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1. myTax Portal Homepage 

 

 

 
 

 

 

 

 

If you are a staff of the company, click here  

If you are a tax agent acting for your client, click here 
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2. For staff 

 

 

 

 
 

 

  

   

Step No Action 

1 Click on Goods & Services Tax and choose 

Update Contact Details & Subscribe to 

Alerts at the left-hand side menu 

 

2 For Sole-proprietor, click here 

 

3 For Company, Partnership and Organisation with 

UEN, click here 

 

4 For Others without UEN, click here 
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3. For Tax Agent 

 

 

 

 
 

 

 

  

   

Step No Action 

1 Click on Goods & Services Tax and choose 

Update Contact Details & Subscribe to 

Alerts at the left-hand side menu 
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3. For Tax agent 

 

 

 

 

 
 

 

  

   

Step No Action 

1 Enter your client’s Tax Reference Number. 

 

2 Click on Retrieve 

 

3 For Sole-proprietor, click here 

 

4 For Company, Partnership and Organisation with 

UEN, click here 

 

5 For Others without UEN, click here 
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4.  For Sole-Proprietor  

 

Steps to View Records 

 

 

 
 

 

 

This page is for viewing by Authorised Staff and Tax Agent 

only. No update is allowed. 

 

   

Step No Action 

1 To exit, click on <Cancel>  
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4.  For Sole-Proprietor  

 

Steps to Create New Records 

 

 

 
 

 

 

 

Only Authorised Staff with Approver role can create new 

records.  

   

Step No Action 

1 To update government departments of a change 

in residential address, please do so at the 

Immigration and Checkpoints Authority (ICA) or 

any Neighbourhood Police Post 

 

2 To update mailing address, click on Update  

 

For details, click here to go to address page 

 

3 To update contact details, enter (if applicable): 

-Contact Person (include salutation) 

-Designation of Contact Person 

-Mobile Number 

-Office Telephone Number 

-Office Fax Number 

-Email Address 

   

4 To subscribe to IRAS alert(s) service, Check the 

respective alert type 

 

5 To save the updated information, click on Save 

 

The message “Confirm Save” will be prompted  

 

Click OK to confirm save 

 

6 To exit, click on Cancel 
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4.  For Sole-Proprietor  

 

Steps to Update Existing Records 

 

 
 

 

  

Only Authorised Staff with Approver role can update existing 

records.  

   

Step No Action 

1 To update government departments of a change 

in residential address, please do so at the 

Immigration and Checkpoints Authority (ICA) or 

any Neighbourhood Police Post 

 

2 To update existing mailing address, click on 

Update 

 

For details, click here to go to address page 

 

3 To delete existing mailing address, click on 

Delete 

   

4 To update existing contact details, click on the 

respective fields to overwrite /remove the 

information 

 

5 To unsubscribe existing alert subscription, 

Uncheck the respective alert type 

 

6 To save the updated information, click on Save  

 

The message “Confirm Save” will be prompted  

 

Click OK to confirm save 

 

7 To exit, click on Cancel 
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5.  For Company, Partnership and Organisation with UEN 

 

Steps to View Records 

 

 

 

 
 

 

 

  

This page is for viewing by Authorised Staff and Tax Agent only. 

No update is allowed. 

 

Step No Action 

1 To exit, click on <Cancel>  
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5.  For Company, Partnership and Organisation with UEN 

 

Steps to Create New Records 
 

 

 
 

 

 

 

  

Only Authorised Staff with Approver role can create new 

records.  

   

Step No Action 

1 To change registered address, please inform the 

Accounting and Corporate Regulatory Authority 

(ACRA) online via www.bizfile.gov.sg or the 

relevant UEN Issuance Agencies 

 

2 To update mailing address, click on Update 

 

For details, click here to go to address page 

 

3 To update contact details, enter (if applicable): 

-Contact Person (include salutation) 

-Designation of Contact Person 

-Mobile Number 

-Office Telephone Number 

-Office Fax Number 

-Email Address 

   

4 To subscribe to IRAS alert(s) service, Check the 

respective alert type 

 

5 To save the updated information, click on Save 

 

The message “Confirm Save” will be prompted  

 

Click OK to confirm save 

 

6 To exit, click on Cancel 

 

 

 

http://www.bizfile.gov.sg/
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5.  For Company, Partnership and Organisation with UEN  

 

Steps to Update Existing Records 

 

 

 
 

 

 

 

 

 

Only Authorised Staff with Approver role can update existing 

records.  

   

Step No Action 

1 To change registered address, please inform the 

Accounting and Corporate Regulatory Authority 

(ACRA) online via www.bizfile.gov.sg or the 

relevant UEN Issuance Agencies 

 

2 To update existing mailing address, click on 

Update 

 

For details, click here to go to address page 

 

3 To delete existing mailing address, click on Delete 

 

4 To update existing contact details, click on the 

respective fields to overwrite /remove the 

information 

 

5 To unsubscribe existing alert subscription, 

Uncheck the respective alert type 

 

6 To save the updated information, click on Save 

 

The message “Confirm Save” will be prompted  

 

Click OK to confirm save 

 

7 To exit, click on Cancel  

 

 

  

 

http://www.bizfile.gov.sg/
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6.  For Others without UEN 

 

Steps to View Records 

 

 
 

 

 

 

 

 

 

 

This page is for viewing by Authorised Staff and Tax Agent only. 

No update is allowed. 

   

Step No Action 

1 To exit, click on <Cancel>  
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6.  For Others without UEN 

 

Steps to Create New Records 

 

 

 
 

 

  

Only Authorised Staff with Approver role can create new 

records.  

 

 

 

Step No Action 

1 To update existing registered address, click on 

Update 

 

For details, click here to go to address page 

 

2 To update mailing address, click on Update 

 

For details, click here to go to address page 

 

3 To update contact details, enter (if applicable): 

-Contact Person (include salutation) 

-Designation of Contact Person 

-Mobile Number 

-Office Telephone Number 

-Office Fax Number 

-Email Address 

   

4 To subscribe to IRAS alert(s) service, Check the 

respective alert type 

 

5 To save the updated information, click on Save 

 

The message “Confirm Save” will be prompted  

 

Click OK to confirm save 

 

6 To exit, click on Cancel 
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6.  For Others without UEN 

 

Steps to Update Existing Records 

 

 

 

 
 

 

 

 

Only Authorised Staff with Approver role can update existing 

records.  

 
 

Step No Action 

1 To update existing registered address, click on 

Update 

 

For details, click here to go to address page 

 

2 To update existing mailing address, click on 

Update 

 

For details, click here to go to address page 

 

 

3 To delete existing mailing address, click on Delete 

 

4 To update existing contact details, click on the 

respective fields to overwrite /remove the 

information 

 

5 To unsubscribe existing alert subscription, 

Uncheck the respective alert type 

 

6 To save the updated information, click on Save 

 

The message “Confirm Save” will be prompted  

 

Click OK to confirm save 

 

7 To exit, click on Cancel  
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7.  Address 

 

 

 
 

 

 

 

  

   

Step No Action 

1 Choose Singapore from the Country drop-down 

list 

 

2 Enter: 

-Effective date of new address  

-Singapore Postal Code 

-Block/House No. 

-Storey No/Unit No. 

 

Note: Street Name will be pre-filled 

 

3 To save the updated information, click on Save 

 

The message “Confirm Save” will be prompted  

 

Click OK to confirm save 
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8.  Acknowledgement 

 

 

 
 

 

 

  

   

Step No Action 

1 To print a copy of the Acknowledgement page, click 

on Print 

 

2 To go back to home page, click on Back to Home 

 

 

  

    

 

 

 


