
User Guide – Apply for Major Exporter Scheme (MES) 

1. Login to myTax Portal  
 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step No. Action 

1. For Division, the Parent Entity would need to 
login and access myTax Portal using its Tax 
Reference Number.  
 
 

2. For Others, you would need to login and access 
myTax Portal using the same method as for 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 
Major Exporter Scheme on the left-hand 
menu.  
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3. Introduction Page 
 
 

 

 

 
 
 
 
 
 
 
 

Step No. Action 

1. To begin with application, click on New Application.  
 

- For Sole-proprietor screen, click here

- For Partnership screen, click here 

- For Division screen, click here 

- For Group screen, click here 

- For Company screen, click here 

 

2. To exit, click on Exit. 

3. To work on previous draft copy, click on Revise Draft.  
Note: The button will not be shown if there is no 
previous draft. 

 
 

 
 
 
 
 
 
 
 
 

Page 3 of 19 
 



User Guide – Apply for Major Exporter Scheme (MES) 

 
4. Sole-proprietor  
Section 1: Applicant’s Profile 
 

 Step No. Action 

1. Indicate:  
- If information listed is completed and accurate 
 

2. To proceed to next page, click on Continue 
 

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

4. To exit, click on Cancel 

 
 
 
Click Next
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4. Partnership  
Section 1: Applicant’s Profile 
 
 

 

Step No. Action 

1. To proceed to next page, click on Continue 
 

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

3. To exit, click on Cancel 
 

 
 
 
Click Next
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4. Division 
Section 1: Applicant’s Profile 
 

 

 

Step No. Action 

1. Indicate:  
- If the information listed is completed and accurate 
 

2. To proceed to next page, click on Continue 
 

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

4. To exit, click on Cancel 

 
 
Click Next
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4. Group 
Section 1: Applicant’s Profile 
 

 

 
 
 
Click Next
 
 
 
 
 
 
 
 

Step No. Action 

1. Indicate:  
- If the information listed is completed and accurate. 
 

2. To proceed to next page, click on Continue 
 

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

4. To exit, click on Cancel 
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4. Company 
Section 1: Applicant’s Profile 
 

 

 

Step No. Action 

1. Indicate:  
- If the information listed is completed and accurate. 
 

2. To proceed to next page, click on Continue 
 

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

4. To exit, click on Cancel 

 
 
 
 
Click Next
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5. Section 2: Details of Trading Figures 
 
 

 

Step No. Action 

1. If you wish to find out what item to include in 
each field, click on i icon. 
 

2 

 

Fill in the required information. 
If the field is not applicable, please enter “0”. 
 

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 proceed to next page, click on Continue 
 

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

6. To exit, click on Cancel 
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6. Section 3: Newly Established Companies/Businesses or change in Business Activity Figures 
 

 

 

Step No. Action 

1. Fill in the required information. 
 

2. To save draft, click on Save Draft.  
 

3. To proceed to next page, click on Continue 
 

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

5. To exit, click on Cancel 
 

 
 

- For Group screen, click here  
 
 

- For other organisations that own sole-proprietorship 
business, click here 

 
 

- For organisations that do not own sole-proprietorship 
business, click here 
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7. Group 
 
Business Summary  
 

 Step No. Action 

1. Click on “Member Name” and/or “Sole-
proprietorship Business Name” 
 

2. To save draft, click on Save Draft.  
 

3. To proceed to next page, click on Continue 
 

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

5. To exit, click on Cancel 
 

 
 
Click Next
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7. For organisations that own sole-proprietorship business 
 
Business Summary  
 
 

 

Step No. Action 

1. Click on “Sole-proprietorship Business Name” 
 

2. To save draft, click on Save Draft.  
 

3. To proceed to next page, click on Continue 
 

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

5. To exit, click on Cancel 
 

 
 
Click Next
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8. Section 4: Business Details 
 
 

 

Step No. Action 

1. Fill in the required information. 
 

2. To save draft, click on Save Draft.  
 

3. To proceed to next page, click on Continue 
 

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

5. To exit, click on Cancel 
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9. Section 5: Accounting System 
 
 

 

Step No. Action 

1. Complete Part 1 to 3. 
 

2 Please submit a letter of undertaking and/or 
letter of confirmation if it is a “Yes” for Part 2 
and/or Part 3.  

 
Click on Attachment 1 or Attachment 2 for 
the letter format. 
 

3. To save draft, click on Save Draft.  
 

4. To proceed to next page, click on Continue 
 

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

6. To exit, click on Cancel 
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10. Section 6: Particulars of Authorised Agents Input 
 
 

 

Step No. Action 

1. Enter Unique Entity Number (UEN) of the 
authorised declaring agent(s) 

You are only allowed to appoint up to 20 agents. 
 

2. To save draft, click on Save Draft.  
 

3. To proceed to next page, click on Continue 
 

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

5. To exit, click on Cancel 
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11. Section 7: Particulars of Authorised Agents display screen 

 

 

 

Step No. Action 

1. A table listing the UEN and full name of the appointed 
declaring agents will be displayed. 
 

2 Please check if these agents are as per your earlier 
inputs.  

To amend the records, click on Back. 
 

3. To save draft, click on Save Draft.  
 

4. To proceed to next page, click on Continue 
 

5. To exit, click on Cancel 
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12. Section 8: Person to Contact; Section 9: Declaration by Authorised Personnel 

 

 

 

Step No. Action 

1. Fill in the required information in Section 8 and Section 9. 
 

2 Tick the Declaration by Authorised Personnel in Section 9: 
 

3. To save draft, click on Save Draft.  
 

4. To proceed to next page, click on Continue 
 

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

6. To exit, click on Cancel 
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13. Summary of application details 
 

 
 
 
 
 

 

Step No. Action 

1. To print out the Summary Page, click on Print  
 

2 To amend the records, click on Back  
 

3 To send the application to IRAS, click on 
Submit  
 
Acknowledge Page will be displayed upon 
successful submission 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Scrolling down 
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14. Acknowledgement Page 
 
 
 
 
 
 
 

 

Step No. Action 

1. To print out the Acknowledgement page, click on Print. 
 

2 If you are required to submit a letter of undertaking 
and/or letter of confirmation, please submit these 
copies by post/fax for our review. 

 

3 If you are required to submit Auditor’s Positive 
Assurance report, please only submit the original 
copy by post for our review.  
 

4 For Step no. 2 & 3, please indicate the 
acknowledgement number on each of your documents. 
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