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Step Action/ Note 

 Logging in to myTax Portal 

1 Go to 

https://mytax.iras.gov.sg 

2 Select Personal Tax 

Matters. 

https://mytax.iras.gov.sg/ESVWeb/default.aspx
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Step Action/ Note 

 Logging in to myTax Portal 

3 Log in with your SingPass 

(see Page 3) or IRAS PIN 

(see Page 4) by clicking the 

respective options. 
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Step Action/ Note 

 Logging in with SingPass 

1 Enter SingPass ID and 

Password. 

2 Click Login. 
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Step Action/ Note 

 Logging in with IRAS Pin 

1 Enter the Tax Reference 

Number and IRAS PIN. 

2 Click on Next. 
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Step Action/ Note 

 Entering the e-Service 

1 Click Apply for PIC Cash 

Payout from the drop-down 

menu. 
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Step Action/ Note 

 General Information Page 

1 Click Start Filing to begin. 

 Note: 

Please read the general 

information to ensure that your 

business has met the PIC cash 

payout conditions and 

prepared the relevant 

documents before you begin. 
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Step Action/ Note 

 Declaration Page 

1 Complete the Name of Business . 

 
Select: 

• The name of the sole-proprietorship 

that incurred the PIC qualifying 

costs, or 

• “Not Registered with ACRA” if the 

business is not registered with 

ACRA. 

 
Please enter the nature of your business 

in Please describe your business if 

“Not Registered with ACRA” is 

selected. 

2 Complete the declarations by 

checking the corresponding 

checkboxes if you agree with them. 

3 Enter the required contact details. 

4 Click Next Page to proceed. 

 Note: 

You can click on the  button if you are 
unclear about the respective fields. 
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Step Action/ Note 

 
Updating accounting year-end 

1 Click Change Accounting 

Year-End if your business’ 

accounting year-end is different 

from that displayed. 
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Step Action/ Note 

 Updating accounting year- 

end 

(Continued from Page 8) 

2 Enter the: 

• New accounting year-end 

• Reason(s) for the change 

in accounting year-end 

• Quarter/ combined 

quarters in which the PIC 

qualifying costs were 

incurred, and 

• Year of assessment of 

quarter/ combined 

quarters. 

3 Click Save to continue and 

Cancel to discard the 

changes. 
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Step Action/ Note 

 Cash Payout Details (Part A) Page 

1 Select the: 

• Period in which the PIC qualifying 

costs were incurred, and 

• Months in which the 3-local employee 

condition were met. 

2 Enter the revenue for the period shown. 

3 Click Next Page to proceed. 

 Note: 

You may only submit one application for 

each quarter or combined quarters from 

the same year of assessment in a single 

day. 

For sole-proprietors with multiple sole- 

proprietorships, please submit application 

for each sole-proprietorship on a separate 

day . 

 
To go to the Previous Page or Save 

Draft, click the respective buttons. Once a 

draft is saved, it will be retained in myTax 

Portal until the filing due date, i.e. 18 April 

of the relevant Year of Assessment. You 

may return to complete and submit the 

saved draft application anytime before the 

filing due date. 
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Step Action/ Note 

 Cash Payout Details (Part B) Page 

1 For PIC activities, other than R&D 

and Approved Design Project 

Select the PIC Activity and enter the: 

• Date incurred 

• PIC qualifying cost 

• Name of vendor, 

• Identification type of Vendor, 

• Identification number of Vendor, 

and 

• Description. 

 Note: 

Click Delete to delete an entry. 

 
Click Add Row to enter more 

qualifying items. You can submit a 

total of 15 qualifying items per 

application. 

 
If you are claiming costs incurred on 

PIC IT and Automation Equipment 

acquired on hire purchase, please 

complete the Hire Purchase 

Template. You will be prompted to 

upload it at the Summary Page. 

https://www.iras.gov.sg/irashome/uploadedFiles/IRASHome/Quick_Links/HP%20Template.xlsx
https://www.iras.gov.sg/irashome/uploadedFiles/IRASHome/Quick_Links/HP%20Template.xlsx
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Step Action/ Note 

 Cash Payout Details 

(Part B) Page 

(Continued from Page 11) 

2 For R&D Qualifying Costs 

If you are claiming R&D 

costs, click Add Details. 
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Step Action/ Note 

 Cash Payout Details (Part B) 

Page 

(Continued from Page 12) 

3 Complete the declarations by 

selecting “Yes” or “No”. 

4 Click Add R&D Details to 

continue and Cancel to discard 

the changes. 
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Step Action/ Note 

 Cash Payout Details (Part 

B) Page 

(Continued from Page 13) 

5 Enter the: 

• Project name, and 

• PIC qualifying costs. 

 Note: 

Click Delete to delete an 

entry. 

 
Click Add Details to enter 

details of another R&D 

project. You can submit the 

details of up to two R&D 

projects per application. 

 
Please also complete the 

R&D Claim Form. You will 

be prompted to upload it at 

the Summary Page. 
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Step Action/ Note 

 Cash Payout Details 

(Part B) Page 

(Continued from Page 14) 

6 For Approved Design 

Project Qualifying Costs 

If you are claiming 

Approved Design Project 

costs, click Add Details. 
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Step Action/ Note 

 Cash Payout Details 

(Part B) Page 

(Continued from Page 15) 

7 Enter the: 

• Date incurred 

• PIC qualifying costs 

• Application no., and 

• Description. 

 Note: 

Click Delete to delete an 

entry. 

 
Click Add Details to 

enter details of another 

Approved Design Project. 

You can submit details of 

up to two Approved 

Design Projects per 

application. 
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Step Action/ Note 

 Cash Payout Details (Part 

B) Page 

(Continued from Page 16) 

8 Complete the 

declarations by checking 

the corresponding 

checkboxes if you agree 

with them. 

9 Check the SMS alert 

checkbox and enter a valid 

Singapore mobile number to 

receive an SMS when your 

application is processed. 

 Note: 

The SMS sent will be 

generic. It will only state that 

the application has been 

processed. To check whether 

the application has been 

approved or rejected, please 

use the View PIC Cash 

Payout Application Status. 

10 Click Go to Summary Page 

to proceed. 
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Step Action/ Note 

 Summary Page 

1 Verify that the information 

entered is correct. 
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Step Action/ Note 

 Summary Page 

(Continued from Page 18) 

2 Upload, by clicking Browse, the 

completed: 

• Hire Purchase Template if you 

are claiming costs incurred on 

PIC IT and Automation 

Equipment, and 

• R&D Claim Form if you are 

claiming R&D costs. 

 
The documents submitted must not 

exceed 2MB and must be in the 

PDF format. 

 
You do not have to submit any 

other supporting documents. 

However, please retain and submit 

them upon request. 

3 Click Amend Application to make 

changes to your application or save 

it as a draft at the previous page. 

4 Click Submit to IRAS to submit the 

application to IRAS. 

 

https://www.iras.gov.sg/irashome/uploadedFiles/IRASHome/Quick_Links/HP%20Template.xlsx
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Step Action/ Note 

 Acknowledgement Page 

1 When the application is 

successfully submitted to 

IRAS, you will receive an 

Acknowledgement ID. 
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Step Action/ Note 

 Acknowledgement 

Page 

(Continued from Page 

20) 

2 Click Print to print the 

acknowledgement page. 

 
The acknowledgement 

page can also be 

retrieved from myTax 

Portal via the View 

Correspondence/ 

Notices e-Service. 

 
To view the status of 

your application, please 

use the View PIC Cash 

Payout Application 

Status e-Service from 

the next day onwards. 
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Contact Information 
 

For enquiries on this user guide, please email 
se@iras.gov.sg 

 
 
 
 
 
 
 
 
 
 
 
 

 
Published by 

Inland Revenue Authority of Singapore 

 
 
 
 

Published on 01 Jul 2017 

The information provided is intended for better general understanding 

and is not intended to comprehensively address all possible issues 

that may arise. The contents are correct as at 01/07/2017 and 

are provided on an “as is” basis without warranties of any kind. 
IRAS shall not be liable for any damages, expenses, costs or loss 

of any kind however caused as a result of, or in connection with your 

use of this user guide. 

 
While every effort has been made to ensure that the above 

information is consistent with existing policies and practice, should 

there be any changes, IRAS reserves the right to vary its position 

accordingly. 

mailto:se@iras.gov.sg
mailto:se@iras.gov.sg

