FREQUENTLY ASKED QUESTIONS ON e-NOTICE OF TRANSFER

System Requirements

What is the minimum hardware/software requirement for using the e-Notice of Transfer?



 HYPERLINK  \l "_Qn:_How_do_2" 

How do I check the version of my operating system?

How do I check the version of my browser?
What should I do if I see this error message: “We are unable to process your request. Please make sure that Java is enabled and applet is initialized”?
Besides ensuring that my PC satisfies the technical requirements, what other measures should I take before proceeding to file the e-Notice of Transfer?
Security Features

Is it safe to file the e-Notice of Transfer through the Internet?



 HYPERLINK  \l "_Qn:_What_are_3" 

What are the security checks built into the system to prevent unauthorised submission of e-Notice of Transfer?

Who can file the e-Notice of Transfer?
What can the role of ‘Preparer’ do?
What can the role of ‘Approver’ do?
How do I authorise a third party / staff to file the e-Notice of Transfer?
How does a ‘Preparer’ or ‘Approver’ access myTaxPortal to prepare/submit an e-Notice of Transfer?
Why is an Access Code required?
What is IRAS PIN and how can I obtain one?
Can I change my IRAS PIN?
How can I obtain a SingPass if I were not issued with one or have forgotten my PIN?
General Information on filing the e-Notice of Transfer

When must I file the e-Notice of Transfer?
What happens when I am late in filing the e-Notice of Transfer?
Can I file a hardcopy of the e-Notice of Transfer?
Is the e-Notice of Transfer admissible in court?
Features of the e-Notice of Transfer system

What is the system’s operating hour?
Are there any charges for filing the e-Notice of Transfer via myTaxPortal?



 HYPERLINK  \l "_Qn:_Is_there_2" 

Is there any timeout period?

Can I click the browser’s ‘Back’ button to back to the previous page when filing an e-Notice of Transfer?
What does the * in each Section represent?
What happens when the fields with * is left blank?
How do I navigate between different sections of the document within the screen?
Can I enter the Property Tax Reference No. instead of the property address in the e-Notice of Transfer?
Can I save the e-Notice of Transfer and retrieve it later for editing?



HYPERLINK  \l "_Qn:_How_do"

How do I know that I have filed successfully?

Is there a user guide to assist me in filing the e-Notice of Transfer?
What should I do if I need to make amendments to a submitted e-Notice of Transfer?



HYPERLINK  \l "_Qn:_If_I"

If I need any assistance on using this system, whom can I contact?

Creating a new e-Notice of Transfer

What are the details required in the e-Notice of Transfer?
How many properties can I add in a single transfer?
Why is the purchaser's (for non-NRIC and FIN only) nationality and date of birth required fields to be entered?
Updating an e-Notice of Transfer

How can I make additions / amendments to an e-Notice of Transfer with status ‘Draft’?
I am a preparer and have submitted the e-Notice of Transfer for approval. What should I do if I need to make amendments after my submission to the approver?
Duplicating an e-Notice of Transfer

How can I duplicate the content of an e-Notice of Transfer?
What information in the document will be duplicated?
Retrieving an e-Notice of Transfer

How do I retrieve the e-Notice of Transfer that I have saved as draft / submitted / saved for approval?
Submitting an e-Notice of Transfer

Who can submit the completed e-Notice of Transfer?
How do I submit an e-Notice of Transfer for my approver’s review?
Can I submit more than 1 e-Notice of Transfers at a time?
Can I submit the e-Notice of Transfer with status ‘Draft’?
What should I do if I click 'Submit', but do not see an Acknowledgement Page?
Can I save the Print Preview version of the e-Notice of Transfer for my reference?
Can I save the Acknowledgement Page for my reference?
Deleting an e-Notice of Transfer displayed in the e-Notice of Transfer Summary screen

Can I delete the e-Notice of Transfers that I have created?
System Requirements

Qn:
What is the minimum hardware/software requirement for using the e-Notice of Transfer?

The minimum hardware requirement is:

a) Pentium III PC and above with 256 RAM

b) 56 kbps modem with connection to a local ISP

The minimum software requirement is:

For PC running Windows Operating System:

Operating System Windows 2000, Windows XP or Windows Vista.

Browser Internet Explorer 5.0 and above or Mozilla FireFox 1.0 and above
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Qn:
How do I check the version of my operating system?

For PC running Windows Operating System:

· Click "Start" on your taskbar

· Select "Control Panel"

· Go to "System"

· Go to "General" tab in the System dialog box

· The operating system version is displayed under "System : … "
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Qn:
How do I check the version of my browser?

For PC running Windows Operating System:

· Click on {Help} on the menu bar

· For Internet Explorer, click on {About Internet Explorer}

· For Mozilla FireFox, click on {About Mozilla FireFox}
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Qn:
What should I do if I see this error message: “We are unable to process your request. Please make sure that Java is enabled and applet is initialized”? 

We recommend that your PCs be installed with JRE 1.5 or above. 

To check the JRE version installed in your computer please follow these steps:

For PC running Windows Operating System:

· Open Windows Control Panel

· Double-click the Java icon to launch the Java Control Panel

· Click on the ‘About’ button, the next screen that appears will depend on the JRE version installed in the PC. Please check if your PCs are installed with JRE 1.5 or above.

 


To update the JRE to the latest version please follow these steps

For PC running Windows Operating System:

· Download the latest JRE version by going to http://java.com/en/.

· Follow instruction on that web for the installation
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Qn:
Besides ensuring that my PC satisfies the technical requirements, what other measures should I take before proceeding to file the Notice of Transfer?

It is recommended that you close off all other software applications during your e-Filing session
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Security Features
Qn:
Is it safe to file the Notice of Transfer through the Internet?       
Only staff who are authorised via EASY by the company to access the e-Notice of Transfer application, can access the system. 

To e-file an e-Notice of Transfer, the authorised staff / third party would need to login using their SingPass or IRAS PIN via myTaxPortal. 

When the document is submitted, the information entered by you is encrypted. The data will remain encrypted throughout the transmission to IRAS.

Back to Top
Qn:
What are the security checks built into the system to prevent unauthorized submission of e-Notice of Transfer?

There are two levels of security checks built into the system. 

At EASY, The lawfirm/organization can authorize their staff to act as either the ‘preparer’ or ‘approver’ of the e-Notice of Transfer.

E.g.: The preparer completes the e-Notice of Transfer and submit for approval. The approver then edits and submits the completed e-Notice of Transfer to IRAS.
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Qn:
Who can e-file the e-Notice of Transfer?

The staff authorised by the company either as a ‘preparer’ or ‘approver’ for the filing of the e-Notice of Transfer.
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Qn:
What can the role of ‘Preparer’ do?

A Preparer can: 

· Create an e-Notice of Transfer and save it as ‘Draft’

· Edit an e-Notice of Transfer which is at ‘Draft’ status

· Save the e-Notice of Transfer for Approval for the approver to submit to IRAS

· Delete an e-Notice of Transfer at ‘Draft’ status

· View an e-Notice of Transfer at all status

Note: The preparer will not be able to edit/delete the e-Notice of Transfer which is at “Pending Approval” or “Submitted" status. Please approach the Approver for such actions.
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Qn:
What can the role of ‘Approver’ do? 

An Approver can: 

· Create an e-Notice of Transfer and save it as ‘Draft’

· Edit an e-Notice of Transfer which is at ‘Draft’ status

· Save the e-Notice of Transfer for Approval before submission to IRAS

· Delete an e-Notice of Transfer at ‘Draft’ and ‘Pending Approval’ status

· Set an e-Notice of Transfer at ‘pending approval’ status to ‘Draft’ for editing 

· View an e-Notice of Transfer at all status

· Submit an e-Notice of Transfer at ‘pending approval’ status

Note: The approver will not be able to edit/delete the e-Notice of Transfer which is at ‘Submitted’ status.
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Qn:
How do I authorise a third party/staff to file the e-Notice of Transfer?

Authorisation to e-file the e-Notice of Transfer can be done via the E-Services Authorisation System (EASY) at myTaxPortal homepage. Please refer to FAQs on e-Services Authorisation System (EASY).
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Qn:
How does a ‘Preparer’ or ‘Approver’ access myTaxPortal to prepare/submit an e-Notice of Transfer? 
· Go to IRAS website at: http://mytax.iras.gov.sg/
· 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. 

· Select login using SingPass or IRAS PIN. 

· 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.  

· For login using IRAS PIN, enter your Tax Reference Number, your IRAS PIN and your Organisation’s Tax Reference Number.

· At the left-hand side menu, click “Property Tax” then “e-Notice of Transfer”. 
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Qn: Why is an Access Code required?

Access Code is a security feature to ensure that only staff authorised as ‘approver’ is allowed to submit the e-Notice of Transfer. 

Back to Top
Qn:
What is IRAS PIN and how can I obtain one?

This is a personal identification number issued by IRAS to individual taxpayers to access IRAS e-Services such as EASY and myTaxPortal e-Services at IRAS website.

You can request for a new IRAS PIN online at IRAS homepage. Your application will be processed and the IRAS PIN mailer will be sent to you.
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Qn:
Can I change my IRAS PIN?

Yes.  For new issue or re-issue of IRAS PIN, you will be prompted to change IRAS PIN upon first login.  Thereafter, you can change the PIN anytime by clicking on Change IRAS PIN hyperlink at myTaxPortal.
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Qn:
How can I obtain a SingPass if I were not issued with one or have forgotten my PIN?
You can apply or reset your SingPass on the spot 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 wish to access SingPass Online Request service via IRAS website by following the steps below:

Step 1: Go to myTaxPortal 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/
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General Information on filing the e-Notice of Transfer
Qn:
When must I file the e-Notice of Transfer?

If you sell or transfer your property, you need to file the e-Notice of Transfer to IRAS within 1 month after the sale or transfer.
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Qn:
What happens when I am late in filing the e-Notice of Transfer?

If the e-Notice of Transfer is not filed within one month after the sale or transfer of the property, a Letter of Composition may be issued. The composition fee must be paid by the due date as stated in the letter. 

Back to Top
Qn:
Can I file a hardcopy of the e-Notice of Transfer?

No. The e-Notice of Transfer must be filed electronically.
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Qn:
Is the e-Notice of Transfer admissible in court?

No.
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Features of the e-Notice of Transfer
Qn:
What is the system’s operating hour?

myTaxPortal and EASY is available everyday, except during the daily maintenance period from 2am to 6am(SGT) on Mon to Sat and 2am to 8.30am(SGT) on Sun.
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Qn:
Are there any charges for filing the e-Notice of Transfer via myTaxPortal?

There are no charges when filing the e-Notice of Transfer via myTaxPortal.

Qn:
Is there any timeout period?
Please do not leave your filing session idle for more than 20 minutes. Otherwise, the session will experience timeout and you have to log in to the portal again.  If you are unable to complete your filing, always save your changes as 'draft' and logout from the Portal.
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Qn:
Can I click the browser's ‘Back’ button to go back to the previous page when e-filing the e-Notice of Transfer?

We would strongly advise you not to use the browser's ‘Back’ button in the midst of your e-filing. Please use the ‘Back’ buttons at the bottom of every screen to enable you to go to the respective/previous screens. 
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Qn:
What does the * in each Section represent?

The * represents mandatory fields to be completed by the user.
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Qn:
What happens when the fields with * is left blank?

When any mandatory field is left blank, the system will not allow you to proceed to the next page or save the document as draft. Error messages will be prompted at the mandatory fields for you to complete.
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Qn:
How do I navigate between different sections in the same screen? 

The navigation links to each section on the page is at the bottom right of each section. 
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Qn:
Can I enter the Property Tax Reference No. instead of the address of the property in the e-Notice of Transfer?

Yes. You may select the option to enter the Property Tax Reference No. 
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Qn:
Can I save the e-Notice of Transfer and retrieve it later for editing?

Yes. On each page of the e-Notice of Transfer, there is a ‘Save as Draft’ button for you to save the document. 

Back to Top
Qn:
Is there a user guide to assist me in filing the e-Notice of Transfer?

Yes. The link to the user guide is located on the search page of the e-Notice of Transfer
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Qn:
What should I do if I need to make amendments to the details entered in a submitted e-Notice of Transfer?

No changes can be made to the data on the e-Notice of Transfer that has been submitted.

If you wish to make amendments, you may email us at pteservices@iras.gov.sg or write to us the full details for the amendment. Please quote the property address in the submitted e-Notice of Transfer. 
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Qn:
How do I know that I have filed successfully?

An acknowledgement page for successful submission will be prompted after you click the submit button. The document status on the e-Notice of Transfer search page will be updated to ‘Submitted’. 

Back to Top
Qn:
If I need any assistance on using this system, whom can I contact?

You may email us at pteservices@iras.gov.sg  or call the Property Tax helpline at 1800 3568300 for assistance.
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Creating a new e-Notice of Transfer
Qn:
What are the details required in the e-Notice of Transfer?

Before you start filing, please get ready the relevant information required to complete the e-Notice of Transfer.

These include:

· Completion Account

· Sales and Purchase Agreement

· Identification No. and name of the Transferor / Transferee

This electronic e-Notice of Transfer may take you about 5 minutes to complete for a single property transfer. To guide you through the e-Filing process, you can refer to the User Guide located at the bottom of the e-Notice of Transfer search page.
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Qn:
How many properties can I add in a single transfer?

You can add up to 750 properties. If there are more than 10 properties in a single transfer, always ‘save as draft’ after you add a certain number of properties.
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Qn: Why is the purchaser's (for non-NRIC and FIN only) nationality and date of birth required fields to be entered?

Due to the lack of unique identification number for all foreigners and to ensure the correct purchaser is updated in our records, such information is necessary for us to ascertain the identity of the purchaser in the event of duplicate names.
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Updating an e-Notice of Transfer

Qn:
How can I make additions / amendments to an e-Notice of Transfer with status ‘Draft’?
Click on the hyperlinked Document Reference No. to make additions or amendments to the document.

The authorised preparer can make additions / amendments to an e-Notice of Transfer with status ‘Draft’ only. 

For an authorized approver, he can make additions / amendments to an e-Notice of Transfer with status ‘Draft’ and ‘pending approval’. , 
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Qn:
I am a preparer and have submitted the e-Notice of Transfer for approval. What should I do if I need to make amendments after my submission to the approver?

You may inform the approver to set the status of the document from ‘pending approval’ to ‘draft’ by clicking on the ‘Save as draft’ button in the document. You or the approver may then make amendments to the document accordingly.
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Duplicating an e-Notice of Transfer
Qn:
How can I duplicate the content of an e-Notice of Transfer?

Select the e-Notice of Transfer to be duplicated and click the ‘Duplicate’ button.
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Qn:
What information in the document will be duplicated?

The data in the following fields will be duplicated:

· Tenure

· Particulars of Transferor

· Nature of Disposition

· Type of Transfer

· Contact Person

· Contact Number
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Retrieving an e-Notice of Transfer
Qn:
How do I retrieve the e-Notice of Transfer that I have saved as draft / submitted / saved for approval?

You may retrieve the e-Notice of Transfer at the e-Notice of Transfer search page by clicking the Query button or via the following search criteria:

· Document Reference No.

· User’s Reference No.

· Status

· Date of Transfer
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Submitting an e-Notice of Transfer
Qn:
Who can submit the completed e-Notice of Transfer?

Only the staff who is authorised as ‘Approver’ by the organization/lawfirm can submit the e-Notice of Transfer.
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Qn:
How do I submit an e-Notice of Transfer for my Approver’s review?

You need to click on the ‘Save For Approval’ button at the last section of the document to save the e-Notice of Transfer for your Approver's review.
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Qn:
Can I submit more than 1 e-Notice of Transfers at a time?

Yes. You can submit up to a maximum of 15 e-Notice of Transfers at a time.
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Qn:
Can I submit the e-Notice of Transfer with status ‘Draft’?

No. The approver can only submit the e-Notice of Transfer with status ‘Pending Approval’.
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Qn:
What should I do if I click ‘Submit’, but do not see an Acknowledgement Page?

If your filing of the e-Notice of Transfer was successfully submitted, you will see an Acknowledgement Page on the screen after you click "Submit". 

You may also confirm your submission at the e-Notice of Transfer search page. For successful submission, the status of the document will be updated to ‘Submitted’. 
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Qn:
Can I save the Print Preview version of the e-Notice of Transfer for my reference?

You may click on the ‘Save’ button at the bottom of the Print Preview pop-up screen. 
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Qn:
Can I save the Acknowledgement Page for my reference?

On the browser window:

· Select "File Menu->Save As.." 

· Select the location to save the HTML document. 

· Type in the desired file name in "File name: " and click on "Save” button.
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Deleting an e-Notice of Transfer displayed in the e-Notice of Transfer Summary screen
Qn:
Can I delete the e-Notice of Transfers that I have created? 
If you are the preparer, you can delete the e-Notice of Transfers created with status ‘Draft’.

If you are the approver, you can delete the e-Notice of Transfers created with status ‘Draft’ and ‘Pending Approval’.

e-Notice of Transfers with status ‘Submitted’ cannot be deleted. All working copies of the e-Notice of Transfer will be removed from the system after 90 days from the day it is created.
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