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1. Login to myTax Portal 

 
 
 

 
 

Step 
No. 

Action 

1. For Divisional Registration: 
 
The Parent Entity would need to login and access 
myTax Portal using its Tax Reference Number.  
 
 

 2. For Group Registration: 
 
The individual group members would need to 
login to their respective myTax Portal using its 
own company’s Tax Reference Number. 
 
 
 

 3. For Others: 
 
You would need to login to myTax Portal using 
your organisation’s Tax Reference Number, similar 
to GST e-Filing. 
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2. myTax Portal Homepage 
 

 

 
 
 

    
Step 
No. 

Action 

1. Upon successful login to myTax Portal, click on 
Good and Services Tax > Apply for Declaration 
of Agents on the left-hand menu  
 

 
  
    

 

Page 2 of 9 



User Guide –Apply for Declaration of Agents 

3. Introduction page 
 
 
 

 
 
 
 
 

  
   

Step 
No. 

Action 

1. To know details of application for declaration of 
agents, click on Explanatory Notes.  
 

2. To view existing declaring agents appointed, click 
on View My List of Authorised Agents. 
 

3. To begin with application to add/ delete agent, click 
on New Application.

4. To work on previous draft copy, click on Revise 
Draft.  
 
Note: The button will not be shown if there is no 
previous draft. 
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4. List of Existing Appointed Declaring Agents 
 
 

 
 
 
 
 

  
   

Step 
No. 

Action 

1. To go back to previous page, click on Back. 
 

2. To print a copy of the list of existing appointed 
declaring agents, click on Print. 
 

3. To exit, click on Cancel. 
 

 
 Back to Introduction Page
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5. New Application - Deletion of Authorised Declaring Agents 
 
 

 
 
 
 

    
Step 
No. 

Action 

1. To begin with application to add/ delete agent, 
click on New Application under Introduction 
Page.

2. To delete a particular declaring agent, check the 
Box under Delete column. 
 

3. To proceed or to appoint new declaring agents, 
click on Continue. 
 

4. To go back to previous page, click on Back. 

5. To save draft, click on Save Draft.  
 
Note: This will bring you back to Introduction 
page. Draft copy will be deleted after 14 days 
 

6. To exit, click on Cancel. 
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6. New Application - Addition of Authorised Declaring Agents 
 
 

Scrolling down 

 
 

    
Step 
No. 

Action 

1. To begin with application to add/ delete agent, 
click on New Application under Introduction 
Page.

2. To add a new declaring agent, enter the Unique 
Entity Number (UEN) of the declaring agent. 
 
Note: Please ensure your appointed agent(s) are 
registered with Singapore Customs and operate 
the TradeNet system. 
 

3. To proceed with the deletion or/and addition of 
declaring agents, click on Continue. 
 

4. To go back to previous page, click on Back. 
 

5. To save draft, click on Save Draft. 
 
Note: This will bring you back to Introduction 
page. Draft copy will be deleted after 14 days 
 

6. To exit, click on Cancel. 
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7. Confirmation of Authorised Agents to be Deleted/Added 
 
 

 

  
   

Step 
No. 

Action 

1. Confirm that declaring agents to be deleted 
or/and added are correct, click on Continue. 
 

2. To go back to previous page, click on Back. 
 

3. To save draft, click on Save Draft. 
 
Note: This will bring you back to Introduction 
page. Draft copy will be deleted after 14 days 
 

4. To exit, click on Cancel. 
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8. Declaration by Authorised Personnel 
 
 

 
 

  
   

Step 
No. 

Action 

1. Enter the particulars of the Person to Contact. 
 

2. Check the box I declare that all the details 
and information given in this application are 
true and complete.  
 

3. Enter your Designation. 
 

4. To submit the application, click on Submit. 
 

5. To go back to previous page, click on Back. 
 

6. To save draft, click on Save Draft. 
 
Note: This will bring you back to Introduction 
page. Draft copy will be deleted after 14 days 
 

7. To exit, click on Cancel. 
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9. Confirmation page 
 
 

 
 
Scrolling down 
 

 
 
 
 
 

  
   

Step 
No. 

Action 

1. A confirmation page will be displayed after 
submission of application. 
 
To print a copy of the confirmation page, click on 
Print. 
 

2. To cancel, click on Exit. 
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