FAQs
Q1 
How can I obtain a SingPass if I was not issued with one or have forgotten my PIN?
You can apply or reset your SingPass at any CPF offices, Community Development Councils, selected Community Clubs and IRAS with either your NRIC or FIN card and passport. You may also request for your SingPass to be posted to you via SingPass Online Request service or at any Singapore Post office in person. You may access SingPass Online Request service via IRAS website by following the steps below:

Step 1: Go to myTax Portal at http://mytax.iras.gov.sg/
Step 2: Click on “Request for SingPass / IRAS PIN” at the left hand side menu
Step 3: Click “Online Request for SingPass"

For more information, you may visit SingPass website at http://www.singpass.gov.sg/ or call SingPass hotline number at 68877377

Q2
Can I use any other PIN for e-filing of Form IR21? 
Yes, you can also use your IRAS PIN.

Q3
What is an IRAS PIN?
This is a personal identification number issued by IRAS to individual taxpayers to access IRAS e-Services such as EASY and myTax Portal e-Services at IRAS website.

IRAS has introduced a personalized Internet portal myTax Portal, for you to interact with us. myTax Portal serves as a one-stop channel where you can e-file your tax return, check your filing status, retrieve your Notice of Assessment, Statement of Accounts and correspondence sent by IRAS, among many other e-services that will be introduced progressively.

Q4
How can I obtain an IRAS PIN if I was not issued with one or have forgotten my IRAS PIN or had my previous PIN revoked?
You can request a new IRAS PIN online. Your application will be processed and the IRAS PIN mailer will be sent to you within 5 days.

Q5
Can I change my IRAS PIN?
Yes.  For new issue or re-issue of IRAS PIN, you will be prompted to change your IRAS PIN upon first login.  Thereafter, you can change the PIN anytime by clicking on Change IRAS PIN hyperlink at myTax Portal.

Q6
Who can e-file IR21? 
You must be authorised by your company either as a Preparer or an Approver for the e-filing of Form IR21.

Q7
What can a Preparer do? 

 
A Preparer can:  

(a)
Prepare the forms and save it as a draft for the Approver to approve and submit to IRAS. He will not be able to edit/delete e-IR21 which is “Pending Approval” & “Submitted".

(b)
View / edit / delete drafts prepared by himself and other Preparers within the organisation. The Preparer does not have the rights to submit or view / edit drafts prepared by Approvers within the organisation.

(c) 
View tax clearance status of IR21 filed via post / fax
(d)
View all Correspondence / Notice sent by IRAS
       

Q8
What can an Approver do? 
An Approver can:
(a) 
Approve and submit any e-IR21 pending approval

(b) 
View / edit / delete any draft e-IR21

(c)
Prepare e-IR21

(d)
View filing and tax clearance status of e-filed IR21 and IR21 filed via post / fax

(e)
View all Correspondence / Notices sent by IRAS 

       


Q9
Do I need to furnish last year’s income details if they have already been transmitted electronically to IRAS under the Auto Salary Inclusion Scheme?
No.

Q10
What should I do if the last year’s income details have been transmitted electronically to IRAS and further changes are required to the income reported previously?
If there are any changes to the last year's income, select "Yes" to the Auto-Salary Inclusion Scheme question at the New IR21 Start page. The last year's income column will be displayed for your completion.

Q11
What cases can be e-filed? 
Most employers who employ non-citizen employees can e-file except where the employers are Non-Resident Employers (i.e. NRE cases).

Q12
How does a Preparer or an Approver access myTax Portal to prepare a new IR21? 

a) 
Go to IRAS website at: http://mytax.iras.gov.sg/
b) 
Select login for “My Organisation’s / Business’ Tax Matters” if you are filing on behalf of your employer or “My Client’s Tax Matters” if you are filing on behalf of your client. 
c) 
Select login using SingPass or IRAS PIN. 
d) 
For login using SingPass, enter SingPass ID and SingPass. Upon successful authentication via SingPass authentication system, enter your Organisation Tax Reference Number and click “Login’ button.  
e) 
For login using IRAS PIN, enter your Tax Reference Number, your IRAS PIN and your Organisation’s Tax Reference Number.

f) 
At the left-hand side menu, click “Tax Clearance” -> “File New IR21 Online”. If you are filing on behalf of your client, you’ll be prompted to specify your Client’s tax reference number after clicking “File New IR21 Online” at the left hand side menu.

Q13
Which e-IR21 type should I select and how do I complete?

You should select:

	 Original e-IR21
	 for first filing of tax clearance of your Non-Singapore citizen  

 employee



	 Additional e-IR21 
	 if there is further remuneration due to the employee after tax             

 clearance has been sought, you should obtain further clearance    

 from us before releasing the payment. Please complete another  

 e-IR21 and enter the additional amount of remuneration payable 

 in the applicable field(s).



	 Amended e-IR21
	 if there are any amendments to be made after your filing, please  

 complete another e-IR21 to supercede the earlier e-IR21(s).


 

For Original e-IR21, the income detail fields are defaulted to ‘0’ upon login. You need to enter the income amount if they are not ‘0’.  

For Additional and Amended e-IR21, all the income fields are defaulted to blank. You need to enter only the additional remuneration payable or the revised amount payable in the respective e-IR21.

Q14
Do I need to complete all sections in the e-IR21? 
You will need to complete Employment Record and Income Details for all types of e-IR21. The other sections need to be completed only where applicable.

Q15
How do I navigate between different sections of the e-IR21 and what are the functionalities of the buttons? 

Click on the respective sections tabs displayed at the top of the screen to navigate     between different sections of the e-IR21. 
The functions are as follows:
	 Clear
	 Clear all entries in the current screen. 



	 Save
	 Save all data and remain on the same page.



	 Cancel
	
At the IR21 Start page, all data entered from the point of last saved will be discarded and bring user to the Portal homepage

 
At all other pages, all data entered from the point of last saved will be discarded and bring user to IR21 Status page.



	 Income Details
	Go to Income Details page. Validation errors, if any, will be displayed. 



	 Consolidated  

 Statement
	 
Go to the Consolidated Statement page. Validation errors, if any, will be displayed.  

 
You can only go to Consolidated Statement from the Income Details and IR21 Status page. 




Q16
How do I declare the accommodation provided by employer if the employee is provided with more than one place of residence in a year?
If more than one place of residence is provided, click on hyperlink at Place of Residence 1 page or Place of Residence 2 tab to give details of the other place of residence.

Q17
Do I need to compute the taxable value of the respective Benefits-In-Kind?
You only need to furnish details of the Benefits-In-Kind provided by the employer, eg.                           No.of Units, No. of days etc. The taxable values of the respective Benefits-In-Kind will be computed by the system.

Q18
What should I do if I spot some errors in the IR21 at the Consolidated Statement page?
 


You need to click Amend to go back to Income Details page to correct the errors.

Q19
Can I save an e-IR21 and retrieve it later for editing?
Yes, you can save the e-IR21 you have prepared by clicking Save at any point of filing. At the Consolidated Statement page, you can click on Save as Draft (for Preparer) or Save    (for  Approver) at the Consolidated Statement page and retrieve it later for editing at the IR21 Status page.

Q20
How do I submit an e-IR21 for my Approver’s review?

You need to click on Save For Approval at Consolidated Statement page to save the e-IR21 for your Approver's review.

Q21
Is it safe to e-file through the internet?        
Only staff who are authorised to access to e-IR21 application by the company through EASY can e-file. To e-file, authorised staff / third party would need to login using their SingPass or IRAS PIN. 

When you click on Submit, the information entered by you is encrypted. The data will remain encrypted throughout the transmission to IRAS.

Q22
How do I retrieve a saved draft e-IR21 for viewing, editing and submission?

At myTax Portal – My Messages page, click on What I Need To Do > File Form / Return hyperlink and you will be able to see the message “Draft e-IR21 pending filing” or “Approve and submit e-IR21” (for Approvers only). Click on the message to go to the IR21 Status page. 

Alternatively, you may click on View/Edit/Submit IR21 link at left hand side menu to go to IR21 Status page. You may retrieve a saved draft e-IR21 based on any of the following search criteria: 
( 
Search by Employee's ID. 
( 
List by Filing Status: - Draft / Pending Approval / Submitted/ All the status.
Click on the Employee's Name or ID hyperlink at IR21 Status page to retrieve the draft e-IR21. If the saved draft e-IR21 is more than 21 days from the last update date, it will automatically be purged by the system.
Preparers are able to retrieve/edit/delete saved e-IR21 prepared by himself and other preparers in the same organisation.
Approvers are able to retrieve/edit/delete saved e-IR21 prepared by all preparers, himself and other approvers in the same organisation.

Q23
Can I delete the e-IR21 that was saved and submitted previously?

No, to withdraw a submitted e-IR21, you would need to inform IRAS separately.

Q24
Can I also view filing and tax clearance status of IR21 filed via post/fax?
Yes, preparers / approvers authorised to perform efiling of IR21 will be able to view       
the filing and tax clearance status of IR21 filed via post/fax.

Q25
How do I save the Consolidated Statement Page?
For Internet Explorer:
· Select "File Menu->Save As..." on the browser window.  
· Select the location to save the HTML document. 
· Type in the desired file name in "File name: " and click on "Save” button.

Q26
How do I save the Acknowledgement Page?
For Internet Explorer:
· Select "File Menu->Save As.." on the browser window.  
· Select the location to save the HTML document. 
· Type in the desired file name in "File name: " and click on "Save” button.

 Q27
How do I know if I have e-filed successfully?
If your e-filing is successful, you will see an Acknowledgement Page after you click       Submit. You may also confirm your submission at the IR21 Status page. For successful submission, the status will be updated to "Submitted" and an acknowledgement number will be displayed.

Q28
What should I do if I click on the Acknowledgement Page without printing or saving a copy of the Consolidated Statement Page? 
You may go to IR21 Status page, click on Employee's Name or ID hyperlink with "Submitted" status to print a copy of the Consolidated Statement.

Q29
What should I do if I click on the Submit button but do not see an Acknowledgement Page? 
You may confirm your submission at the IR21 Status page. For successful submission, the status will be updated to "Submitted" and an acknowledgement number will be displayed. Otherwise, please proceed to e-file again.

 Q30
Do I need to submit the paper Form IR21 after I have e-filed?
No, do not submit the paper Form IR21 after you have e-filed.

 Q31
Do I need to submit any supporting documents?
If you e-file, the Consolidated Statement page will check the documents you need to submit. For supporting documents not stated in the Consolidated Statement page, do not submit unless requested by IRAS.

Q32
What should I do if I need to make changes to the e-IR21 after it has been submitted?
You must complete another e-IR21 (Additional or Amended e-IR21).
