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1. Overview

This user guide aims to provide a step-by-step guide to assist taxpayers in
authorising their staff or third party (e.g. tax agent) through e-Services Authorisation
System (“EASY”) and e-Filing their GST returns via myTax Portal. It will also

include steps to request for GST F7 -“Disclosure of Errors on GST Return”.



2. EASY
2.1 Introduction to EASY

e-Services Authorisation System (“EASY”) is an online system that allows
organisations to authorise staff or third parties (e.g. Tax Agent) to access: -

I. IRAS’ e-Services (such as IR21, Corp ECI, GST etc)

II.  Other government agencies’ e-Services (JTC, ICA, AGD, SCFD, LTA etc)

You must authorise at least 1 Approver for GST matters in order to e-File your GST

returns.

2.2 Flowchart for first time e-Filers

Authorising Tax Agent

GST-registered Business

CST-registered Business authorises/appoints its Tax
authorisesfappoints its staff to e- Agentto e Fils for GST via

Filefor GST via EASY using GST-registered _ : A
organisation’s password(i.e. Business | EASY U sing organisation's
password (i.e. Access Code)

Access Code) / o

Authorising Staff

Tax Agent
authorises its
staff to e-File on

beh alf of client
forGST via
EASY using the
Tax Agent

Tax Agent's staff to login organisation's

to myTax Portal using password(i.e.

individual password (i.e. Access Code)

Login to SingPassIRASPin)

myTax
Portal

Staff retrieves, completes
andsubmitsthereturn to
IRAS



2.3  What you will need

I.  Your organization’s tax reference number (e.g. UEN no. 200312345A)

[I.  Your organization’s e-Services Access Code (issued by IRAS to the business).
If you do not have an Access Code, please retrieve the application form for
the e-Services Access Code, by visiting https://mytax.iras.gov.sg/EASY.

Il. Your personal tax reference number (e.g. S1234567A)

V. Your personal SingPass or IRAS Pin

2.4 Hardware / Software Requirements

[.  Minimum Hardware Requirements: Pentium Ill PC and above with 256 MB
RAM (Macintosh system is not supported) 56kbps modem with connection to

a local ISP.

[I.  Minimum Software Requirements: Operating system Windows 2000 or
higher Internet Explorer 5.5 or higher / Netscape Navigator 6.2 or higher.

Mozilla Firefox browser is not compatible.

Note: Your browser must be able to execute Java and Java scripts. For more details
on executing Java and Java scripts, please visit
http://www.iras.gov.sg/irasHome/page.aspx?id=4226#A9

It is recommended that you clear your browser's cache, and close all other
applications that are running in your PC to free up memory space.

For instructions on how to clear ‘cache’ (temporary internet files), please visit

http://www.iras.gov.sg/irasHome/page.aspx?id=4226#A11


https://mytax.iras.gov.sg/EASY
http://www.iras.gov.sg/irasHome/page.aspx?id=4226#A9
http://www.iras.gov.sg/irasHome/page.aspx?id=4226#A11

2.5 Steps to authorise staff/third party

If you have done the authorisation before, please proceed to Section 3, on steps to

retrieve GST F5. Otherwise, please follow the steps below.

4 EASY

INLAND REVENUE

AITHORTY Your gateway fo a wide range of govermment e-Services

OF SINGAPORE

Home | About IRAS | Hews & Events | Careers | AskIRAS | UsefulLinks | Technical FAQ

EASY stands for e-Senices Authorisation System, an anline system that allows organisations t
autharize their employees or a third pary ta access e-Benvdces on their behalf

Please ensure that you have vaur
o Organisation's tax reference number
o Organisation's e-Senices Access Code
o Personal tax reference number
o SingPass or IRAS PIN

Find out how to use EASY

This site is optimized for 800 ¥ 600 screen resolution and is compatible with Internet Explorer anly,
2008 @ IRAS., Al Rights Reserved, Please read Privacy Policy and Terms of Use,

IRAS 03/04/2009-3KP

Singapore Personal Access

SfngPass /

w SingPass Screen

Welcome

to SingPass Authentication Service

SingPass ID (Erter your ldentification Humirer

e.q. S1234567 G, G1234567C

@ Singapore Government

Integrity * Service + Excellence
Cantact Info /. Feedback § Stemap

ez

st SingPass or [RAS PIN

myTax Portal and EASY will not be
available on Won to Sat, from 2am to 6am
(86T} and on Sun, from 2am to 8.30am
(SGT), tue to daily mairtenance. e
apdlogise for any inconvenience caused

Terms of Use | FAGs | Help | About Us

1ci here to change your >ingFass

Do not have a SingPass? Apply here.

Forgot your Password? Reset here.

(Click here for tips on Online Security)

If wou encourter any problems with this page, please contact CrimsonLogic SingPass Helpdesk at 68877377 or via

email

*¥ou may also give us your comments by using this feedback form

Copyright @ 2008 Government of Singapore. Al rights reserved

Logging in to EASY at
https://mytax.iras.gov.sg/E
ASY

Step 1:

Select either
<SingPass> or
<IRAS PIN>

NOTE:

SingPass is your common
password which allows you
to transact with the
Government online.

IRAS PIN is a personal
identification number and
password issued to
individual taxpayers to
access IRAS e-Services at
myTax Portal and e-
Services Authorisation
System (EASY).

Step 2.1 (For SingPass
Login):

<SingPass ID>
- Enter your NRIC no. (e.g.
S1234567A)

<SingPass>

- Enter your SingPass
password. Click on
<Submit>.



https://mytax.iras.gov.sg/EASY
https://mytax.iras.gov.sg/EASY
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INLAND REVENUE
AUTHORITY
OF SINGAPORE

EASY

Your gateway to a wide range of govemment e-Services

Home | About IRAS | Hews & Eventz | Careers | AskIRAS | UszefulLinks | Technical FAQ

B e-Citizen Homepage

®  Request For

- Aecess Code

- SingPass

- IRAS PIN

8 Email Us For

- Help or Feedback

B ContactlUs

d

INLAND REVENUE
AUTHORITY
OF SINGAPORE

EASY - Log in

My Organisation Reference Mo,

e-Services foeess Code

Clear | Cancel

Log in to ' |Authurise staff / third party to act for my organisation matters j

¢ JUEN-LOCALCO =

with the implementation of Unique Entity Number (UEN), ROC/ROB has been rem
list, Please see table below.

Please enter the correct Organisation Tax Reference Number as follows:

Local Companies with UEM (yyyynnnnnk format)

Select "UEN-LOCAL CO" and enter the number (e.g
[previously known as "ROC"]

Foreign Companies with UEN (TyyPQnnnn¥ farmat)

Select "UEN-OTHERS" and enter the number (e.g. T
[previously known as "ROC"]

(nnnnnnnn# format)

Local Businesses [exclude sole-proprietorships for GST) /Partnerships with UEN  |Select "UEN-BUSINESS" and enter the number (e.g

[previously known as "ROB"]

Limited Liability Partnerships with UEN (TyyPQnnnnX format)

Select "UEN-OTHERS" and enter the number (e.g. T

(TyyPQnnnnk format)

Clubs, Associations, Societies, Government Agencies & Others with UEN

Select "UEN-OTHERS" and enter the number {e.g. T

Others without UEN

Select "ASGD" and enter the number (e.g. A25001:
Select "[TR" and enter the number (e.q, 200112345

Organisations under GST group registration

Select "G5TH" and enter the number (g.g, M31234¢

Please login using respective individual member's T
- Apply for Declaration of Agents

Organisations under GST divisional registration

Select "GSTN" and enter the number (2.g. M91234¢

Please lagin using the Parent entity's Tax Referance
- Apply for Major Exporter Scheme

Sole Proprietorships own by individual person for GST

Select "GETN" and enter the number (eg M312345€

EASY

Your gateway to a wide range of government e-Services

Home | About IRAS | Hews & Fvents | Careers | Ask IRAS | Useful Links | Technical FAQ

® e-Citizen Homepage

¥ RequestFor

- Access Code

- SingPass

- IRAS PIN

®  Email Us For

EASY - Log in

Login ta ; |Author\se staff / third party to act for my organisation matters j

My Tax Reference No.

 ———

Step 2.1 (Continue):

<My Organisation
Reference No.>

- Select organisation
reference type from the
dropdown list.

- Enter your organisation tax
reference number.

<e-Services Access Code>
- Enter the e-Services
Access Code issued by
IRAS. Click on <Log in>.

IMPORTANT:

Please ensure that you
have entered the correct
Organisation reference
type, Reference Number
and e-Services Access
Code as specified on your
e-Services Access Code
mailer. Please note that e-
Services Access Code
password is case-
sensitive.

EN-LOCAL CO x

- Help or Feedback My IRAS PIN

B Gttt My Grganisation Refsrence No,

e-Services Access Code

With the implementation of Unique Entity Number (UEN), ROC/ROB has been rernaved fram th
list. Please see table below,

Clear | Cancel

Please enter the correct Organisation Tax Reference Number as follows:

Select "UEN-LOCAL CO" and enter the nurber {e.g, 20031234!
[previously known as "ROC"]

Select "UEN-OTHERS" and enter the number {e.g. TOBFC12344
[previously known as "ROC"]
Local Businesses (exclude sole-proprietorships far GST) /Partnerships with UEN Select "UEN-BUSINESS" and enter the number {e.g, 52912345,
(nnnnnnnn format) [previously known as "ROB"]
Limited Liability Partnerships with UEM (TyyPQnnnni format) Select "UEN-OTHERS" and enter the number (e.g. TOSLL12344,

Clubs, Associations, Societies, Government Agencies & Others with UEN
(TyyPQRnnn format)

Local Companies with UEN (yyyynnnnnx format)

Foreign Companies with UEN {TyyPQnnnni format)

Select "UEN-OTHERS" and enter the number (e.g. TO8S512344

Select "ASGD" and enter the number (e.q. A25001231) or
Select "ITR" and enter the number (e.g, 2001123456%)

Select "GETN" and enter the number (e.g. M31234567% or MRZ

Others without UEN

Oeganisshinnsiunder G5 groupiregistratinn Please login using respective individual member's Tax Referen

- apply for Declaration of Agents
Select "GSTN" and enter the number (e.q. M91234567% or MBZ

Organisations under GST divisional registration Please login using the Parent entity's Tax Reference Number fc

- Apply for Major Exporter Scheme
Select "GSTN" and enter the number (eg M91234567X or MX23

Sale Proprietarships awn by individual person for GST

Step 2.2 (For IRAS PIN
Login):

<My Tax Reference No.>
- Select your personal tax
reference type from the
dropdown list.

- Enter your personal tax
reference number.

<My IRAS PIN>
-Enter your IRAS PIN

<My Organisation
Reference No.>

- Select organisation
reference type from the
dropdown list.

- Enter your organisation
tax reference number.

<e-Services Access Code>
- Enter the e-Services
Access Code issued by
IRAS. Click on <Log in>.




atmyTax Portal.. )

you surf, we serve

IKUAND REVENUE
AUTHORTY
OF SINGAPCRE

EASY - Change Access Code

My Orqanisation Reference o,

Current Access Cade
New Acoess Code '

Corfirm Mew Access Code

[ Save | Clear | | Cancel
atmyTax Portal.. i
you surf, we serve UMD REVENUE
ALTHORTY
OF SINGAPORE

EASY - Change Access Code

Far security reasons, you must change the Accass Code immediately to an unique Access Code password for the organisation. This unique Access Cade passward should be
of 8 alpha- numeric characters (g.0. B3AbeRin or abed1234), Once changed, you can use this new Access code For all future access b EASY,

Access Code has been successfully changed.

RAS 04/07/2007-31R

Step 3:
- Enter <Access Code>

issued by IRAS. Change
to a new Access Code of
your choice.

Click on <Save>.

NOTE:

You will be prompted to
change your Access Code
if you are using your
Access Code for the 1st
time.

If you have changed your
Access Code before,
please proceed to step 5.

IMPORTANT:

New Access Code is case-
sensitive and should be
made up of exactly 8-
alphanumeric characters
(example: 12remPin or
Abcd1234).

Step 4:
Click on <OK>.

IMPORTANT:

Do not close the Internet
browser before clicking on
<OK>.




EASY

N . .
Pk Yourgateway t & wide range o qovermmente-Sences
OF SNGAPORE
Home | AboutIRAS | Hews & Events | Careers | AskIRAS | Useful Links | Technical FAQ
I Logout EASY - Main Menu
I
I e-litizen Homepage
I thange Access Code I AUSTM&
B Change IRAS PIN .
Third Party

I Request For

- Access [ode

View/ Edt/ Delets Records of Autharised Staff/ Third Party

- SingPass

- IRAS PIN Wiew Change Histary

o dd / Edt / Dielets SM5 dlert Sarvi
- Help ot Feedback It/ UBIEtE BT A6 IYICE

B Contact Us

Step 5.1 (To Authorise
Staff):

- To authorize staff, click on
<Staff>.

EASY

ok Your gateway t & d range of govermment e-Senvices

AUTHORITY
OF SNGAPORE

Home | About IRAS | Hews & Events | Careers | Ask IRAS | UsefulLinks | Technical FAQ

I Logout EASY - To Authorise Staff
I

I e-{itizen Homepage
I Ty Refarenie Mo,

I Change Access Code
I Changa IRAS PIN

(e.g, SLIMTETZ, FLIUTETA)

I Request For Aogncy/ Ministry ¢ WPlease select
- fccess Code
- SingPass :
e Clear |~ Main Menu
I Email Us For
- Help or Feedback
I (ontact Us TRAS 14/05/2010-32R
]

Step 5.1 (Continue):

<Staff Tax Reference No.>
- Select your staff's tax
reference type from the
dropdown list.

- Enter your staff's tax
reference number.
<Agency/Ministry>

- Select “Inland Revenue
Authority of Singapore
(IRAS).

- Click on <Next>.

IMPORTANT:

For Staff Tax Reference
No., if NRIC is selected,
enter a prefix “S” or “T". If
FIN is selected, enter a
prefix “F” or “G”.




EASY

ATHOHTY Your gateway o a wide range of govermment e-Services
OF SNGAPORE

Home: | About IRAS | Hews & Events | Careers | AskIRAS | UsefulLinks | Technical FAQ

I Logout EASY - Main Menu

]

I e-(itizen Homepage

] e

I (hange Access Code i Au;:?se'

I Change IRAS PIN :

I [

I Request Far
- Aecess Code iewy Edty Delste Records of Autharisad Staff/ Third Party
- fingPass
- IRAS PIN View Change History

I Email Us For

- Help ar Feedback

Add / Edit / Delete SMS lert Servics

I ContactUs
]

) EASY

ik Vourgatenay 0 & ick range ofgovemmente-Senvices

OF SNGAPORE

Home | AboutIRAS | Hews & Events | Careers | AskIRAS | Useful Links | Technical FAQ

I Logout EASY - Ta Authorise Third Party
|

I e-litizen Homepage
I 7 g Party Tax Referznce No,
I thange Access (ode

| EE

I hange IRAS PIN
I qency/ Hinisty
I RequestFor

 WPlease gelect v

- ficcess (ode

- SingPass |

- [RAS PIN

i Man

I Email Us For

- Help or Feadback
IRAS 15/05/2020-32R

I Contactls
1

Step 5.2 (To Authorise
third party):

- To authorize staff, click on
<Third Party>.

Step 5.2 (Continue):

<Third Party Tax Reference
No.>

- Select third party tax
reference type from the
dropdown list.

- Enter third party tax
reference number.

<Agency/Ministry>

- Select “Inland Revenue
Authority of Singapore”
(IRAS). Click on <Next>.




List of e-Services

Nate; The Staff you have autharised to perform e-filing services on your behalf will also have access to other e-services an myTax Portal, Click on t
information on the authorisation and to view the complete list of e-services,

Effective Date Of Authorisation From : - B To: - B
r e-Filing of Forms/Applications/Objections  Role :IPlease select 'I
Effective Year of Assessment From; I To: I

B Corporate Tax Matters 1.

r Payment/Refund/Giro/Account Summary

I ¥ GST Matters

¥ e-Filing of Returns/Applications

Effective Date Of Authorisation From : BRI (B To : - B

Fayment/Refund/Giro/doccount Summary
Effective Date Df Authorisation From : - B To: - &

W Property Tax Matters 4/

I g-Filing of Forms/Claims/0bjections®

0 Payment/Refund/Giro/Account Summary*

*Nate: Staff or Third Party that are authorised can access to all vour properties

Effective Date Of Authorisation From : - & To: - ]
I e-filing of Form ~ Role : |P|9399 select "I

W e-Notice OF Transfer 1

Effective Date Of Authorisation From : - i@ To: - B
[” e-Filing of Farms  Rele :|P|9339 select 'l

I” 545 GIRO Summary/Details

I 545 Withholding Tax .1/

M Tax Clearance (1R21) (1

Effective Date 0f Authorisation From : - B To: - B
[ &-Filing of Forms  Role :|Please select 'l

Cancel |

Step6:

<GST Matters>

- Click on <GST matters>
checkbox
<Effective Date From>

- Click on the calendar icon
and select today’s date.
<Effective Date To>

- This is optional. You may
leave the field blank. If the
<Effective Date To> is
entered, the authorised
staff will not be able to
access the e-services
(including e-filing) on
behalf of the company
from that date.
<e-Filing of Returns> and
<Role>

- Click on <e-Filing of
Returns> checkbox to
authorise staff for e-filing.

- Select the <Role> as
Preparer or Approver.

Please note you can only

authorise third party as

Approver.

<Payment/Refund/Giro/Acc

ount Summary>

- Click on
<Payment/Refund/Giro/Ac
count Summary>
checkbox to authorise
staff to view the account
status (i.e.
payable/refundable) and
print the statement of
account of the company.

IMPORTANT:

A Preparer can only
prepare the GST return(s).
He / She cannot submit the
return to IRAS.

An Approver can prepare
and submit the return.
There must be at least 1
Approver.




2.6  Steps to authorise my staff to act for my clients

J EASY

L”.J%i}?gf%“”“‘ Your gateway to a wide range of government e-Sevices

OF SINGAPORE

Home | About IRAS | Hews & Events | Careers | Ask IRAS | UsefulLinks | Technical FAQ

I o-(itizan Homepage EASY - Log in
|
I Request For ( p :
Log into t Phuthorise staff to act for my clients i
- Access Code
- SingPass
ay My Tax Reference Mo, ] |NR\C jl

(.0, S1234567Z, F12345674)

I Email Us For

- Help or Feedback My IRAS PIN

oot Are you lagging in using L @ fogess Code O SAID
My Organisation Reference N, ] |UEN-LOCALCOj
g-5ervices Aocess Code : |
Lag inl Clearl Cancell With the implementation of Uniqus Entity kumber {UEN), ROC/ROB b
list, Please see table below,

EASY

AUTHORTTY Your gateway to a wide range of govermnment e-Services
OF SINGAPORE

Home | About IRAS | Hews & Events | Careers | AskIRAS | UsefulLinks | Technical FAQ

B logout EASY - Main Menu

B e-Citizen Homepage

B Change Access Code T Authonse:

§ Change IRAS PIN Staff to act for multiple clients
| ST ST T ahE ;
B Request For
- Access Code Revoke ALL authorisations granted to my Staff
- SingPass
- IRAS PIN View/ Edity Delete Recards of Authorised Staff

B Email Us For

Yiew Ch Hist
- Help or Feedback B

I ContactlUs #dd / Edit / Delete SM3 Alart Service
|
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Step 1:

Refer to step 1 and 2 of
Section 2.5 in the e-booklet
to login to EASY.

However, under <Log in
to>, select <Authorise staff
to act for my clients>.

Step 2.1 (To authorise
staff for multiple clients):

- Click on <Staff to act for
multiple clients>.




A EASY

NLANDR . .
v Your gateway to a wide range of qovemment e-Services
OF SNGAPORE

Home | About IRAS | Hews & Events | Careers | AskIRAS | UsefulLinks | Technical FAQ
T Logout EASY - To Authorise Staff to Act for Multiple Clients

I e-Citizen Homepage
IS ctoff Tay Refersnce Mo,
I thange Access Code

] |NR|C 'I
e s it (8., 512345672, F17345674)

I Request For

Aaency/ Ministry Pleage select v l

hain Menu |

- Access Code

- SingPass

- IRAS PIN

B Email Us For

- Help or Feedback

hgency / Ministry Inland Revenue Authority of Singapore (IRAS)

List of e-Services

Select the e-services and the role that you wish to authorise the staff to act for the clients to be added below,

I Corporate Tax Matters Rale IF‘lease select 'I
v GST Matters Rale | Approver M|

| Property Tax Matters Role :

I Tax Clearance {IR21) Rale IF‘lease select 'I

I” e-Submission of Employment Income Rale IF‘lease selact 'I
[ e-submission of Commissian Rale : IApprD\fer 'I
™ &-Subrission of Donation Rale IF‘leaSB salect 'I
™ Partnership Rale : IF‘Iease select 'I
™ sectionds Witholding Tax Rale IF‘leaSB salect 'I

List of Clients

Enter the client tax reference no. and click on <Addz>. You may only add up to a maximum of 10 clients at any one time.

Client Tax Reference

el cMUEN-LOCALCO =l | Add

S/NClient Tax Reference No.
1 1234567894 Remave |

I Main Menu

Step 2.1 (Continue):

<Staff Tax Reference No.>
Select your staff’s tax
reference type from the
dropdown list.

Enter your staff’s tax
reference number.
<Agency/Ministry>
Select “Inland Revenue
Authority of Singapore”
(IRAS).

Click on <Next>.

IMPORTANT:

For Staff Tax Reference
No., if NRIC is selected,
enter a prefix “S” or “T". If
FIN is selected, enter a
prefix “F" or “G”.

11

Step 2.1 (Continue):

<GST Matters>

- Click on <GST matters>
checkbox

<Role>

- Select Preparer or
Approver.

<Client Tax Reference
No.>

- Select your client’s tax
reference type from the
dropdown list.

- Enter your client’s tax
reference number. Click on
<Add>.

Please note that a
maximum of 10 clients can
be added.

To remove a client from
list, you can click on
<Remove> beside the
clients’ tax reference
number.

Once you added the
relevant clients for this
staff, click on <Save>.




EASY

AUTHORTY Your gateway to a wide range of govemment e-Services
OF SINGAPORE

Home. | About IRAS | Hews & Events | Careers | AskIRAS | UsefulLinks | Technical FAQ

I Logout EASY - Main Menu

B e-Citizen Homepage

To Authorise;

B thange Access Code

B thange IRAS PIN Staff to act for multiple clients
Staft to act for specific client
B Request For

- Access Code Revoke ALL authorisations granted to my Staff
- SingPass

-IRAS PIN View/ Edit/ Delete Records of Authorised Staff

B Email Us For

View Change Hist
- Help or Feedback 1EW Lhange Ristary

I ContactUs fidd / Edit / Delete SM3 Alert Service
]

EASY

AUTHORTY Your gateway to a wide range of govemment e-Services
OF SINGAPORE

Home | AboutIRAS | Hews & Events | Careers | Ask IRAS | UsefulLinks | Technical FAQ

I Logout EASY - To Authorise Staff to Act for Specific Client
|

I e-(itizen Homepage

_ Client Tax Reference Na, : |UEN-|_OCA|_CO '|=

I Change Access Code

I change IRAS PIN
I Gtaff Tax Reference No, | NRIC I:

I Request For
i (e.0. 512345672, F12345674)

- Access Code

- SingPass

CIRAS BIN Agency/ Ministry + WInland Revenuz Autharty of Singapare (RAS

B Email Us For

- Help or Feedback
Clear| Main Menu |

B ContactUs
]

12

Step 2.2 (To authorise

staff for specific
clients):

- Click on <Staff to act for
specific client>.

Step 2.2 (Continue):

<Client Tax Reference
No.>

- Select your client’s tax
reference type from the
dropdown list.

- Enter your client’s tax
reference number. Click
on <Add>.

<Staff Tax Reference
No.>

- Select your staff's tax
reference type from the
dropdown list.

- Enter your staff’s tax
reference number.

< Agency/Ministry>

- Select “Inland Revenue
Authority of Singapore
(IRAS). Click on <Next>.




agency/ Ministry 1 Inland Revenue Authority of Singapaore (IRAS)

List of e-Services

Note: The staff you have authorised to perform e-filing services on your client's behalf will also have access to other e-ser
myTax Portal. Click on the respective help for more information on the authorisation and to view the complete list of e-:

Effective Date Of
Authorisation From :

[ | e-Filing of Farms/applications/Objections  Role : |P|EESE Select 'I

Effective Year of Assessment From 0 To ¢

. Corporate Tay Flatters W

r Payment/Refund/Giro/Aocount Summary

@ GST Matters - Effective Date Of Authorisation From : 100572010 To:

I¥ e-Filing of Returns/Applications

¥ Payment/Refund/Giro/Account Summary

[ | Property Tax Hatters Effective Date Of Authorisation From: To:

[ | e-Filing of Forms/Claims/Objections

| Fayment/Refund/Gira/Account Summary

W e ctinnac Witholding Tasx Effective Date Of Authorisation From: To:
I &-Filing of Farms  Role :|P|BGSE Select 'l

I 545 GIRG Surmmary/Details

Effective Date 0Of

|| Partnership Matters Authori shich Framt

r e-Filing of Forms/applications/Objections  Role : |P|EESE Select 'I

Other Tax Matters

B ras Clearance tiRz1) Effective Date Of Authorisation From: To:

I e-Filing of Farms  Role :|P|BGSE Select 'l

M =-subrmission

Effective Date Of Authorisation
Frarm @

I e-submission of IF‘Iease select 'l

Ermployment Income

IT e-submission of IPIease selact vl

To Role

Commission
r e-Submlssmn of IF‘Iease zelact 'l
Donation

Cancel |
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Step 2.2 (Continue):

<GST Matters>

- Click on <GST Matters>
checkbox.
<e-Filing of Returns> and
<Role>

- Click on <e-Filing of
Returns> checkbox to
authorise staff for e-filing.

- Select the <Role> as
Preparer or Approver.
Please note that you can
only authorise third party
as Approver.

IMPORTANT:

A Preparer can only
prepare the GST
return(s). He/She cannot
submit the return to
IRAS.

An Approver can
prepare and submit the
return. There must be at
least 1 Approver.




2.7 Delete record in EASY

A EASY

il . ,
e Your gateway o & ice rngeof govemmente-Semices

OF SNGAPORE

Home | Abaut IRAS | Hews & Events | Careers | AskIRAS | UsefulLinks | Technieal FAQ

I lngaut EASY - Main Menu
]

I e-(ifizen Homepage
| u
I thange Access Cade u Austlsuf?se‘
I Change IRAS PIN a
[

I Request For

- hccess Code Ve Edt/ Delete Records of Authorised Sk Third Party
- SingPass

- IRAS PIN Wiew Change History

I Email Us For

- Help or Faedbatk

hild / Edit/ Delete SHS Alert Service

I {ontact Us
]

Step 1:

Click on <View/ Edit/
Delete Records of
Authorised Staff/ Third
Party>

Note:

You can use this feature
to:

- View the authorised staff/
third party filing GST
return(s) for the company.
- Change the role of a
person from Preparer to
Approver and vice versa.
- Delete the record of an
authorised person (e.g.:
staff who has left the
company).

A EASY

" . ‘
o Your gateiay t 4 wide range of govemmente-Senices

OF SNGAPORE

Home. | AboutIRAS | News &Euvents | Careers | AskIRAS | Useful Links | Technical FAQ

I Logout EASY - List of Authorised Staff / Third Party
]

I p-(itizen Homepage

I Change Access Code You can search for Staff / Third Party records, by filling in staffs name or tax reference no. and dlick <Searchz, Otherwise, cl

I thange IRAS PIN

|
I Request For Staff / Third Party Name
- Access Code
o Staff / Third Party Ta Referencs Mo, - |NRC j

- IRAS PIN

I Email Us Far

aearch |ﬂ Clear| Main Kenu |

Help or Feedback
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Step 2:

Click on <View All>.




@Singapore Government
I

ntegrity + Service + Excellence

EASY ContactInfo | Feecloack [ Shemap

L”Jﬁi‘&fﬁf“”‘ Yourqateway o a wids range of qovernment e-Serviees

QOF SINGAPORE

I Logout EASY - List of Authorised Staff / Third Party
]

Home | About IRAS | Hews & Events | Careers | Ask IRAS | UsefulLinks | Technical FAQ I

I e-[itizen Homepage 198904786F

I thange Access (ode You can search for Staff / Third Party records, by filing in staff's name: or tax reference no, and dick <Search, Otherwise, dlick <View Al to list all autharised records,

B Change IRAS PIN

I Request For Staff / Third Party Hame : |

- hceess (ode

Staff / Third Party Tax Reference No, : |NR\C j

- SingPass

- IRAS PIN

1 Email Us For Search' Yiew Al ‘M ain bl |

- Help or Feedback

I tontact s To view / edit the record of an authorised staff / third party for the agency / ministry, click on the hyperlink of that agency /

ministry at the respective row,

To delets records, check [/] box at the first column for particular staff / third party and click on < Delete Record> .
Total Records : 3

SN
r ! il
[ 2 ik KK Ras

!'
-
5
=
=
=
=
=
=

=

1

Delete Recard
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Step 3:

Click on the checkbox
against the record to be
deleted.

Click on <Delete Record>.




3. e-Filing of GST F5 for Your Business

3.1 Steps to retrieve GST F5

> @ Singapore Government
Integrity » Service * Excellence
4 At myrax Porta’, Contact Info f Feedback § Stemap
INAND REVENUE You Surf. We Serve
OF SINGAPORE

Home | About IRAS | Hews & Events | Careers | AskIRAS | Useful

Welcome to myTax Portal

myTax Portal is a safe and secure one-stop personalised portal for taxpayers to transact with [RAS
electronically.

It's time to file!
Step 2 - 1am logging in using

t SingPass or IRAS PIN

e-Filing of YA 2009 Individual Income Tax Retums is available from 1 Mar 2009

Before you e-File, check out

- Tips to make e-Filing a breeze for youl

- Online videos (Mewd), User Guide, and Interactive e-Filing Dermo
- How you can get help to e-File

If you are selFemployed, please get ready your computation of adjusted profit/loss. You can use this
template to compute the adjusted profitloss.

After you have e-Filed, check out

- Tax Computation Worksheet - Estimate your tax payable and find out how to pay by
interest-free instalments!

- e-Poll - Have your say! Tell us what you think about e-Filing!

iy Tax Portai and EASY will not be
available on Monto Sat, from 2am to
Bam(SGT) and on Sun, from 2am to
#.30am(SGT), due to daily maintensnce. Wi
apologize for any iNConvenience caused.

e-Filing due date is 18 Apr 2009. But why wait? e-File now to avoid the rush!

Your Individual Income Tax Notices of Assessment for 2007 and 2008 are now available online
Sirmply login with your SingPass or IRAS PIN and you can view or print your finalised Motices of
Assessment from the portal

4

If you are logging i behalf of your organisati

Please ensure that you have
- The Organisation's Tax Reference Number
- Been authorised by your Organisation via EASY

Join GIRC to enjoy interest free

installment payment

You may sumityour GIRO applications
onling, ifyou have an ihanking account with

Information on e-Services DBS or OCBC

Far a paper copy of the form, please
download the form

Wiew User Guides and FAQs
- Individuals

- Businesses

- GET

Drenarhs

Singapore Personal Access

S"fﬂ glPass /

A
B secure Terms of Use | FAQs | Help | About Us

This is a new SingPass Screen

Welcome

to SingPass Authentication Service

SingPass I% (Enter your ldentification Humber
&g f
SillgPaSS = (8-24 characters, CASE-SENSITIVE)
Tick here to change your SingPass

(Click here for tips on Online Security)

Do not have a SingPass? Apply here.

Forgot your Password? Reset here.

If you encounter any problems with this page, please contact CrimsonLogic SingPass Helpdesk at 68877377 or via
email.
You may slso give us your comments by using this feedback form

Copyright @ 2008 Gowemment of $ingapore. Al fghts reserved.
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Logging in to myTax Portal
at - Go to https://
mytax.iras.gov.sg

Step 1:

- Select | am logging in for
<My Organisation’s/Business
Tax Matters>.

Step 2.1
(SingPass Login):

- Click on <SingPass>.
- Enter <SingPass ID> and
<SingPass>.




Integrity » Service + Excellence

AtmyTax Portal, A"

pr-n You Surf, We Serve

OF SNGAPORE

Home | About IRAS | News & Events | Careers | AskIRAS | UsefulLinks | Technical FAQ

4 Singapore Government

¥ LogintomyTaxportal 1 am logging in for my organisation's /business' tax matters
I

1 e-Services Authorisation

% My Organisation Tax Reference Number *UEnLOCALCO B =

1 Request for
SingPass/IRAS PIN

) With the implementation of Unique Entity Number (UEN), ROC/ROB has been ramoved from the
- Request for SingPass Logh | Cancel “Yrop-dow” selechin st Pleage see able below,

- Request for IRAS PIN

¥ Information On

- Individual Income Tax

SRR Forgotten your PIN?

- Goods & Services Tax

* Property Tax
- Dithers Please enter the correct Organisation Tax Referance Number as follows:
¥ For Employers - Select "UEN-LOCAL CO" and enter the number (e.9. 2003123454)
—— ! oo it UEN (yyyynannn format) Tpreviously knawn a5 *R0CY)
¥ Qure-Services Select "UEN-OTHERS" and enter the number (&g, TOBFC12344)

I Foreign Companies with UEN (TyyPQnanni format) [sreviously known 35 R0C")

¥ Payments & Refunds . v
—— ’ Select "UEN-BUSINESS" and enter the number (2.9, 529123454)
i Local Businesses (exclude sole-propristorships for GST) /Rartnerships with UEN (nnnnnnnnX format) [previousl known a5 R08']

RN Liied Lisbity Prterships with UEN (TyyPQnemn frmat Select "UEN-OTHERS" and enter the number (.. TORLLIZ4A)
Clubs, Assaciations, Societies, Government Agencies & Others with UEN (TyyPQnnnni format) — Select “UEN-OTHERS” and enier the number (2.0, TOBSS12344)

- GIRO Application Forms

@ Singapore Governme

Integrity » Service » Exceller

AtmyTax Portal,
You Surf, We Serve

Contactinfo/ Feedback/ Site

k& Events | Careers | AskIRAS | Useful Links | Technical FAQ

1am logging in for my organisation's/business' tax matters

My Tax Reference Number ' INRIC 3

(e.g. 512345672, F123

My Organisation Tax Reference Number ' UEN-LOCAL CO E

W With the implementation of Unigue Entity Number (UEN), ROC/ROB has

been remaoved from the "drop-down” selection list, Please see table below,

Forgotten vour PIN?
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Step 2.1 (Continue):

Enter <My Organisation Tax
Reference Number>
Click on <login>.

Step 2.2
(IRAS Pin Login):

- Click on <IRAS PIN>

- Enter <Tax Reference
no> and <IRAS PIN>.

- Enter <My Organisation
Tax Reference number>.




Local Companies with UEN (yyyynnnnnX format)

Foreign Companies with UEN (TyyPQnnnn¥ format)

Local Businesses (exclude sole-proprietorships for GST) /Partnerships with
UEN (nnnnnnnnX format)

Limited Liability Partnerships with UEN (TyyPQnnnnX format)

Clubs, Associations, Societies, Government Agencies & Others with UEN
(TyyPQnnnn format)

Others without UEN

Organisations under G3T group registration

Organisations under GST divisional registration

Sole Proprietorships own by individual person for G5T

Select "UEN-LOCAL CO" and enter the number (e.q.
2003123454)
[previously known as "ROC"]

Select "UEN-OTHERS" and enter the number (e.g.
TOBFC1234A)
[previously known as "ROC"]

Select "UEN-BUSINESS' and enter the number (&.g.
529123434)
[previously known as "ROB']

Select "UEN-OTHERS" and enter the number (e.q.
TOBLL1234A)

Select "UEN-OTHERS" and enter the number (e.q.
T085512344)

Select "A5GD" and enter the number (e.q. A25001231) or
Select "ITR" and enter the number (e.g. 2001123456))

Select "GSTN" and enter the number (e.q, M91234567X or
MR23456784)

Please ogin using respective individual member's Tax
Reference Number for:
- Apply for Declaration of Agents

Select "GSTN" and enter the number (e.q, M91234567X or
MB23456784)

Plzase login using the Parent entity's Tax Reference Number
for:
- Apply for Major Exporter Scheme

Select "GSTN" and enter the number (eg M31234567X or
MY23436734)

Important:

- Please ensure that you
have entered the correct
organisation type and tax
reference number of your
business.

J AtmyTax Portal,

INLAND REVENUE
AUTHORITY
OF SINGAPORE

Home | About IRAS | News & Events | Careers | AskIRAS | Useful Links | Technical FAQ

B Home F i
— '2¢ Of Organisation
B Log outfrom mpTax Portal Tax Reference No

B Change IRAS PIN f
—_———————

B e-Services For

Messages

- Corporate Tax

You Surf, We Serve

- How to e-file Form P Apply for G5T Registration

- View Return Status

Apply for Cancellation of GST Registration

BT ey RSV Apply for Major Exporter Scheme

Nobices Apply for Declaration of Agents

- Progarty Tan ¥iew Retum Status

view GST Trader Profile

- 545 Withholding Tax

View Register of GST-Registered Businesses

- Tax Clearance View Correspondence / Notices

cer after you have completed your filing

- e-Submission View GST Info Guide

- View DIN of

Individual Tax Forms

18

Step 3.1 (Method 1 -
Access from Left Hand

Menu):

- Move cursor to <e-
Services For Goods &
Services Tax>.

- Click on <File GST
Return(s)>.




I AtmyTax Portal,

e You Surf, We Serve
OF SINGAPORE

Home | About IRAS | Hews & Events | Careers | Ask IRAS | UsefulLinks | Technical FAG

§ Home R
D - i Oranisatan
B Log out from myTax Portal Tax Referance Na

B Change IRAS PIN
|

B e-Services For

- Corporate Tax

- Goods & Services Tax

What I Need To Do

Useful Tax Info

- How to e-file Form P

Correspondence & Notices
- ¥iew Return Status

- ¥iew Correspondence/

Last Completed Portal Transactions
Notices

that's Mew
- Property Taz

- 545 Withholding Tax
- Tax Clearance Please remermber to LOGOUT and CLOSE the browser after you have completed your filing,
- e-Submission
- View DIN of

Individual Tax Forms

Step 3.2 (Method 2 -

Access from What | Need

To Do):

- Click on <What | Need to
Do>

- Click on <File form/return>.
- Click on <File my GST
return(s)>.

AtmyTax Portal,

e You Surf, We Serve
OF SINGAPORE

Home | About IRAS | Hews & Events | Careers | Ask IRAS | UsefulLinks | Technical FAQ

I Home Hame

I Log out from myTax Portal Tax Refrence o,
I 3T Registration o
S Ersae ARATRIY Registration Status

B &-Services For

Please click an the speafic GAT form you wish to il

Each return may take 3 minutes b complate,

Please get ready all the figures for GST reparting befare fing any retum,

If payment is not made by the dus date, & 5% late payment penalty of the unpaid tax will be levied,

If & retum is nat submitted by the dus date, a penalty of $200 will be imposed for each completed month that the returm remains
autstanding, up to a sum of $10,000,

- Corporate Tax

- Goods & Services Tax

- How to e-file Form P

- View Retum Status T eriod Status  DueDate
- Yiaw Comrespondence/ . i i :
Notices m U720 - 3072007 B

- Property Tan

Back o Homepage | Reguest for GaT FF

- 545 Withholding Tax

- Tax Clearance Please remember to LOGOUT and CLOSE the browser after you have completed your filing,

- a-Submission

- View DIN of
Individual Tax Forms
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Step 4:

- Click on <GST F5> to
retrieve return for the
respective accounting period.




3.2

Completing GST F5

7

INLAND REVENUE
AUTHORITY
OF SINGAPORE

Home | About IRAS | Hews & Events | Careers | Ask IRAS | Useful Links | Technical FAQ

AtmyTax Portal,
You Surf, We Serve

ﬁ Singapore Government

Excellence

Integrity + Service *

Cortact Info § Feedback [ Sitemap

B Home GSTFS
] GOODS AND SERVICES TAX RETURN
¥ Log out from mpTax Pestal Goods and Services Tax Act (Cap 1174)

B Change IRAS PIN .M;‘";:.,t

B e-Services For

- Corporate Tax

- Goods & Services Tax

Tax Relarence Ha.
| 5T Regeitraban No,
Roginbing Pengd

QLAOT007 To JLADTZ007

Supplies 5§
B Yiew Account Summary ﬂ Total value of standard-rated supplies l— il 0
B Payments 0 Total value of zero-rated supplies I 5 2]
-] - ‘
e 0 Tatal walue of exempt supplies I i a
e (1] Total value of (14+{2)+(3) w0 @
- Downloadable Forms Purchases
- Iverage Exchange Batee 0 Tatal value of taxable purchases I a
- Tax Treaties )
B Contact [RAS 5§ ot
|
0 Output tax due | @
Less!
0 Input tax and refunds claimed I ﬂ
Equals:
(1] Net GST to be paid to IRAS e @
Applicable to Taxable Persons under Major Exporter Scheme / Appraved 3rd Party Logistics Company / Other Approved
Schemes Only R ki
0 Tatal value of goods imported under this scheme o e
Did you make the following claims in Box 72 5§ ¢t
Did you claim for GET you had refunded to tourists? 1 @
" es & g
Did you make any bad debt relief claims? 0 @
e & o
Self-review of eligibility to Bad Debt Relief Claim
Did you make any pre-reqistration claims? 0 @
G ves o
Self-review of eligibility to Pre-Reqistration Input Tax Claims
Revenue (1
0 Revenue for the accounting period o @
Declaration

1 declare that the information given abave is true and complete.

Name of Declarant
Declarant ID

Contact Person .
Contact Tel, Mo !

Save As Dratt - C\earA\Il Cancel

Designation

Important Mote:

- "Carrespondence & Notices = Acknowledgement/Confirmation” after lagin to portal,

If your Acknawledgement Page is not displayed immediately after submission of your retarn, you may
reftrieve a copy after 3 working days, Please lagin to myTax Portal and click an either:-
- Goods and Services Tax = Wiew Correspondence/Motices on the left hand menu of your homepage or]

alternatively, you may check if your return has been received by IRAS using Yiew Return Status,
Click on Goods and Services Tax = View Return Status on the left hand menu of your homepage

20

Step 5.1 (Important
checklist when completing

GST F5):

Do not leave any of the
boxes blank.

If figure is NIL, enter <0>.

Do not put symbols $()/ # etc.
Negative figures can be filled
with a negative sign.

If form is incomplete, the
form cannot be submitted.

You may refer to the
“Checklist of Completing
GST Return” here to find out
how to complete your GST
returns correctly.

Step 5.2 (Declaration):

- Fill in designation, contact
person’s name & contact no
- Click on <Submit>

- Click <ok> to continue.




3.3 Printing acknowledgement page for GST F5

GSTFS
GOODS AND SERVICES TAX RETURN
Goads and Services Tax A (Cap 1174)
| hgme
"Tax Redarancs s
1 Q5T Regeitration No
 Mcoinhog Penod QLAOT/2007 To JLAONZ0OT
MY DECLARATION

1 Total value of standard-rated supplies

2 Total value of zero-rated supplies

3 Total value of exempt supplies

4 Total value of (1) 4 (2) +(3)

5 Total value of taxable purchases

6 Output tax due

7 Inputtax and refunds claimed

8 Het G3T to be paid to IRAS

9 Tatal value of qonds imparted under Majar Exporter Scheme ar
Approved 3rd Party Logistics Company ar Other Approved Schemes Only

10 Total value of tourist refund claimed

11 Total value of bad debts relief

12 Pre-registration claims

13 Revenue

1 declare that the information given above is true and complete,
Mame of Declarant
Declarant D
Diesignation
Contact Person
Cantact Tel Ho

ACKNOWLEDGEMENT

SUCCESSFUL TRANSMISSION
Your return has been successfully transmitted to RAS on 10/11/2009 19:41:42, It may be subject to audit review, Your acknowledgement number is 194295,

PAYMENT INSTRUCTIONS

. w5 15017244231043, Please quate the payment reference number behind the cheque when making payment,

If you are paylng your 5T by cheque, please use a Singapore cheque crossed "Not Negotiable' and "Account Payes Only", The cheque must be made pavable to
the:

"Comptroller of GST - ROC XXXXXXXXXX ",

0n the reverse side of the cheque, please write vour:

-Payment Reference No.,

-Name,

-Tax Reference No. and

-Accounting Period

Please send the cheque to:

Inland Revenue Authartty of Singapore,

Singapare Post Centre

Post Office PO, Box 394

Singapare 914014

Please do not attach this acknowledgement page with your cheque payment,

If you have recently submitted your GIRQ application form, your payment via GIRQ will only commence when you next e-File, Meanwhile, please continue to pay
your G3T via AXS/SAM/Cheque,

IMPORTANT MESSAGES

£ 5% late payment penalty is pavable on any tax unpaid after the due date and $200 Iate submission penalty is payable for gach campleted manth the return is
outstanding, up to & maximum sum of $10,000,

Please click the "e-File for other periods” button &t the battom of the page to submit other qutstanding returns, if any,

Your next GST Return will be made available online, You can start to e-File ane dav after the end of your GST accounting period,

To view your account summary, please refer to View Account Summary,

To retrieve a soft copy of this acknowledgement page (available 2-3 working days later) or other past correspondence from [RAS, please refer to View
Correspondence/otices,

Prin e-File for ather perinds | M

Please print or save this page before you exit,
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Step 6
(Acknowledgement):

Click on <Print> to print
the acknowledgement
page.

Note under Payment
Instructions:

If you are not under GIRO
Please quote <Payment
Reference No.> behind
your cheque.

If you are under GIRO
GST payable will be
deducted through GIRO
on the 15" day of the
following month after the
due date for the
submission of the GST
return.




4.  e-Filing of GST F5 on behalf of Your Client

4.1 Steps to retrieve GST F5

v/ P Singapore Governn
; Integrity » Service » Excel
4 At my Tax Porta’! Contact Info /' Feedback/ ¢
N REVNUE You Surf, We Serve

OF SINGAPORE

Home | AboutIRAS | News & Events | Careers | AskIRAS | Useful Links | Technical FAQ

Welcome to myTax Portal Step 1-1am logging in for

[ ] My Personal Tax Matters (such as
Individual Income Tax, Property Tax,
- -

myTax Portal is a safe and secure one-stop personalised portal for taxpayers to transact with IRAS
electronically.

T

© My Client's Tax Matters

If you are logging in on behalf of your organisation SIER E-1AGAINA IS

RAS P
Please ensure that you have -

The Organisation’s Tax Referance Number > Request SingPass or IRAS PIN
Been authorised by your Organisation via EASY

Information on e-Services Loginto mmmp

Individuals EAS Y

Businesses
GST

Property

Singapore Personal Access

N
I8 secure

Terms of Use | FAQs | Help | About Us

This is a new SingPass Screen

Welcome

to SingPass Authentication Service

SingPass ID
0. 51234567 G, G1 2345675

[[I Tick here to change your SingPass

[Click here for tips on Online Security

Do not have a SingPass? Apply here.

er your kdentification Humber

Forqgot your Password? Reset here.

If you encourter any problems with this page, please contact CrimsonLogic SingPass Helpdesk st BRETTITT o via
email.

“ou may alzo give us your commerts by using this feedback form

Copyright @ 2008 Gowernment of Singapore. Al ights reserved.

Logging in to myTax
Portal at - Go to https://
mytax.iras.gov.sg

Step 1:

- Select | am logging in for
<My Client’'s Tax Matters>.

Step 2.1
(SingPass users):

- Click on <SingPass>.
- Enter <SingPass ID> and
<SingPass>.
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[ am logging in for ey client's tax matters

[ fogng m far my cheat(s L matiers
[ armloggng o my chest's bix malbers with SID :

= Exalt 10 greea S0 Ta Agents

Wikt pnplemastution of inigus Enity Nosher (JEN], ROC/R0B hus been nasrresd frim the
"frigrdom” sileon L. Mekbe see table below,

Wy (eyanieytion Tax Aefemnce Mumbss

Lagn | Cew | coea

Fargoties war F[IF

Please enter the comect Organisation Tax Reference Number as follows:

e U LT“;Q. T g e St bl (g, J00ILIHEA)

[reionsly knomn 45 RO
[ealect "UER-OTHERS a0, d erter for momber 1. THFC1EMA)
[rewiously kmowen 25 "ROCT]
bt "UEN-BUSINESS" und muter tha b (., S2910454)
By : - s for GSTHUR - E
Locyl Besmesses [enchuds sok-propnatorsigs for GST) Fartnershigs wih UEN (ronrmaned fomat) artvously kw45 R0E']

Limdted Liabeity Parnershups with 1UEN (Tp®Onnnntd formaf) Sebect UEN-OTHER S and enter Soe number | 8.5 TRSLL1HEN)
Clubs, dssociabions, Sociebes, Govemment geaces i Dehers with UEN [TyyPJnona! format) Sebect "UEN-OTHERS" and enter She pomber (0.4 ;
mlect K30 and enter She pember (14 J.EEI.'IL!.. ¥
rmbact "TTR" s mtur e rgemboer (0., "IJJ..IH )

= e

Lozl Companses with UEN (yyypmannndd format)

Forsan Companies with UEN [TyyPQaee! formmat)

(mhers wihink EN

Skt "GSTN' and anter e mpsder (e 5 MILIMEETY or MATSATAR)

Irganesdtong under G3T group negeiraion Please bogin usi respectve indwidual membe’s Tax Refarence Mumbes for

Step 2.1 (Continue):

- Enter <My Organisation
Tax Reference Number>
- Click on <login>.

AtmyTax Portal,
You Surf, We Serve

INLAND REVENUE
AUTHORITY
OF SINGAPORE

Home | About IRAS | Hews & Events | Careers | AskIRAS | UsefulLinks | Technical FAQ

U logintompTax Portal T am logging in for my client's tax matters

B e-Services Authorisation

System (EASY) 1 &m logging in for my client's tax matters L

(e, S120567Z, F123

itfith the implementation of Unigue Entity Number (LEN), RO
"drop-down” selection list, Please see table below,

1 am logging in for my client's tax matters with SID #

Request for i
* Staff Ds given to Tax Agents

SingPass/IRAS PIN

-RequestforSingPass  JVNE T A I

- Raquest for IRAS PIN

B Information On Hy TRAS PIH
- Individual [ncome Tax

- (orporate Tax My Organisation Tax Reference Number

I lear

- Goods & Services Tax

+ Property Tax Cancl

- Othets

B For Employers
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Step 2.2
(IRAS Pin users):

- Click on <IRAS PIN>

- Enter <My Tax
Reference no> and <IRAS
PIN>

- Enter <My Organisation
Tax Reference number>

- Click on <login>.




J AtmyTax Portal,

INLAND REVENUE You Surf We Serve

AUTHORITY
OF SINGAPORE

Home | About IRAS | News & Events | Careers | AskIRAS | Useful Links | Technical FAQ

® Home b i
—— 2 0 Croznisation
8 Log outfrom mprax Pertal 1. neterence No,

B Change IRAS PIN i
— Meswages

B e-Services For

- Corporate Tax

I File GST Raturn (s

Subscribe for GST Alert

- How to e +fle Form P Apply for GST Registration

L Stauy Bateion EXaky Apply for Cancellation of GST Registration

« View Comuspondence / Apply for Major Exporter Scheme
Notices

Apply for Declaration of Agents

- Drogerty Tam ¥iew Returmn Status

view GST Trader Profile

- 545 Withholding Tax View Register of GST-Registered Businesses

- Tax Clearance View Correspondence / Notices ser after you have completed your filing

- e-Submission View GST Info Guide
- View DIN of
Individual Tax Forms

AtmyTax Portal

NUAOIERA You Surf. We Serve

AUTHORTY
OF SHGAPORE

Home. | About IRAS | Hews & Events | Careers | AskIRAS | Useful Links | Technical FAQ

I Home

I Logoutfrom T Busl Please enter the Tax Reference Number of the company you wish to act for,

I T: Rcference No: |UEN-LOCA|. (0 .”:

I Change IRAS PIN
 — L Back To Homepage ‘

I o-Sepices For

- [orporate Tax

Please enter the correct Organisation Tax Reference Number as follows:
- Goods % Setvices Tax

Select "UEN-LOCAL CO" an

Local Companies with UEN - yyyynnnnni farmat [reviousy known a5 R0C
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Step 3.1 (Method 1 -
Access from Left Hand

Menu):

- Move cursor to <e-
Services For Goods &
Services Tax>.

- Click on <File GST
Return(s)>.

Step 3.1 (continue):

- Enter <Tax Reference no>
- Click on <Retrieve>
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= Sing
9/ Integ Step 3.2 (Method 2 -
At myTax Porta’; 5 Access from What | Need
L .
o You Surf, We Serve To Do):
OF SINGAPORE
- Click on <What | Need to
Do>
- Click on <File
5 Home — form/return>.
= | M&l - Click on <File my GST
B Log out from mypTax Portal - return(3)>
| .
¥ change IRAS PIN
T
B e-Services For
- Corporate Tax Useful Tax Info
- Goods & Services Tax 2
Correspondence & Notices
ST e Last Completed Portal Transactions
- Wiew Return Status What's New
- ¥iew Comespondence/
Motices
- Property Tax Please remember to LOGOUT and CLOSE the browser after you have
Tt arance completed your filing.
- e-Submission
- Wiew DIN of
Individual Tax Forms
B View Account Summary  [ras 10/05/2010-31R
§ Payments
A T P rt ’ Step 3.2 (continue):
tmy ax o a ! - Enter <Tax Reference no>
- Click on <Retrieve>
IN N
ki You Surf, We Serve
AUTHORTY
OF SNGAPORE
Home | About IRAS | Hews & Events: | Careers | Ask RAS | Useful Links | Technical FAQ
I Home
N Logut fom e P Please enter the Tay Reference Numbaer of the company vou wish t actfor
T A | G :
I Change IRAS PIN
—— Back To Homepae
I e-Services For
- Carporate Tax o
Please enter the correct Organisation Tas Reference Number as follows:
- Goods & Sepvices Tax
Local Companies with UEN - yyyynnnnn format [Spe:::ituuuswi}n%fv?ag%gg




@ Singapore Government

Integrity * Service » Excellence

AtmyTax Portal,
You Surf, We Serve

Contact Info /' Feedback / Sitemap

& Eventz | Careers | Ask IRAS | Uszeful Links | Technical FAQ

MName

Tax Reference No.

GST Registration No.

Reqgistration Status i ACTIVE

Flease click on the specific GST farm you wish ta file,

Each return may take 5 minutes to complete,

Flease get ready all the figures for GST reporting before filing any return,

If payment is not made by the due date, a 5% late payment penalty of the unpaid tax will be levied,

If a return is not submitted by the due date, a penalty of $200 will be imposed for each completed month that the return
remains outstanding, up to a sur of $10,000.

Accounting Period Status  Due Date Remarks/Last Accessed By

GST FS 01/04/2010 - 30/04/2010 HEW 31/05/2010 “fou can file the return now.,

GET F? 01/02/2010 - 28/02/2010 DRAFT 0 Please file the GST F7 by 10/04/2010
before the GST F7 record is deleted.
Requested by xxx on 27/03/2010
10:23:38,
Updated by Xxx on 14/0442010
19:08:24

1
Back to Homepage Request for G5T F7
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Step 4:

- Click on <GST F5> or
<GST F7> to e-file.




4.2 Completing GST F5

:‘r;@ Singapore Government

Integrity = Service = Excellence

AtmyTax Portal,
You Surf. We Serve

k Events | Careers | AskIRAS | Useful Links | Technical FAG

GSTFS
GOODS AMD SERVICES TAX RETURN
Goods and Services Tax Act (Cap 1174)

Contact Info /! Feedback J Stemap

Yame

Tax Reference Mo,

35T Registration Mo,

ﬂ Due Date

Ieriod covered by this return

Supplies. S

(1] Tatal value of standard-rated supplies I— i a

(1] Tatal value of zero-rated supplies I— i a8

B Total value of exermpt supplies I— i e

(1] Total value of {1)+(2)+(3) oo @

Purchases

(1] Total valus of taxable purchases I— i e

Taxes 5% L

ﬂ Qutput tax due | 6
Less:

B Input tax and refunds claimed I (7]
Equals:

1] Met GST to be paid to IRAS oo0 @

fpplicable to Taxable Persons under Major Exporter Scheme / Approved 3rd Party Logistics Company / Other

Approved Schemes Only
| .00 e

Did you make the following claims in Box 72 5% ¢

ﬂ Total value of goods imported under this scheme

Jid you claim for GST you had refunded to tourists? | 5 @
 vas ¥ 1o

2id you make any bad debt relief claims? | 0 @
Cves ® No
Self-review of eligibility to Bad Debt Relief Claim

Did you make any pre-registration claims? | 5 .B
Cves g

zelf-review of eligibility to Pre-Reqistration Input Tax Claims

Revenue £

1] Revenue for the accounting period G 1]

peclaration

[ declare that the information given above is true and complete.

Yame of Declarant tEDWARD LIM
Jeclarant ID 1 518467700
Designation :|

Yame of Tax Agent (ROC

Zontact Person :|

Zontact Tel, Mo :|

Save As Draft | Clear All | Cancel |

Important Note!

If yvour Acknowledgement Page is not displayed immediately after subrission of vour return, you may
retrieve a copy after 3 working davys, Please login to myTax Portal and click on either:-

- Goods and Services Tax = Wiew CorrespondencesMotices on the left hand menu of your homepage or
- "Correspondence & Motices = Acknowledgement/Confirmation” after login to portal,

Alternatively, you may check if yvour return has been received by IRAS using Wiew Return Status.
Click on Goods and Services Tax = View Return Status on the left hand menu of your homepage
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Step 5.1 (Important
checklist when
completing GST F5):

Do not leave any of the
boxes blank.

If figure is Nil, enter <0>.
Do not put symbols $()/#
etc.

Negative figures can be
filled with a negative sign.
If form is incomplete, the
form cannot be
submitted.

You may refer to the
“Checklist of Completing
GST Return” here to find
out how to complete your
GST returns correctly.

Step 5.2 (Declaration):

- Fill in designation,
contact person’s name
& contact no.

- Click on <Submit>

- Click <ok> to continue.




4.3 Printing acknowledgement page for GST F5

GSTF3
GOODS AND SERYICES TAX RETURN
tnnds and Sewices Tay A [Cap 1174)
Heme
Tax Refarence K.
G%T He

QULAT/2007 To ALA7 007

MY DECLARATION

1 Total value of standard-rated supplies

2 Total value of zero-rated supplies

3 Total value of exempt supplies

4 Total value of 1) + (2) + (3)

5 Total value of taxable purchases

6 Output tax dus

7 Input tax and refunds claimed

& Net G3T to be paid to IRAS

9 Total value of goods imported under Major Exparter Scheme or
fipproved 3rd Party Logistics Campany or Other Appraved Schemes Only

10 Total value of tounist refund claimed

11 Total value of bad debts relief

12 Pre-registration dlaims

13 Revenue

1 declare that the information given ahuve is true and complete,
Name of Declarant
Declarant 1D
Designation
Cantact Person
Contact Tel No

ACKNOWLEDGEMENT

SUCCESSFUL TRANSMISSION
Your return has been successfully transmitted to IRAS on 10/11/2000 19:41:42, It may be subject to audit raview, Your acknowledgement number is 194295,

PAYMENT INSTRUCTIONS

o H4231043, Please quate the pavment reference number behind the cheque when making pavment,
fyou are paying vour GST by cheque please use  Singapore chegue crossed "Not Negatiable" and "Account Pavee Only", The chegue must be made pavable to
the:

"Comptroller of GST - ROC XXXXXXXXXX ",

0n the reverse side of the cheque, plaase write your:
-Payment Reference No.,

-Name,

-Tan Reference No. and

-hccounting Period

Please send the cheque to!

Inland Revenue utharity of Singapare,

Singapore Post Centre

Post Office PO, Box 334

Singapore 914014

Please da not attach this acknowledgement page with your cheque payment,

If you have recently submitted vour GIRO application farm, your payment via GIRO will only commence when you next e-File, Meanwhile, please continug to pay
your G5T via AXS/SAM/Cheque,

IMPORTANT MESSAGES

& 5% late payment penalty is pavable on any tax unpaid after the due date and $200 late submission penalty is payable for each completed manth the return 1s
nutstanding, up to & maximum sum of $10,000,

Please click the "e-File for other penads” button at the bottam of the page to submit other outstanding returns, if any,

Your next GET Return will be made available onling, You can start to e-File one day after the end of your G3T accounting period,

To wiew vour account summary, please refer to View Account Summary,

To retrieve a soft copy of this acknowledgement page {available 2-3 working days later) or other past correspondence from IRAS, please refer to View
Correspandence/Natices,

Print [ e-File for other periods Eut

Please print o save this page before you exit,
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Step 6
(Acknowledgement):

Click on <Print> to print the
acknowledgement page.
Note under Payment
Instructions:

If you are not under GIRO
Please quote <Payment
Reference No.> behind your
cheque.

If you are under GIRO
GST payable will be
deducted through GIRO on
the 15" day of the following
month after the due date for
the submission of the GST
return.




5. Request for GST F7

5.1 Steps to request for GST F7

What is GST F7?

If you have made a mistake in your past GST return(s), you can correct the error(s)
by submitting a "Disclosure of Errors on GST Return”, i.e. GST F7 return, for the
affected prescribed accounting period(s). GST F7 can be requested via myTax
Portal.

To find out more about GST F7, please access
http://www.iras.gov.sg/irasHome/page04.aspx?id=678.

Step 1:

4 At myTax PortaL - Move cursor to <e-Service

For Goods & Services Tax>.

LD KEVENE You Surf, We Serve - Click on <File GST
OF SINGAPORE Return(s)>.

Home | About IRAS | Hews & Events | Careers | AskIRAS | Useful Links | Technical FAQ

LI T
E— 2" O Organisation
B Log outfrom myTax Portal Tax Refarence No,

B Change IRAS PIN |
- — | |

B e-Services For

Messages

- Corporate Tax

[ File 65T Return (s}

Subscribe for GST Alert

- How to e-file Form P Apply for GST Registration

Wiav RetT Chatie Apply for Cancellation of GST Registration

- View Comespondence / Apply for Major Exporter Scheme
Notices

Apply for Declaration of Agents

- Property Tan Wiew Return Status

view GST Trader Profile

- 545 Withholding Tax View Register of G5T-Registered Businesses

- Tax Clearance View Correspondence / Notices ser after you have completed your filing,

- e-Submission View G5T Info Guide

- View DIN of
Individual Tax Forms
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http://www.iras.gov.sg/irasHome/page04.aspx?id=678

AtmyTax Portal,
You Surf, We Serve

INLAND REVENUE
AUTHORITY
OF SINGAPORE

Home | About IRAS | Hews & Events | Careers | Ask IRAS | Useful Links | Technical FAQ

B Home

I lame

B Log outfrom my7ax Portal - Tay Reference Mo,
B Change IRAS PIN GST Reg\lstratlun Na.
I Registration Status

B e-Services For

- Corporate Tax You do not have any outstanding G5T Returns, Thank you for using e-filing service,

- Goods & Services Tax

- How to e-file Form P
- Yiew Return Status

- View Correspondence;
Notices

- Property Tax

- 545 Withholding Tax
- Tax Clearance
- a-5ubmission

- Wiew DIN of
Individual Tax Forms

¥ Home

|

1 Log out from mpTax Portel Neme
D T Feforonce o,

1 thange IRAS PIN Elf:t"r:'::::d"“'

]
U e-Sepvices For
~tarporate Tax Important Ntes:
ey 1, You do not need 3 GST F7 for the following adiustments. You can include them in the GST FS/GST F3 for the preseribed accounting period in which the adjustments were
fade.

# issuance or receipt of credit and debit notes

* clairs of bad debts relief

* refunds made under Tourist Refund Scheme
2. 1Fyou have made an error in the GST F5 submitted previausly ta the Comptrollar, you may make the corractions in the GST FS in the nest prescribed pariad if

# the summation of errors in each accounting pertod is less than 5% of the value of supples; AND

* the net GST amount in error for all the accounting periods affected is less than SPL500, However, this does nat apply to errars made in GST F8, the Final GST Return,
3. TFthe net GST amount in error is equal to or graster than §1500 and for mare than 1 accounting period, you may conselidate the arrars and report in ane GETF7 on per
* Property Tax annurn basis (financial fealendarAax year basis), For example, if you are consolidating the ervors for 00/01/2007 - 31/12/2007, you should request for & GST F7 for the

period of 01102007 - 31/12/2007, In the GST F7, vou nesd to

* declare the original figures fram FS of 01/10/2007- 31/12/2007 + erears from 01/01/2007 - 3L/12/2007

# ctate in the “description of errors” box that the errors daclared are for 01/01/2007 « 31/12/2007,
o 4. 1fthe aoouunting period of your GST F7 request i & Snecial Accounting Ferfod or Non-Standard Period (g, for hackdating of GST reqistration and hquidation cases
~e-Submission rested after 04 Oct 2004), pleasa enter the corresponding standard prescribed accounting period in which these periods ralate to.
- Yiew DIN of

Individual Tax Forms

- How to e-file Form P

- Yiew Retutn Status

- Yiew Cotrespondence/
Notices

- 545 Withholding Tax

-Tax Clearance

Request for GST F7 (Disclosure of Errors on GST Return)

Step 2:

- Click on <Request for
GST F7>.

Please enter the accounting period of the GST F7 you wish ta request,

fccounting Period From Aceounting Period To
{ddimm/yyyy) (defmendyyyy)
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Step 3:

- Click on <Request for
GST F7>

- Enter the <Accounting
Period From> and
<Accounting Period To>.

Click on <Continue>.

<Accounting Period From>
- Enter the start date of the
GST F7 in dd/mm/yyyy
format.

<Accounting Period To>

- Enter the end date of the
GST F7 in dd/mm/yyyy
format.




AtmyTax Portal, Step 4:

o You Surf, We Serve - Click on <E-File> to
OF SINGAPORE continue with filing the

’ ; requested GST F7.
Home. | About IRAS | Hews & Events | Careers | Ask IRAS | Useful Links | Technical FAQ

- Click on <Request for GST

1 Home F7> to request for GST F7 of
I ({0 ; other accounting periods.
_I Lo e SR 1o Reference o

B Change IRAS PIN GST Reqistration Mo, : Repeat Step 2 above.
|

8¢ semvicesbo Confirmation

- Corporate Tax

- Goods & Sewvices Tax

Accounting Period Remarks

Please e-file the GST F7 by 19/07/2007. The GST F7 will be deleted ff it is not
01/05/2007 To 31/05/2007 submited by this date.

- How to a-file Form P .
Instructions

- Yiew Return Status
To file for the requested GST F7, dlick o

- Yiew Comrespondence/

Notices N
Ta request for more GST F7, click on [ Reuest for GSTFT
- Property Tax
Back To Homepaige

- 545 Withholding Tax

- Tax Clearance

- e-Submission
- View DIN of
Individual Tax Forms
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5.2 Completing GST F7

@ Singapore Government
Integrity » Service » Excellence
2 AtmyTax Portal,

mmgimﬁwf YOU sUrf. We seﬂ’e Cortact info / Feedback [ Stemap

OF SINGAPORE

Home | AboutIRAS | Hews & Events | Carcers | Ask IRAS | Useful Links | Technical FAQ

5 Home
DISCLOSURE OF ERRORS ON GST RETURN
B Log out from ayTax Portai Goods and Services Tax Act (Cap 1174)
Mame

Tax Reference No.

GET Reqgistration No,
B e-Services For Due Date

B change IRAS PIN

01/07/2007 To 31/07/2007

- Goods & Services Tax Supplies IS

- Corporate Tax Period covered by this return

¥ View Account Summary &) Total revised value of standard-rated supplies

B Payments 0 Total revised value of zero-rated supplies
0 Total revised value of exempt supplies

(1] Total value of (1)+{2)+(3) i

B Tax Resources

)

- e-Tax Guides
- Downloadable Forms Purchases

- A Exch: Rate
e il ) Total revised value of taxable purchases

|

- Tax Treaties

B Contact IRAS . 5 L

(1] Revised output tax due (]
Less:

(i) Revised input tax and refunds claimed ,— (7]
Equals:

(i) Het GST to be paid to IRAS 5]
Less:

0 Met GST paid previously for this accounting period e
Equals:

(1] Difference to be paid to IRAS [i0]

Applicable
schemes Only

able Persons unde;

ajor Exporter Scheme f Approved 3rd Party Logistics Company / Other Approved

[ @

Did you make the following claims in Box 77 5% ¢t

(1] Total valus of goods importad under this scheme

Did you claim for GST you had refunded to tourists?
Cves ® o

Did you make any bad debt relief claims?
Cves o
Self-review of eligibility to Bad Debt Relief Claim

Did you make any pre-registration claims?
©ves ® o

Self-review of eligibility to Pre-Reqistration Input Tax Claims

Revenue 5%

U ®

0 Revenue for the accounting period

Description of Errars

If you are consalidating the errors for more than one accounting period (up till one year), please state so in this box, For example: "The error
declared abave is for the periad 01/01/2007 to 31/12/2007.

|

Declaration
I declare that the information given abave is true and complete.
Marme of Declarant
Declarant 1D
Designation

Contact Person

Contact Tel. Mo

Save bz Draft - Clear & | Caneel

Important Note:

If your acknowledgement Page is not displayed immediately after subrission of your return, you may
retrieve a copy after 3 working days. Please login to myTax Portal and click on either:-

- Goods and Services Tax » View Correspondence/Notices on the left hand menu of your homepage or]
- "Correspondence & Notices > Acknowledgement/Confirmation” after login to portal,

lalternatively, you may check if your return has been received by IRAS using View Return Status.
Click on Goods and Services Tax > View Return Status on the left hand menu of your homepage
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Step 5.1 - Important
checklist when completing
GST F7:

It is Compulsory to give a
description of errors.

Do not leave any of the
boxes blank.

If figure is Nil, enter <0>.

Do not put symbols $()/ # etc.
Negative figures can be filled
with a negative sign.

Step 5.2 - Declaration:

Fill in designation, contact
person’s name & contact no
- Click on <Submit>

- Click <ok> to continue.




5.3 Printing acknowledgement page for GST F7

GSTF?
DISCLOSURE OF ERRORS OM GST RETURN
Goads and Services Tax At (Cap 1174)
Name
Tax Reference No,
GST Registration No.
focounting Peried

MY DECLARATION

1 Total revised value of standard-rated supplies
2 Total revised value of zero-rated supplies

3 Total revised value of exempt supplies

4 Total valug of (1) + (2) + (3)

5 Total revised value of taxable purchases

& Revised output tax due

7 Revised input tax and refunds daimed

B Met GST to be paid to IRAS

9 Net GST paid previously for this accounting period

10 Difference to be claimed fram [RAS

11 Total value of goods imported under Major Exparter Scheme or
Approved 3rd Party Logistics Company or Other Approved Schemes Only
12 Tatal value of tourist refund claimed

13 Total value of bad debts relief

14 Pre-registration claims

153 Revenue

Description of Errors:
KREEEX
REERENR

[ declare that the information given above is true and complete,
Name of Declarant ;

Declarant I0

Designation

Contact Person

Contact Tel o

/ACKNOWLEDGEMENT

SUCCESSFUL TRANSMISSION
Your return has been suceessfully transmitted to IRAS on 10/11/2009 19:56:37, 1t may be subject to audit review, Your acknowledgement number is 194296,

PAYMENT INSTRUCTIONS

1501724232018, Please quote the payment reference number behind the cheque when making payment.
If you are paying your GST by cheque, please use a Singapore cheque crossed "Hot Negotiable” and "Account Payee Only", The cheque must be made payable to
the:
"Comptroller of GST - ROC KXXXXXKKKX ",
On the reverse side of the cheque, please write your:
-Payment Reference No.,
-Name,
-Tax Reference No. and
-Accounting petiod
Please send the cheque to!
Inland Revenue Authority of Singapore,
Singapore Post Centre
Post Office PO, Box 3%
Singapare 914014
Please do not attach this acknowledgement page with vour cheque payment.

If you have recently submitted your GIRO application form, your payment via GIRO will only commence when you next e-File, Meanwhile, please continue to pay
your G5T via AxS/SAM/Cheque,

IMPORTANT MESSAGES
# 5% late payment penalty is payable on any tax unpald after the dug date,

Please click the "e-File for other periods” button &t the bottom of the page to submit other outstanding returns, if any.
Your next GST Return will be made available online, You can start to e-file one day after the end of accounting period,
To wiew your account summary, please refer to Wigw Aocount Summary,

To retrieve a soft copy of this acknowledgement page (available 2-3 working days later) o other past correspondence from [RAS, please refer to View
Correspondence/Kotices,

. e-File far other periods =

Please print or sawe this page before vou exit,
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Step 6 Acknowledgement:

Click on <Print> to print the
acknowledgement page.

Note under Payment
Instructions:

GIRO on the 15" day of the
following month after the due
date for the submission of the
GST return.

- Click <Submit>
- Print the acknowledgement
page.




6. Frequently Ask Questions (FAQ)

For EASY
Please visit the following website for FAQ on EASY.

http://www.iras.gov.sg/irasHome/page.aspx?id=4226#A11

For e-filing of GST returns

Please visit the following website for FAQ on e-filing of GST returns.

http://www.iras.gov.sg/irasHome/uploadedFiles/Quick_Links/e-
Services/Goods_and_Services_Tax/fag-filing.doc
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http://www.iras.gov.sg/irasHome/page.aspx?id=4226#A11
http://www.iras.gov.sg/irasHome/uploadedFiles/Quick_Links/e-Services/Goods_and_Services_Tax/faq-filing.doc
http://www.iras.gov.sg/irasHome/uploadedFiles/Quick_Links/e-Services/Goods_and_Services_Tax/faq-filing.doc
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