailed to you.

e |



https://www.bizfinx.gov.sg/Downloads.aspx?p=d

ACCOUNTING AND CORPORATE
REGULATORY AUTHORITY

Step 2: Download the correct installer based on your MS
Office version:

Microsoft Office 2003 or above is required for installing

the Preparation Tool. There are two installers namely:
. Installer for MS Office 2003, and
ii. Installer for MS Office 2007 and above

Select the correct version of installer to download based

on the version of MS Office installed on your computer
. BizFin* Preparation Tool (For Office 2003) does not support
the feature to directly upload XBRL file.
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Double click the installer. The Setup Wizard will take you
through the installation process:

Welcome to the BizFinx Preparation Tool Setup
Wizard

The installer will guide you through steps required to install BizFiree Preparation Tool on your
computer.

WARNIMG: This computer program is protected by copyright law and intemational treaties.
Unauthorized duplication or distibution of this program, or any portion of it may result in severe
civil ar criminal penalties and wil be prosecuted to the maxdmum exdent possible under the law.

—”



1.3 How to Install

e BizFin* Preparation Tool requires Microsoft .NET
Framework 3.5 Service Pack 1 or later version on your
computer. If you do not have it, the preparation tool will
direct you to a Microsoft webpage to download and install

the .NET Framework before the tool can be installed.
® Click here for more details on .NET Framework 3.5 Service Pack 1

* You will need Administrator Right to perform the above
installation.

10
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To uninstall the preparation tool:

1.

4.

Go to the Start Menu in Microsoft Windows and click on
the “Uninstall” option under the BizFin* Preparation Tool
menu option

Click on “Yes” to confirm that you want to uninstall the
preparation tool

When asked if you want to save the rules created by the
preparation tool, click on “Yes” or “No” to proceed

The preparation tool uninstallation process will be
completed automatically

11
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2.1 Get Started

(A) Create a new financial statements in XBRL format

! OR

(B) Open a XBRL file
created under (A)

-
-

Important Information on Preparing XBRL Financial Statements

¥ XBRL Filing Errors: Requirement to Ensure Accuracy and Completeness

Companies filing XBRL financial statements with ACRA should ensure that the information filed is accurate
and complete. This requirement, as detailed in Practice Direction 1 of 2014, is crucial as financial information
filed with ACRA is public record, and can be publicly accessed for various purposes including by investors for
investment making decisions, banks and financial institutions that may extend credit or loans to companies,
and by other businesses and members of the public who deal with the companies.

The most common filing errors are typographlcal or clerical in nature. For past XBRL filings, companies should

anuv errarse nated as sann ac

ACRA
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Useful Links

Application Updates

Q
@ Questions (FAQs)
A

Common Errors

1]l Guide to NOE

A

BizFin* Portal

=

User Guide

@ Other Useful Info
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2.1 Process to Generate XBRL File

Steps for creating a new set of XBRL FS:

Taxonomy loaded

Fill in Scoping & templates
Questions generated inside
preparation tool

Rectify errors Validate and
(if any) Generate XBRL FS

Customise your
templates if
required

Fill in financial
data



Fill in Scoping
Questions

Rectify errors (if
any) else
Acknowledge the
uploaded filing

Taxonomy loaded
& templates
generated inside
preparation tool

Validate and
Upload XBRL FS

Customise your
templates if
required

Fill in financial
data
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2.2 Fill in Scoping Questions

After clicking on Create, you will see a window for you to fill in the Scoping
Questions.

|5 BizFin* Preparation Tool - O x ,'/
7
o Name of Company (as registered in BizFile) ABC Limited R4 )
Unique Entity Number 199912345P 7
Whether company is filing full set of financial statements in XBRL or financial statements highlights Full set of financial statements - 2
g Nature of Reporting Company Filing Financial Statement Highlights - R4 '
0 Type of Accounting Standard Used to Prepare Financial Statements SFRS - , ’
Type of Company During Current Period Private company - a
Current Period Start Date 01-01-2016 R4 '
Current Period End Date 31-12-2016 ,-'
Taxonomy Version SFRS_2016_v4.1 ,
[34

16
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2.2 Fill in Scoping Questions

After clicking on Create, you will see a window for you to fill in the Scoping
Questions.

: l5 BizFin* Preparation Tool — O x

Mame of Company (as registered in BizFile)

0 Unique Entity Mumber
B Whether company is filing full set offinancial statements in XBRL or financial statements highlights Please Select -
b 9| Mature of Reporting Company Filing Financial Statement Highlights -
; 0 Type of Accounting Standard Used to Prepare Financial Statements Please Select -
f Type of Company During Current Period Please Select -
Current Period Start Date
Current Period End Date
Taxonomy Version

17
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2.2 Fill in Scoping Questions

Information filled in the scoping questions will determine the
templates to be generated by the preparation tool

* Full set of financial statements or financial statement highlights

* Accounting standards, e.g. Singapore Financial Reporting Standards (SFRS)
and SFRS for Small Entities

 Companies have to choose from the following options such as:
(a) income statement/statement of comprehensive income
- by function or by nature,

(b) statement of financial position
- by current/non-current or by liquidity

(c) consolidated or company level accounts

ther criteria : type of currency, level of rounding, etc.

18



|

Whether company is dormant for current period
Whether company is listed as at current period end date
\_‘, Type of exchange on which company is listed
"LJ Whether company is preparing financial statements for first time since incorporation
() Prior period start date
() Prior period end date
Whether financial statements are audited
\_‘, Mature of financial statements - Company level or consolidated
"L.H Description of presentation currency
'LJ Level of rounding used in financial statements
"L.H Whether there are restatements to comparative amounts
"LJ Whether there are reclassifications to comparative amounts
\_‘, Whether there are changes to comparative amounts due to other reasons

.‘_‘J Type of statement of financial position

Whether all items ofincome and expense are presented in a single statement of comprehensive
income or two statements of income statement and statement of comprehensive income

|‘_‘, Type of income statement

l‘_# Type of other comprehensive income

w Type of statement of cash flows

"L.H Reason for not preparing statement of cash flows

|..,. Whether company (or group if consolidated accounts are prepared) has more than 50 employees

/\C RA

A(’OU’\MINK AND CORPORATE

Please Select

Please Select

Please Select

Please Select
Please Select
Please Select
Please Select
Please Select
Please Select
Please Select

Please Select

Please Select

Please Select
Please Select
Please Select

Please Select

GULATORY AUTHORITY

Proceed

19
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After clicking on ‘Proceed’ on Scoping Questions, templates will be automatically
generated, and show the “Content Page” screen.

B C I Document Actions

il Content Page

27

M+ + W] | Navigator ~ Fiingnformation -~ FulSetOffinancialstatements .~ S{i Il m

More Options{Document Action)

. ERemarks {only for your us
General inot saved in XBRL)

‘Disclosures

 Full set of financial statements

! statement of financial position presented using current and non-current

ﬂ Income statement classified by nature of expense ﬂ
! Statement of cash flows using indirect method ;

Note Trade and other receivables presented in order of liquid

Note Government grants

Note - Revenue

| Note - Employee benefits expense

- L.[¥|[10000000] Fiing information

D D Disclosures

[¥1[11000000] Full set of financial statements

|:| [12000000] Directors' report

-{V/][13000000] Statemert by directors

-{¥/|[14000000] Independert auditors’ report

=[] Statements

-{¥/|[21100000] Statement of financial postion presented using cument and 1
[¥][22200000] Income statement classfied by nature of expense

[ [24100000] Statemert of changes in equity

-{¥/][25200000] Statemert of cash flows using indirect method

= [ Notes

-{¥/|[30020000] Note - Corporate and general information

-] [30030000] Note - Summary of signficant accounting policies
--[C][31010000] Nete - Cash and bank balances

-[][31020000] Note - Trade and other receivables presented as cument an
--[¥][31030000] Note - Trade and other recsivables presented in order of liq.
-[][31040000] Note - Financial assets available for-sale

-{|[31050000] Note - Held4o-maturity investmerts

-[T][31060000] Note - Derivative financial instruments

-{[][31070000] Note - Finarce lease receivables

-[][31080000] Nete - Inventories

[ [31050000] Note - Construction contracts

-[][31100000] Note - Development properties

v
* Minimum requirement list templates are marked in grey
Update Template Select All Templates Switch View ‘
B || General -

m

--[7][23200000] Statement of comprehensive income, OC| components pres i

e e e ) e ]
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The templates are by default generated based on the
minimum requirement list. Minimum requirement list
refers to the information that companies must submit
as long as the information is available from their AGM
financial statements.

Fields that are not relevant should be left blank.

You may wish to review the templates generated and
understand the context of the financial statements you
are preparing, including whether the templates need to
be filled in.

21



2.3 Customise the Templates

You can customise the templates (if required) to be similar to the
AGM financial statements of your company.
Below are ways that you can customise the templates:

Edit answers to the Scoping Questions

Add/Delete templates

Add/Delete company columns

Add/Delete columns with custom dates

m O O © >

Edit dimensional tables

e 22
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2.3 Customise the Templates

A. Edit answers to the Scoping Questions

* If you find that the
templates generated
are not similar to your -

Filing information

. . 2
fl na nCIa I Statements "3 | Edit * Click on edit to open scoping question and make changes to the filing information.
’ - 7
. 9 -~ -
you may wish to check 2o SRS I
ame of company P 5
1 12 | * Unigue entity number -~ 1999123450
the answers provided o e
. . 14 | * Current perigd’end date 31-12-2013
tO SCOplng q uestlons. ‘Whgthe’rcompany is filing full set of
PreT ,f'm;ncial statements in XBRL or Full set of financial
h f I ~ 715 | financial statements highlights statements
G O to t e l I ng - -7 * Type of accounting standard used to
H . V24 g 16 | prepare financial statements SFRS
Info rm atlon te mmate * Whether company is dormant for
. - . 17 | current period No
a nd CI |Ck “Ed It” If you * Type of company during current
18 | period Public company
Wish to make Changes * Whether company is listed as at
° 19 | current period end date Yes
Type of exchange on which company:Listed in securities
20 is listed exchange in Singapore

* Whether company is preparing

) Cu rre ntly’ On |y One . financial statements for first time

since incorporation No

taxonomy version is o A R e
a gInformation
ble

23



B. Add/Delete templates

To provide additional financial information,
you may choose to add more templates. .-~

-
-
-
-
-
-

(i) To add templates: e
1. Click on “More Options",mfhe Content Page
2. Select templates .-~

3. Click on “Update Template”

(ii)To delete the templates added in (i) above:
1. Deselect the checked boxes beside the
templates
2. Click on “Update Template”

Note: Templates (those greyed out), which are
generated based on the minimum requirement list,
cannot be deleted.

-
-

ACRA
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\

* Minimum reguirement list templates are marked in grey

|pdate Template
7

‘ Select All Templates ‘

Swatch View ‘

- i

,EleenemI

[/ [10000000] Filing information

=17 Disclosures

[ [11000000] Full set of financial statements
-] [12000000] Directors’ report
-[/1[13000000] Statement by directors

-] [14000000] Independent auditors’ report
=[] Statements
-[+#][21100000] Statemert of financial position presented using cument and |
-[+/][22100000] Income statement classified by function of expense

-] [23200000] Statemert of comprehensive income, OC| companents pres
-] [24100000] Statemert of changes in equity

-[+#][25100000] Statement of cash flows using direct method

= | Notes

~[«/|[30020000] Note
-+[| [30030000] Note
-[][31010000] Note
-[] [31020000] Note
~[+/][31030000] Note
-[] [31040000] Note -
-[][31050000] Note -
-[][31060000] Note -

- Corporate and general information

- Summary of signfficant accounting policies

- Cash and bank balances

- Trade and other receivables presented as cument an
- Trade and other receivables presented in order of liqu

*

m

Financial assets availableforsale
Held4o-maturity investments
Dervative financial instruments

-[][31070000] Note - Finance lease receivabl
-{[][31080000] Note - Inventories

-] [31090000] Note - Construction contracts
-[][31100000] Note - Development properties
-[][31110000] Note - Defemed tax assets and
-[+/][31130000] Note - Govemment grants
-] [31140000] Note -

=3

lizbilities

Imvestmerts in subsidiares

1| 1]

24
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C. Add/Delete company columns

By default, the templates for consolidated accounts show the columns for group financial data.
In order to report financial data at the company level, users can manually add columns for the
company in the templates. This section covers how this can be done.

Income statement classified by function of expense

Minimum requirement list - Switch to Full taxonomy list
[ eow T aow
. 2012 2011
1. Select any cell in the layouts as s sé

indicated on the right. B e

2. Click Add Company on the Tool Revenue
BOX as Shown below Gross profit

Other income

Company o o ‘

3. Company column will be added
along with the Group in the
selected layout.

25




2.3 Customise the Templates

level:

1. Select cell in the date placeholder or in
table layout in the template that you
want to add/delete columns

2. Click on the respective buttons in the
“Custom Date Options” in the Toolbox to
add delete or edit custom columns

©/s0]

3. Enter/Edit the Financial Year Start and
End dates for the column

Custom Date Options

Custom Start Date - - (=R
[DO-MM-YYFY)
|

Custom End Date - -
[DD-MM-Y )

@ Selected Layout

All Layouts
in template ©

in template

D. Add/Delete columns with custom dates

* Revenue

Minimum Tagging List-Switch to Full list

Income statement classified by function of expense

ACRA

ACCOUNTING AND CORPORATE
REGULATORY AUTHORITY

To add additional columns, e.g. for 37 year of Statement of Financial Position for group

Date placeholder
A
i )
01 January 2013 - 31 01January 2012-31 :01January 2012 - 01June
December 2013 December 2012 2012
SGD SGD SGD

Cost of sales

Gross profit

Other income

Distribution costs

Administrative expenses

Other expenses Table

Other gains (losses)  layout

Finance costs

Share of profit (loss) of associatd
and joint ventures accounted fof
using equity method

w

26
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E. Edit dimensional tables

For some disclosure notes, users may need to edit the predefined or typed classes to
adjust the templates according to their AGM FS . Below are two examples:

(1) Explicit dimensions (with predefined classes), and

(2) Typed dimensions (without predefined classes):

1. Note — Property, plant and equipment

The classes are
predefined in the
taxonomy, e.g. “Other
Vehicles”

Click on the respective
links to Edit the
dimensional table

2. Note-Investments in subsidiaries ~ ___--"7"

Note - Investments in subsidiaries

Classes are not
‘ ; predefined. User is
oz o o required to type the

-
-
-
-
-
-
-
-
-

AGM FS, e.g. “A Ltd.”
and “B Ltd.”

27



2.4 Fill in the Templates

Two ways to fill in the templates:
1. AGM FS prepared in MS Word /MS Excel format:

A.

Import source document

Copy and paste full set of financial statements

Auto tagging

. Drag and drop

m o 0 W

Import prior year figures

2. AGM FS not prepared in MS Word/MS Excel format:
* Key in data

e 28



2.4 Fill in the Templates
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1. AGM FS in MS Word /MS Excel format:

A. Import source document

1. Click toolbox at the top of the template
2. Click “SOURCE” button
3. Select the source\dbeu\rpent (AGM FS)---—________ |

in MS Word/MS Excel format for
importing. )

17=-->

File Edit View Format Table Legend

l Detach ] [ Auto Tag l [d Format ] Type to search... _t.lj

Table selection row wise Mote number column

B

ABC Limited

Registrati on Number: 1990500002

Annua Report
Year ended 31 December 2009

\3535\@'_0

MAPPING

PREVIEW

VALIDATE

ASSISTANT

29
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A. Import source document

1. Only source document in MS Word or MS Excel format can be imported

2. If there are tables of Excel embedded in MS Word, it will be treated as
an image, auto tagging, drag and drop functions will not work.

3. The tables in the source document (MS Word) should be in structured
format. To allow for proper functioning of auto tagging, drag and drop,
the tables should not have the following:

* Blank/empty columns
* Data separated by Tabs
* Merged cells

».Data spanning over two or more cells

30



2.4 Fill in the Templates
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B. Copy and paste full set of financial statements

E [ G

1. Go to the “Full set of financial :
statements” template. i

2. Double click on the text block cell to

3. Copy and paste the entire set of financiis

=

open thetexteditor. ___________________ .

statements from the imported source *
document into the text block.

Note: No images should be placed inside the

text block.

/blz///z 22

Full set of financial statements

Minimum requirement list - Switch to Full taxonomy list

* Disclosure of complete set of Note:Please ensure that the complete set of
financial statements financial statements as tabled at or used for
the purposes of the AGM [Annual General
Meeting) is submitted in this text block of

"full set of financial statements". The

complete set of financial statements should
generally comprise of the following:

- directors' report;

- statement by directors;

- auditors' report (if audited),

- all primary statements;and

jul - all notes to the financial statements

31



C. Auto tagging — basic
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Description: Auto tagging function performs an automatic assignment of financial information in
the AGM FS to the respective elements of the minimum requirement list according to matching

rules built in the tool.

Steps for basic auto tagging:

Step 1: Go to template in the tool where data needs to

-

be filled, for example, Statement of Financial Position,/":

Step 2 : Go to relevant page in the source docqmen’t’for
which data needs to be populated in the’t,emblate. -
Step 3 : Tick the check box to selec:c,th'e'table row wise
Step 4 : Select the entire table,/é.'g. Statement of
Financial Position in the_solrce document. \\\

Step 5 : Click Auto Tag in the source document \/?/lh(jow.

Step 6 : Elements for which appropriate match is fou\n‘cl\

in the templates will be populated with data extracted
from the source document.

-
-

-

Note: For proper tagging of data, please tick the
checkbox “Does your selection has a Note number
column?” if there is a note column in your source
document.

~
~
<

Import source documents . [ o|B] X% |
File Edit View Format Table Legend |
m Auln Tag [¥] Does your selection have a Note number column? | [¥] Table selection row wise | |
Table’l'z » Times New Roman ~il--5 T B I U | E E = E | g g
N oaem TR, AT A S -
E i e [T b 4
) - - Frnancial stak ments
:— - Tear ended 31 December 2000
. Balance sheets
- Asat 31 December 2009
. Group Company
- Note 2009 008 1009 18
= | Uss Us Uss s
| Assets
- Property, plant and
: equipment 4 0403753 Q0100201 30645 (N
- Leas prepayments J [3,683 534,820 |8 |8
(o Intangible aswts 6 12,838 - - -
™ Subsidiaties 7L L 12349330 12333446
B B o Total non-current assets DR4206 10436021 12370084 12336900
| ~
; RN | Imentories 8 T104014  4Eesely 21232 -
: Trade recemables 9 13,040003 18441871 15080143 11483133
| Other debiors 33,500 64,080 L334 1449
= Cashand cash equivalents | J0 85855439  10318,557 (1215608 708,082
| Total current assets BLM3 16 B3T0131 17327357  D2,192.664
-1'; Total assets 40847412 44156152 DO.707341  B4,549.564
| E quity attributable to equity
- holders of the Company
| Share capital 18822247 (8822247 8822247 18822247
| Other rezerves D368108 D22 791 13173 102,245
w Retained eamings 8235224 410383 Q015653 4781551
N S - - |




C. Auto tagging — basic (cont’d)

The screenshots below show the tagging results:
* Data have been auto tagged are highlighted in green

* Data that have been left untagged are highlighted in orange

ACRA

ACCOUNTING AND CORPORATE
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Line items in the AGM FS are auto tagged against the template and information is populated in the template

Template

Statement of financial position presented using current and non-current

Minimum requirement list - Switch to Full taxonomy list

Add Note (text block]

Current assets

D N ——

Cash and bank balances Cash and cash

________________________________________________________________________ equivalents G o 5895499 10,318,557

,' Trade and other receivables, Trade and other { 9 : | |
i current ... receivables current : i 15,048,393; ... 18,441,871

............... Inventories  _.i...iwentories i g 7,104,074 4,895,623

Total current assets other than N

i non-current assets or disposal ; i \: .

i goups o E b 31,009,526 33,555,05,15,\’\\

31,009,526

Finance lease receivables, non{ Finance lease 5

current receivables, non- ; : P,
e I current . S R =12 MR . .22
' Property, plant and equipmenté Property, plant and a4 . ’

| equipment | 10,101,201}
ntangibleassets : 6 ¢ 7@ ~— 0
Investments in subsidiaries Subsidiaries : 7 05'

Source Document

[ Detach ] [ Auto Tag ] [6’ Format l Typefo search.. ‘<

Table selection row wise MNote number column

Balance sheets
Asat 31 December 2000
Group B
Note 2009 2008
USS USS
A ssets
Property, plant and
© equipment 4 9405753 10,101.201
Finance lease receivables 5 325685 334,820
nof-current
| Intangible assets g 72858 =
Subsidiaries 7 - -
T otal non-current assets 9804294 10,436,021
\ Inventories § 7.104.074  4.895.623
Trade and other receivables,
current 9 15049993 18,441 871
Trade debtors 33,590 64,080 =
‘ ——T— 33




2.4 Fill in the Templates

C. Auto tagging — selective

select specific rows in the template and source document.

ACRA
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The steps to perform selective auto tagging is similar to Basic auto tagging. The only difference is to

Detach Auto Tag
Does your selection have a Note number column?
E..J ....... (LI IR I R . A
: [ -
—4 [
: Balance sheets
- As at 31 December 2009
i Group i]
- Note 2009 1008
| Uss Uss
| Assets
— Property, plant and
- equipment 4 9403753  10,101201 50,
Trade and other receivables, | | Leas prepayments J B25.683 334,820 =
current : Intangible assets 6 [2,838 - -
T S Subsidiarie 7 E E 12,
RN Total non-current assas 9804206 10,436,021 12,
A
m
: 1,043,116 33,720,131
. 40,347,412 #4136,152
[ |
Current held-to-maturity e feom r .
investments asen O ®
Held for trading financial

34



D. Drag and drop
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Description: Drag and drop function allows users to select data items in the

source document, and drop them onto the template in the preparation tool.
There are two ways to perform a drag and drop:

* Row wise — select entire rows and drop onto the template
* Cell wise — select a specific cell and drop it onto a cell in the template

Check or uncheck
the “Table selection
row wise” option

to switch between
row or cell wise
drag and drop.

.
Import source documents

N

As at 31 December 2009

Nate

Company
2009 2008
USSs Uss

3 o|E] 8 [
File Edit View Format Table Legend |
[ Attach ] [ Auto Tag ] [¥] Does your selection have a Note nurgtleic_ulumn.?;v' [¥] Table selection rcrwwise| |
Table Text ___———-- « ~Tizs New Roman M v B JU EE=TEE EEHE s |00
1, I 12 ES o E BT
E_ A [ I 1 ¥ o _j"_
Fnancial siae mens
Tear ended 31 Decamber 2000
Balance sheets
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2.4 Fill in the Templates

D. Drag and drop of multiple consecutive rows

* Figures of these rows will be summed up and the sum will be populated into the
template

* Company labels of these rows will also be joined together by “|” and used as the
company label for the selected row in the template.

* A footnote will be created to show how the combined figure in the template is derived.

Statement of Financial Position in the rep tool AGM Einancial Statements

Current Assets Cash & Cash equivalents
Trade and other receivables Trade debtors | < 40 Trade debtors 30
Other receivables  ~~~ """ ----- { _
Other receivables 10
Other current assets Other assets | XYZ<<._ 25
e e Stocks 30
BTN Other Assets 20
ote for Trade and Other Receivables:
XYZ balance 5

eivables [40] = trade debtors [30] + other receivables [10]

ets [20] + XYZ balance [5]

Taxonomy labels Company Labels 2013 Current Assets 2013
($) (8)
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E. Import prior period figures

You can import prior period figures from a previously saved XBRL file created using Bizfin*
preparation tool. The figures from the XBRL file will be populated onto the templates in
the prior period columns.

1. Click Import prior period figures on the Tool Box.

Import ﬁ

2. Browse relevant XBRL file to import figures. A warning message will be displayed

'3 B
| .| Note: The prior period start

and end dates entered in the

BPO2-05-EMO2;Please Mote: Some data from the XBRL docurment might SCOping questions must be

/ l.}. not get mapped when appropriate match is not found in the template equal to the current year start

and end dates in the instance
document, otherwise the
import process will fail to

. — proceed.

Ok ] ’ Cancel

3. Click Ok torimport prior period figures.
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3.1 Tool Box - Templates

TOOL BOX

Templates Templates o eeem-=--- >ﬁ ﬁ

e Click to view the entire list of Import
templates. Company labels field ,,/’ o

e View the templates which is a Note Number field -~ i
part of minimum requirement Note-text block-~" B
list FDD’tDBfE’E’ é

¢ Add/delete additional _.-7|| Reorder )
templates ,// Custormn Date Options o y

. Untagged Row

Restated Option

0
[

— Clear template data -~

e Click to delete all the data in
the current template

Cecimal

|4 1]+
N (B (O | OO

Rules Repository

AutoSave
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Save

3.1 Tool Box -

e AGM copy is generated from
the single text block in the
disclosure of full set of
financial statements

-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-

Review Copy
e Review copy contains all the

data filled in the templates .-~

(detail tagging and theIeXf
blocks)

XBRL File
e Click to generate the XBRL
output in a zip file
e The zip file is for filing as
part of the Annual Return
with ACRA

ACRA

ACCOUNTING AND CORPORATE
REGULATORY AUTHORITY

-
-
-
-

TOOL BOX

™ ™

Templates h E
3 1Y 1Y

SavE T T T T TTTTTTTommmmmmsmmmmeo >

- - == s s

Import .- e ﬁ
Compzlanabefs’fTer ’,f” O
Note Number field -7 B Th

’/’ = i

Mote-text blogk- E o
= = i
Foethaotes E 1
Reorder o °
Custom Date Options o y o
Untagged Row = =
Restated Option % o
Cecimal + |
N 1 s e

Rules Repository E
AutoSave ,&‘
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3.1 Tool Box - Import

Import _______________________ Templates ﬁ E
— Prior financial period data 777" —— ~
e Browse XBRL file(s) wmport T > My [

e Import prior financial period company lsbels feld fifi
data in the template(s) Note Number field i T

e Only data for the matched otetext block E O
elements will be populated in Toornores ==

the prior financial period Reorder QO
columns Custom Date Options O/ 0

e Unmatched elements of the Jntaoged Row EE
template can be viewed after Restated Option === @

the import process and can be Decimal e -
exported to a MS Excel File. Rules Repository =|

AutoSave Va
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Company Labels field ..

TOOL BOX

added text block
Delete Note

—  Show/Hide RN i B B
e Click to show/hide fields AN seve & & &
to enter company labels TSl Import —
n the template ™3 Company labels field f—ﬁ:l’ ‘r’ﬁ‘-]
Note number field --——--—-----""""""""""""""" || Note Number field i il
— ShOW/HIde U Mote-text block é o
e C(lick to show/hide ’,«”/ Footnotes é EL®
fields to enter note e
number in the JPtae Reorder O O
template ) -7 Custom Date Options o y o
Note-text block -~ Untagged Row i =
_ VleW/EdIt Note Restated Option % o
* Select text block cell and Decimal e -
click to view/edit the Rules Repository é
4

AutoSave

e Select cell(s) where text
k has been added and
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3.1 Tool Box - Footnotes

Footnotes

— Create, View and Edit --__

~
~o

e Select cell where numeric
values are present and click
to add a footnote

‘N
~N
~

e Select cell where a footnote
has been added and click to
view/edit footnotes

— Delete

e Select cell or multiple cells
where footnotes have been
added

¢ Click on the icon to delete
the footnotes

ACRA
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TOOL BOX

Mote-text block

s s

Templates E h

. e e

-

e

Import ﬁ

CBFerﬂ:lgLabels field G ]

Note Number field ~ ~~~ . _ O Th
R

o

———r

P
-
-
-
-
-
-
-
-
I
-

Footnotes \:_E_ _ﬂ
Reorder  ____----"7T7 o o
E::IEtBITi Date Options o y o
Untagged Row = =

Restated Option é‘r%% o
Decimal + [
Rules Repository é
AutoSave y




3.1 Tool Box - Reorder ACRA
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Reorder Templates

TOOL BOX

g
2 o]

o]
— Move Up/Down ___ Save =
e Select element in tFé‘femplajcg Import -
e Click on Up/Down arrows on \\‘\.C””f“”*"abe's . L
the tool box to change its order Note Nufbes field i N
Note-textblock T =o__ B O
Footnotes e %‘ e
Reorder o)o

Custom Date Options (+ o_ .
Untagged Row B E
Restated Option === ©
Decimal e -
Rules Repository =|
AutoSave V4
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3.1 Tool Box — Custom Date Options

|
Custom Date Options E— BB
— Add custom date-.__ Save oo o

e This allows you to\é‘dd\ Import —
additional financial period\\\ Company Iabels field w
start and end dates ™~ gte Number field F—

* New column will be created Note-text Block E O
based on newly added dates Footnotes \ ==
in the template Reorder + N +)

Custom Date Dptinnf______________:_:%o./’,m
— Edit custom date-""-"""TTT T Untagged Row /,—/"/ ' I

e Click this to edit the custom pesteted option o= === O

date Degmar =T + =
’’’’’’’’ Rules Repository é
_ Delete custom date -~~~ S 4

e (Click this to delete the

ate
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3.1 Tool Box — Company Column

Company Column S— BB
— Add - ol < )

e Click thiste-add company import -

column in the template Company labels field WO

\\\\\ Note Mumber field i

— Delete -__ \\"-No;g-gext block = o

e Click this to remove=-----_____ Footnotes T2e. B 2
company columninthe eearder e © O

template Custom Date Options ~~=~=.___ e Q7 Q

Cormpany ""“e_o

Untagged Row ,'*,E %E

Note: This option will be shown only when estared oprien === Q
consolidated financial statements are Decimal e -
prepared Rules Repository =




3.1 Tool Box
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Untagged Row ..
Hide )
e Click this to view oaly the rows

for which values have been
reported t

Unhide .
e Click to unhide the hidden ro\ws

N
N
N

Restated Option

TOOL BOX

- Add T 3
e Click to add the word “restated” ~~~---- s
for the selected column in the
template
— Delete

Click to delete the word
“restated” for the selected

column in the template

™ ™
Templates h E
3 1Y 1Y
BE N
s
Import ﬁ
Company labels field B Th
Note Number field B Th
I
MNote-text block E o
Footnotes E B
Reorder o °
Custom Date Options o y o
Untagged Row = =
Restated Option % o
Decimal + -
N [ | s e
Rules Repository E

AutoSave




3.1 Tool Box — Decimal

Decimal

— Toincrease or decrease decimal

e Click on\th\e + or — button to
adjust the number of decimal
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TOOL BOX

Templates

O

Save

Import

Company labels field

Mote Mumber field

Mote-text block

Footnotes

i
i
-
=
Reorder o
g
[+

Custom Date Options o

Company

Untagged Row ,T,Es ,T,E""

Decimal +

. — .
Rules Repository E

AutoSave

MY RER I I < JEREDL: dl: e,

s

JEEERE

Freeze Pane
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3.1 Tool Box — Rules Repository

TOOL BOX
° Templates ﬁ ﬁ
Rules Repository ——
B S
— View/Edit Rules repository ~._ .
. . < Import ﬁ
e Click to view all the rules created
for different companies on your >« _ Cormpany labels field fii i
computer N Note Number field AR
e Rules are created based on auto "~ _ || motetex Block é o
tagging and drag and drop S —
Fodtnotes E 5?
e Company labels used for each S
company are presented here Reorder OO
against the taxonomy labels Custom Date OptidRg + VA %)
— Export Rules repository -____ Company S o o
* Click to export the rules created t6™-----___|, Untagged Row S =S EA s
a xml file, which may be imported @ = |————=— S
Decimal T TT=~__ S + ]
and used by another company |~~~  "Tt---__ A
. TT-- b b
— Import Rules repository - - - - _______]l Rules Repository | _ __________________ %*9
e Click to import the rules in a xml AutoSave 4
file from another company Ereeze Pane &
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3.1 Tool Box — Rules Repository

View/Edit Rules Repository Window:

Type to search... ﬂ l Delete Rules l" Stop Sharing " Export to excel l

Report of all the rules created on this system. To delete these from the rule repository, vou can select a8 single row or multiple rows and press the delete
button. To share or stop sharing rules across all the companies, select the row of the rule category and click respective buttons,

BB T
' ONETO ONEMAPPING RULES [NOT SHARHA
Cash and bank balances Cash and cash equivalents
Inventories Stock
Intangible assets other than goodwill Intangible assets
Property, plant and equipment Property, plant and equipment
Cther income Cther income

Distrbution costs Distribution and Admin expenses

Cther expenses, by function Cther operating expenses

Cther gains {losses) Finance income

Income tax expense

Inventories
Plart and Machineny
Fumiture fidures and fittings Fumiture

Cffice equipment Conference table
Computer equipment Laptop
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How to use the buttons boxed up in the slide above:

Inconsistencies: For the same taxonomy item, mapping rules can be different for different
companies. Click Inconsistencies, you will see a list of these taxonomy items where different

mapping rules exist in the rules repository.
Delete Rules: Select a mapping rule, and click Delete Rules to delete the mapping rule.

Shared Rules: The rule repository might have rules stored for different companies. Users can
choose to share a mapping rule under one company, so that the mapping rule will be used
when you perform Auto Tag for other companies. To share the rules, you can

J Select either the Company Name or the mapping rule category (one-to-one/many to one)

J Click Share rules button
Stop Sharing: Similarly, users can choose not to share the rules.

J Select either the Company name or the mapping rule category (one-to-one/many to one)

J Click Stop sharing button

Export to Excel: Click this button to export rules repository into Excel spreadsheet.
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3.1 Tool Box — AutoSave

Auto Save\

— Default a\t]to save frequency is
three (3) mir‘}u\tes

— This function ailqws for editing of
auto save frequeney

ACRA
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Templates

TOOL BOX

Save

Import

Company labels field

Mote Mumber field

Mote-text block

Footnotes

Reorder

Custom Date Options

Company

Untagged Row

Decimal

Rules Repository

AutoSave

Freeze Pane

Y| 1| (OO0 7|0 | = || e




3.1 Tool Box — Freeze Panes

* Freeze panes

e Click to Freeze/Unfreeze panes on the
templates. .

e Select row or ‘cglumn or any cell to
freeze pane as peryour convenience

e To remove the freeze pane click on
Unfreeze pane. \

ACRA
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TOOL BOX

4 AutoSave

Freeze Pane

. .
Templates E h
3 . 3
= o
Import ﬁ
Company labels field HOTh
Note Number field M Th
1
Mote-text block E o
1 ~
Footnotes E ‘.:'I_;_g
X
Custorn Date Options o y o
S X
b A
Untagged Row = =" =
Decimal + [
R I ™ ™
Rules Repositary E

(92
w




3.2 Mapping Assistant

1. Go to particular template for which
element is to be searched

2. Click ‘Mapping Assistant’ on the lower
panel of tool box .

N
N
N
N
N

3. Type full/partial name of the element to
search in the taxonomy N

ACRA
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Fixed and other depos=its
- Possible element{s) to be mapped to within templ

|Sean::h

ate

Mame of template [21100000] Statement of financial position prese

Elements within template

= S_Iaternerltﬂfﬁrﬁru:ial position

- Current assets

- Cash and bank balances

- Trade and other receivables, current
- Finance lease recenables, current

- Drerivative financial assets, current

- Financial assets available-for-zale, current
- Held-to-maturity investments, current

- Held for trading financial assets

- Other financial assets, current

- lnventories

- Development properties

- Biological assets, current

- Other non-financial assets, current

.

i

- Financial assets at fair value through profit or loss,

| o | r
Related child elements
N\ =- Cash and bank balances -
*\_  ~Cashonhand
AN Eank balances Ial
N -
R =] B
] 3

> ]
MAPPING -

VALIDATE

N
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[ swichto Sowee Domment__[ Teslock| |

Cash and bank balances

Preview Panel:

Preview panel can be used to view/edit
text blocks or footnotes in the templates Footnotes and Textbiooks can be viewsd

in the Prevew pans.

1. Select cell where text block or footnote has
been added and click on the PREVIEW
button. The preview panel will show the
content of the text block or footnote

2. Users can also edit the content of text block
or footnote directly in the preview panel

3. Click Save to save the changes made in the
Preview panel

4. Click left/right arrow to view the
previous/next text block / footnote in the
current template

4 i 3 .
70% ) (J ®

- MAPPING g "
TOOLBOX SOURCE PREVIEW VALIDATE
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Validate:

Click the button to validate your XBRL financial statements. Errors will be in
two categories:

1. Genuine errors — These are errors highlighted in Red. You MUST rectify them before
filing.

2. Possible errors — These are warnings to indicate where the XBRL data may contain
error(s). Rectify if it is an error.

[Tvpe to search

Any changes to the template layout may change the links to the elements found under errors. Please re-validate to update the links.

Validation Re-Validate
Results

Information

Export To Excel

==
Caution: Companies submitting erronecus financial statements are required to file a Notice of Error (NOE), to redtify the errors if the errors are typographical or clerical in ~
nature. Companies may face prosecution if the errors are found to be materially false or misleading. i
Genuine Errors: The errors highlighted must be redtified before filing. If the XBRL data is correct (i.e. no error), please apply for L
exemption from specific XBRL filing requirements through BizFinx portal b
Possible Errors: Thess highlight areas where the XBRL data might contain error or is genuine accurate data. If the XBRL data contains error, please redtify the error. If the L3
XBRL data is correct (i.e. no error), you may ignore these possible errors in the preparation tool, without changes required. After uploading the XBRL file onto BizFirx portal,
please dick on the provided ched<box(s) on BizFinx portal to confirm that the XBRL data is correct.
All validation Rules:The validation rules are set based on a spadified set of critera to assist in enhandng the quality of ¥BRL financial statements. Howewer, they are not
meant to be exhaustive or to serve as confirmation that the XSRL finandal statements are correct. Companies should continue with their due diligence in ensuring the high
auality of their filinas with the Renistrar. o
Error Message - Section ~ Error Id - Type of Error  ~ =
uestion:Are the values for Total current assets, Total current liabilities, Total non current assets, Total non current liabilities . . ‘ |
1 grnuided correctly? derivedMandatory_010| Possible Error L

Total current assets, Total current liabilties, Total non current assets, Total non current liabilties are not completed when
Company chooses to present Statement of Financial Position with "clrrent and non-current” format.

Element(s) to check

- | Type of statement of financial position (fromto_20100701_20110630) = Current and noen-current Filing information
_ Statemnent of financial position presented using
- | Total non-current assets (asof_20110630) = 0 (Thousands) current and non-current
R _ Statement of financial position presented using
- | Total current liabilities (asof_20110630) = 0 (Thousands) current and non-curren:
- | Total nen-current liabilities (asof_20110630) = 0 (Thousands) Statement of financial position presented using

current and non-current

2 Total revenue for all the product segments should be more than or equal to Revenue stated in the Income Statement. crossStatement_012 | Genuine Error
Element(s) to check
- |Rewvenue (fromto_20100701_20110630) = 23,450,270 (Thousands) Income statement classified by nature of expense
- |Total revenue (fromto_20100701_20110630) = 23,450,270 (Thousands) MNote - Revenue

- |Revenue (fromto_20100701_20110630_A) = 1,010 (Thousands) MNote - Operating segments
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Error messages are shown in red texts in the Validation window:

. BizFinx Preparation T

Type to search... —t

vaston Rl [vaaoe ][ mstoc ][ expor o excel]

Information A
| Caution: Companes submitting erronecus hnancal statements are required to tile a Notice of Error (NOE), to rectity the errors it the errors are typographical or clencal in nature. "

Companies may face prosecution if the errors are found to be materially false or misleading.

Genuine Errors: The errors highlighted must be rectified before filing. If the XBRL data is correct {i.e. no error), please apply for exemption from specific XBEL filing reguirements
through BizFinx portal

I Possible Errors: These highlight areas where the XBRL data might contain error or i= genuine accurate data. If the XBRL data contains error, please rectify the error. If the XBRL
data is correct (i.e. no error), you may ignore these possible errors in the preparation tool, without changes required. After uploading the XBRL file onto BizFinx portal, please click on
the provided checkbaowx(s) on BizFinx portal to confirm that the XBRL data is correct.

m

All validation Rules: The wvalidation rules are =et based on a specified set of criteria to assist in enhancing the guality of ¥XBRL financial statements. However, they are not meant to
be exhaustive or to serve as confirmation that the XBRL financial statements are correct. Companies should continue with their due diligence in ensuring the high quality of their
filings with the Registrar.

Mare information on wvalidation rules, including a list of the autline of all validation rules, will be made awvailable in BizFinx portal. 4

Error Message + Section ~ Error Id - Type of - =

These elements should be completed when the company is listed as at current period end date.
1 "Type of exchange on which company is listed", "Payment to auditors" and "Year of appointment derivedMandatory Genuine Error  |—
of signing auditor”

Element(s) to check
- |Year of appointment of signing auditor (asof_20131231) Independent auditors' report
- |Total payment to auditors (fromto_20130101_20131231) = 0 (Actual) Mote - Selected income (expense)

MNet cash flows from (used in) operating activities, Net cash flows from (used in) investing activities
2 and Net cash flows from (used in) financing activities should be completed when Statement of derivedMandatory Genuine Error
Cash Flows is prepared.

Element(s) to check

- |Net cash flows from (used in) financing activities (fromto_20130101_20131231) = 0 (Actual) SEEN: oF @l Tas Lang ErEE

method
- |Net cash flows from (used in) financing activities (fromto_20130101_20131231) ?::E:;r;ent Eifcashitn skl S
- |Net cash flows from (used in) inwvesting activities (fromto_20130101_20131231) = 0 (Actual) ?::::;r;ent Eifcashitn s ol S

Statement of cash flows using direct
method i

- |Net cash flows from (used in) investing activities (fromto_20130101_20131231)
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To rectify the errors, you can click on the elements shown under the “Element(s) to
check”, and the tool will direct you to the particular cell where there may be an error for
you to rectify.

Understand the validation window

Buttons on the top right corner:

° Re-Validate: Click on Re-Validate will activate the validation process again after rectifying the error to ensure that it is indeed rectified.

° Detach or Attach: Click Detach if you want to detach the validation window from the template, and click Attach if you want to attach the
validation window back to the tool template.

° Export to Excel: Click 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”. Click on the element name and it will direct you to the particular cell where you may want to rectify the error. 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 is 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 with validation, you can use this Error ID in your communication with
ACRA.

° Type of: This shows whether the error is Genuine Error or Possible Error.
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3.5 Validate & Upload

1. Click UPLOAD icon
2. Click Validate & Upload button

“bizzz | A | %

Statement of financial position presented using current and non-current

Minimum reguirement list - Switch to Full taxonomy list

|5 Upload XBRL file to BizFin* server

X
a3

Step 1 - Validate XBRL file offline (Strongly recommended)

BizFin* Preparation Tool provides an offline validation feature containing most checks performed in the online validation in Step 2. For an
overall faster validation experience, you are strongly recommended to validate your XBRL file offline and rectify any errors, before
sending it for online validation.

Cash and ban

-------------------------------- Step 2 - Validate XBRL file online and upload it to BizFin*server
Trade and oth

current Mame of person who uploads XBRL file |John |

Finance lease| This name will be displayed during lodgment of Annual Return
current

Financial asse Email address to notify validation results || |
through profi Optional field

Derivative fin|
current

Financial asse

val

Held for tradi
assets
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3.5 Validate & Upload

Check for XBRL validation errors. If there are no genuine errors or all genuine
errors have been exempted by ACRA, you can select the checkbox to confirm that
the XBRL data is accurate and click on the Acknowledge and Upload button

XBRL Flename: ABCLIMITED_199912345P_31122016
Whether File Is Uploaded to Portal: No

[V11 confirm that the XBRL data is accurate.

D():N"Io"d Portal Attach Export To Excel |
Review Copy 1 i

Information
Your XBRL file has 2 Possible Errors,

s

Possible Errors: XBRL data might contan an error. If you confirm the XBRL data is incomrect, rectfy t. Otherwse, no further action 15 required.

Awldahmmlsnscbwdmospeoﬁdsdofcﬁomlouwtmmhwngthemdm financial statements (FS). Mowever, they are not meant to be exhaustive
masomﬁmonthume)enl’samm«x.Ifywnuamo!mymmmﬂnMPsﬁled pbanrewlybvllnoouooooof&w typogmpmd/dmdlmqn -

1 Question: 1s date(s) provided correctly? Misc_105 Possible Error
Date(s) is earfer than the date of incorporation of company.

Elamant(s) to chack
- | Prior period start date = 01-01-2012 Filing information

2 Question: Is the value of “Finance costs” provided in the correct sign? Misc_177 Possible Error

("Finance costs” is in the template of "Financial statement highlights - stat and st nt of cash flows™) As shown
in the "Element(s) to check”™ below:
Positive values (i.e. debit in nature) mean finance expenses
values mean finance gains
Please chack and confirm if it means the same as your AGM financial statements,

Click here for more details,

Element(s) to chack
- |Finance costs (fromto_20140101_20141231) = -3 mmwmm =-income satement

- |Finance costs (fromto_20130101_20131231) = -4 W - Income statement

OuU
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To rectify the errors, you can click on the elements shown under the “Element(s) to
check”, and the tool will direct you to the particular cell where there may be an error for
you to rectify.

Understand the validation window

Buttons on the top right corner:

Download Portal Review Copy: Click on this button to download the review copy generated by BizFin® Portal. This will
contain the Serial Number which can be used for verification during AR filing.

Detach or Attach: Click Detach if you want to detach the validation window from the template and click Attach if you
want to attach the validation window back to the tool template.

Export to Excel: Upon clicking on “Export to Excel®, the tool will prompt you to save the validation results in M3 Excel
spreadshest.

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

Columns in the validation results table:

Mo: Serial mumber for the ermor.

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”. Clicking on the element name will take you to the particular cell where you
may want to rectify the error. 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 (5] 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 unigue Error ID for the error shown. If you have issues with validation, you can use this Error D in
your communication with ACRA.

Type of Error: This shows whether the error is Genuine Error, Possible Error or Genuine Errors Granted Exemption.
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3.5 Validate & Upload

UPO1-EMO2S5 - 109

Review your XBRL upload result

e e S

ACRA

ACCOUNTING AND CORPORATE
REGULATORY AUTHORITY

Your XBRL file has been successfully uploaded. Please proceed to lodge the fie in BizFle
as part of the Annual Retum.

199912345P

Company Name

ABC LIMITED

Financial Penod End

31/12/2016

Seral No

BBI06DCAESDEI91221251E49754372A3CSDDAF510DEQISEC3ASTEFCB28B3A508

Date/Time of Upload

15/04/2019 14:38

Name of Uploader

John

Tip: You may want to keep the above information for reference by selecting and copying (press Ctri+C)
the table and pasting (press Ctri+V) it into 2 Word document or email.

Copy to Clipboard
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ACCOUNTING AND CORPORATE
REGULATORY AUTHORITY

3.6 Shortcut Keys for Preparation tool

Ctrl+C Copy

Ctrl+V Paste
Ctrl + X Cut

Ctrl+P Print
Ctrl + F Find / replace texts on templates or source document
Ctrl +2 Undo

Copy and paste data from source document to text editor
Ctrl + Drag and drop (Using drag and drop without pressing Ctrl key may cause
data to be cut / removed from the source document)

. Allow for selection of table rows in the source document at a
Shift + Arrow keys
slower pace
To delete the company labels and numerical values in the
selected cells of the template

Selection from the current page to all the way at the end (To

Ctrl + Shift + End be used for selecting entire AGM FS by ignoring the Cover
page to copy and paste )
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4. BizFin* Embedded
Excel Conversion Utility



ACCOUNTING AND CORPORATE
REGULATORY AUTHORITY

e On installing the Preparation tool, the
Embedded Excel Conversion Utility tool is also
installed on your machine and a shortcut icon
is created on your desktop.




Using the Utility tool, you
can convert Excel
embedded tables in your
Word financial statements
to normal tables in a
separate document, so as
to import it inside the
preparation tool and use it
for auto tagging and drag
drop.

Specific notes of the utility
tool are highlighted in the
start up page

ACRA

ACCOUNTING AND CORPORATE
REGULATORY AUTHORITY

Embedded Excel Conversion Utility will perfarm the following:
1. Convert all embedded MS Excel objects in MS Word tabular format
2.  Accept 'Track Changes’

3. Removwve blank columns from tables

M5 Word file generated may be used as source document in BizFinx Preparation Toaol.

Remowve blank columns from all tables

- Removal of blank columns from tables only applies to tables which do not contain
any merged cells.

- Additional rows and columns may be seen in the converted M5 Word document,
4 due to MS Excel empty cells with formatting being recognised as not empty and
converted.

- All tables in each M3 Excel object will be recognised as 1 item and be converted.
Accordingly, converted tables may not be presented completely should there be
more than 1 table in each M5 Excel object.

Flease format the M5 Excel document before conversion to avoid the above issues.
Alternatively, you may rectify the issues manually in the converted M5 Word
document.

Select file to browse

Convert e




Steps Involved:- /\CR/\

e Step 1: Click Browse and select the financial
statements in word format (with embedded
excel tables)

e Step 2: Select the document and Open
e Step 3: Click Convert

e Step 4: After conversion is completed, save the
converted file onto your machine

Note: The converted file may then be used as source document
inside the preparation tool.
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