User Guide for Apply for GST Registration

1. Login to myTax Portal
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Step No Action

1 If you are an Individual Sole-Proprietor applying for GST
registration for your sole-proprietorships businesses, select My
Tax Matters.

2 If you are a Partnership/ Corporation/ other Organisation
applying for GST registration for your respective businesses,
select My Organisation’s/Business’' Tax Matters.

3 If you are acting for your client, select My Client's Tax
Matters.

If you are the individual sole-proprietor or staff of the partnership/
company/ other organisation, click here

If you are a tax agent acting for your client, click here.
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2. Login by Tax Agent
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2. myTax Portal Homepage

Login by individual sole-proprietor or staff of the partnership/ company/ other organisation

P o Step No | Action

J AtmyTax Portal, s 1 Click on General GST Services > Apply for GST Registration
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on the left-hand menu.
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3. Introduction Page

Introduction Page
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Step No

Action

1

To know your liability to register for GST, click on Know your
ability to register for GST.

To know your responsibilities and obligations if you become GST-
registered, click on Know your responsibilities and obligations.

To complete the e-learning course “"GST - Before I Register, click
here

To know more about GST registration on voluntary basis, click on
voluntary basis

Check the box ‘I have read through and understood the
requirements under the GST Act’

To start GST registration application, click on New Application.

To exit, click on Exit.

- For Sole-proprietor screen, click here

- For Company screen, click here

- For Partnership screen, click here

- For Other Organisation screen, click here
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4. Sole-proprietor

My Business Profile
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Step No Action

1 Indicate:
- If business list is complete and accurate
- If business was taken over from another GST-registered

person as a going concern

Select:
- Preferred registered address of sole-proprietorship businesses

2 To proceed to next page, click on Continue.

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

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

5 To exit, click on Cancel.

Click Next
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4. Company

My Business Profile

Step No Action
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4. Partnership

My Business Profile
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Step No Action
1 Indicate:
- If business list is complete and accurate
- If business was taken over from another GST-registered
person as a going concern
2 To proceed to next page, click on Continue.
3 To go back to previous page, click on Back.
4 To save draft, click on Save Draft.
Note: This will bring you back to Introduction page. Draft copy
will be deleted after 14 days.
5 To exit, click on Cancel.
Click Next
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4. Other Organisation

My Business Profile

Step No Action
{1') ’ Sungagorw (';':vag(::v‘ux»l 1 Indicate:
- AatmyTax Portal, TN A IR - If business was taken over from another GST-registered
i You Surt, We Serve person as a going concern
e B To proceed to next page, click on Continue.
3 To go back to previous page, click on Back.
iy i 4 To save draft, click on Save Draft.
51 | oudarend Mbrass e G Fits ool Wi Note: This will bring you back to Introduction page. Draft copy
| will be deleted after 14 days.
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Click Next
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5. My Business Profile

My Business Profile (Continue)
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Step No Action

1 Check the box beside the business name where the business
was taken over from another GST-registered person as a going
concern.
Enter the relevant information if check box is selected.

2 To proceed to next page, click on Continue.

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

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

5 To exit, click on Cancel.
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6. My Business Activity

My Business Activities
Step No Action

P Snaspore Sovernment 1 Enter description of the principal business activities
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Click on the following links to view the next screen you would see
based on the options you have selected:

- If you have selected Started making/ intend to make
Taxable Supplies, click here.

- If you have selected My Out-of-Scope Supplies, click here.
- If you have selected My Exempt Supplies, click here.

- If you have selected My Out-of-Scope Supplies and Exempt
Supplies, click here.
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7. My Taxable Supplies

My Taxable Supplies
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Step No Action
1 Indicate:
1. If the taxable supplies in the last 12 months exceed
$1million
2. If the taxable supplies in the next 12 months exceed
$1million
2 To proceed to next page, click on Continue.
3 To go back to previous page, click on Back.
4 To save draft, click on Save Draft.
Note: This will bring you back to Introduction page. Draft copy
will be deleted after 14 days.
5 To exit, click on Cancel.

Click on the following links to view the next screen:

- If your taxable supplies in the last 12 month have exceeded
S$1 million, click here.

- If the taxable supplies in the last 12 month did not exceed
S$1 million, click here.
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8. My Out-of-Scope Supplies

My Out-of-Scope Supplies
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Step No Action
1 Enter the description of how the out-of-scope transactions are
carried out.
2 To proceed to next page, click on Continue.
3 To go back to previous page, click on Back.
4 To save draft, click on Save Draft.
Note: This will bring you back to Introduction page. Draft copy
will be deleted after 14 days.
5 To exit, click on Cancel.
Click Next
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9. My Exempt Supplies

My Exempt Supplies

Step No Action
’ Smgapore Governmant 1 Enter:
AtmyTax Portal, fere R - Start date or intended date to start making exempt supplies
YouSuft, Weseve - Description of how the exempt financial services are carried
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- Paid-up capital
- How the business is financed
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5 To exit, click on Cancel.

Click Next
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10. My Out-of-Scope Supplies and Exempt Supplies

My Out-of-Scope and Exempt Supplies

Step No Action
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AtmyTax Portal, foreReR e - Description of how the out-of-scope transactions are carried
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- Start date or intended date to start making exempt supplies

- Description of how the exempt financial services are carried
out
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- How the business is financed
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2 To proceed to next page, click on Continue.
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[ j 4 To save draft, click on Save Draft.
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Click Next
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11. My Taxable Supplies and Accounting Period (taxable supplies in the last 12

month > S$1m)

My Taxable Supplies and Accounting Period (Last 12 months >$1 million)
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Step No Action

1 Select:
- Month and year taxable supplies exceed $1 million
- Accounting year end
- GST accounting period

2 To proceed to next page, click on Continue.

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

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

5 To exit, click on Cancel.

Click Next
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11.1. My Taxable Supplies and Accounting Period (taxable supplies in the last 12 month < S$1m)

My Taxable Supplies and Accounting Period (Last 12 months < $1 million)
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Step No

Action

Enter:

- Expected value of taxable supplies in the next 12 months

- Forecast date of expected value of taxable supplies in the
next 12 months

- Date/expected date of first taxable supplies

Indicate:

- If the sole-proprietor/partner/director of the company/trustee
has completed e-learning course “"GST - Before I Register”

- If there is a firm business plan in making taxable supplies

- If the construction of a building or plant has been undertaken

Select:
- Accounting year end
- GST accounting period

To proceed to next page, click on Continue.

To go back to previous page, click on Back.

To save draft, click on Save Draft.

Note: This will bring you back to Introduction page. Draft copy
will be deleted after 14 days.

To exit, click on Cancel.

Click Next
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12. My Accounting Period

My Accounting Period
= P So9spore Governmant Step No Action

Peaka ) e

You Surf, We Serve i - Accounting year end
- GST accounting period

> AtmyTax Portal, s 1 Select:

2 To proceed to next page, click on Continue.
0 QT Sptoiing il Lo i) 3 To go back to previous page, click on Back.
R AT 4 To save draft, click on Save Draft.

Note: This will bring you back to Introduction page. Draft copy
will be deleted after 14 days.

5 To exit, click on Cancel.

Click Next
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13. Questionnaire

Questionnaire
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Step No

Action

Select and Enter the relevant values for the respective
questions in the Questionnaire.

To proceed to next page, click on Continue.

To go back to previous page, click on Back.

To save draft, click on Save Draft.

Note: This will bring you back to Introduction page. Draft copy
will be deleted after 14 days.

To exit, click on Cancel.
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14. Declaration Page with option to indicate GST registration date range (taxable supplies in the last 12 month < S$1m)

Declaration Page with GST registration date

Step No Action
@ Siopapere Government 1 Check the box 'I declare that all the details and information
J _______ atmyTax P°”3’-Yousm = et given in the application are true and complete’.
R | Mt BAL | Bowes 8t | Emenio | MM AR IBaaiiabe | teibatras ) 2 Enter:
mew— - Designation

% Vg et e s P Pl - Date you wish to be registered
* Vman (A4 75 e T T Y T ST - Contact Person for Enquiry

P - Contact Number

I exspe Wi - Email Address

" 3
; 3 To proceed to next page, click on Continue.

- Click on Submit at Summary Page to submit application

You will receive a receipt of application page.

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

5 To save draft, click on Save Draft.
I = o) o o s will b |

Note: This will bring you back to Introduction page. Draft copy
will be deleted after 14 days.

6 To exit, click on Cancel.

Click Next
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15. Declaration Page (taxable supplies in the last 12 month > S$1m)

Declaration Page
7, # Sinuapore Goeernment Step No Action

atmyTax Portal, S 1 Check the box 'I declare that all the details and information
You Surt. We Serve given in the application are true and complete’.

2 Enter:

- Designation

* T 0 ot T it Bt 30d MR vt 4 This appMticn o Wisb wcd cianid e - Contact Person for Enquiry
- Contact Number

- Email Address

3 To proceed to next page, click on Continue
[ - Click on Submit at Summary Page to submit application

You will receive a receipt of application page.

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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16. Receipt of Application Page

Receipt of Application Page

Receipt of application

We have recerved your Applcation for GST Registration on ddmmiyyyy hhemm:ss - four appbostion will be reviewed upon receipt of 8l required documents, Your apphcation will be considered youd if we do not receive
the requred documents within 10 working days from today.

Please submit the duly completed original GIRO application form and documentary evidence to support your intention of making taxable supplies or that you are operating 3 business to our office within the next §
working days. You may send the supporting documents by email gst@iras gov.sg or fax +65 6351 3553, Please mdicate dlearly the Tax Reference Number and subject “Supporting documents for Electronic
Application for GST Registration”. Please submit the original GIRO form by post or by hand 2nd attention & to “GST Registration Team'

You are not allowed to charge GST for the gaods and services supphed by you uatil your applicabon for Goods and Services Tax registration is approved

Note: If you have started making taxable supplies and your total taxable supplies is expected to be mare than S§1 mlfion in the next 12 manths, you are kable to be registered for GST and should inform the
Comptroller of youe ability to register within 30 days from the date of foracast. Penaltizs may be imposed for failure to register as required under the GST Adt.

Print this page for your records. The details of your apphicatien are a5 follows:
M 10 redies:

Trpe of supplies

Value of my taxable supplies in the past 12 months

Value of my taxable supplizs in the next 12 months

My GST 0q Periods:

Name

NRIC/FINPassport Number
Designation

Contact Person

Contact Number

Date of Application for GST Registration

For enquines, please quote the Tax Reference Kumber

Inland Revenue Autharity of Singapore

s

Step No Action
1 Read through the notes and instructions.
2 To print the Receipt of Application, click on Print
3 To exit, click on Exit
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