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Click <e-Services Authorisation System (EASY)> at IRAS homepage at
WWW.iras.gov.sg
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Coming Soon: Filing of Individual IncomeTax for YA2008
IRAS is issuing indhidual income tax forms/letters to taxpayers.JFind out what you
will be receiving.
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EASY stands for e-Senices Authorisation System, an onfine system that allows organisations 1o
authorise their employees or a third party to access e-Senices on their behlf
Please ensure that you have your

» Organisation's tax reférence number
« Organisation's e-Serices Access Code

* Personal tax reference number
* SingPass o IRAS FIN

Find out how to use EASY

‘watskle on Mo 10 Sat, from 2ami to

e The following slides demonstrates

the steps required to authorise
your staff to be the ‘Approver’ or
‘Preparer’ for the e-Submission of
employment income

First, proceed to the IRAS home
page at www.iras.gov.sg

Click on the ‘e-Services
Authorisation System (EASY)’
hyperlink located on the right of
screen where you will be directed
to the EASY main page

Log into EASY by using either
your SingPass or IRAS Pin

If your organisation have not
applied for the Access Code, click
the ‘e-Services Access Code’
hyperlink on the left screen to
download the application form

Complete the form and email it to
tpsmu@iras.gov.sqg or fax it to
6351 4427
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Y Login to EASY
g (Using IRAS PIN)

1. Select <Authorise staff / third party to act for my organisation matters>

2. Enter <My Tax Reference No.>, <My IRAS PIN>, <My Organisation
Reference No.>, <e-Services Access Code> and click <Log in>
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EASY - Login

Login to : |Authnnse staff/ third party to act for my organization maltersj

- SingPass
- IRAS PIN

My Tax Reference o, + [NRIC =l[5t230567A
(8.0, 512345672, F12345674)
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My Organisation Reference Ho.
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With the implementation of Unique Entity Number (UEN), ROC/ROB has
been removed from the "drop-down” sslsction list. Pleass see table
below.

Clear | Cancel
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SjngPass

I secure Terms of Use | FAQs | Help | About Us

1. Enter <SingPass ID> and <SingPass>
2. Click <Submit>

to SingPass Authentication Service

[S1234567A (Erter your |dentification Numben
SingPass | = 570, 124000
D
SingPass

™ Tick here to change your SingPass

Submit e  Unine Securty)

i Login to EASY
Ly (Using SingPass)

EASY - Log in

Logiin to || [Authorise staff/ third partyto actfor my organisation matters |

|| [UEN-LOCALCO x][z005123454

My Organisation Reference No.

&-Services Ascass Gods | [ewneensd
With the implementation of Unidue Entity Number (UEN), ROC/ROB has been remorver d
M M frorn the “drop-down” selection fist, Please see table below

Please enter the correct Organisation Tax Reference Numbgr as follows:

1. Select <Authorise staff / third party to act for my organisation matters>
‘ 2. Enter the organisation tax reference number
‘ 3. Enter the e-Services Access Code

4. Clickon <Log in>

This screen is meant for login
using IRAS Pin

Select <Authorise staff / third
party to act for my organisation
matters> from the ‘Log in to’
drop-down list

Enter your own tax reference
number, your IRAS PIN, your
organisation’s reference number,
and the e-Services Access Code
that is issued

Click on ‘Log In’
This screen is meant for login
using SingPass

Enter your SingPass ID and
SingPass

Click on ‘Submit’

Select the <Authorise staff /
third party to act for my
organisation matters> from the
‘Log in to’ drop-down list

Enter you organisation’s reference
number and the access code

accordingly

Click on ‘Log In’
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Step 1: Enter <Staff Tax Reference No>

EASY - To Authorise Staff |
1
Staff Tax Reference No. : | IFlN jl F1234567A |
(e.0, 512345672, F1234567A)
fgency/ Ministry : | |In|and Revenue Authority of Singapore (IRAS)j |
Next | Clear | Main Menu | T

Step 2: Select <Inland Revenue
Authority of Singapore (IRAS)>

Step 3: Click <Next>

4“ Authorisation of Staff

AUTHORITY
OF SINGAPORE

EASY - To Authorise staff

Staff Tax Reference No | FINFESS&792W

Agency/ Ministry ¢ Inland Revenue Authority of Singapore (IRAS)

Check <e-Submission of
Employment Income>

..............

You will arrive at the Main Menu
for EASY upon successful login

You can authorise either a staff or
a third party for the e-Submission
of Employment Income

Click on ‘Staff’ hyperlink to initiate
the authorisation process for your
employee

Enter the tax reference number of
the staff you wish to authorise

Choose ‘Inland Revenue
Authority of Singapore (IRAS)’
as the Agency/ Ministry

Click on ‘Next’

You will arrive at a list of the
various e-services hosted by IRAS

The e-Submission for employment
income checkbox is located at the
bottom of the list, please scroll
down the list

Check the box for ‘e-Submission’
and ‘e-Submission of Employment
Income’
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Preparer

Step 1: Enter <Effective Date From>.
<Effective Date From> must be a
current or future date.

The <To> field is optional.

Save | |Cancel

Step 2: Select <Role>

Step 3: Click <Save>
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Authorisation of Staff

[ e-5ubmission 1

Effective Date From

¥ e-submissian of Employment | 01/05/2010

Incame

Role

To
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Microsoft Internet Explorer ﬂ

\? Click <0k to proceed with authorization
0K I Cancel
E‘ Cancel
Select <OK>
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Confirmation

Authorisation record saved successfully

hain Menu |

¢ Notice that the ‘Effective Date
From’ will be defaulted to the
current date

¢ You may leave the ‘Effective Date
To’ field as blank to authorise your

staff indefinitely

e Select the appropriate ‘Role’
which the staff is entitled to

e Click on ‘Save’

e A pop-up confirmation window will
appear

¢ Click ‘OK’ to complete the
authorisation

o A webpage will appear confirming
the authorisation is successful



