Corppass Step-by-Step Guide
for Companies
- Corporate Tlax




Who should read this guide

» This step-by-step guide is relevant for locally registered entities (i.e.
entities which are issued with a Unigque Identification Number (UEN) by
e.g. ACRA) that are required to file tax returns to IRAS.

* The authorisations shown in this guide are for access to the Corporate
Tax e-Services in mytax.iras.gov.sd.

» For authorisation to access other IRAS e-Services, the Corppass
Admin needs to select the relevant e-Services instead.
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Identify your Corppass role

(Reg_istered Officer) ( Corppass Admin ) ( Corppass User )

Person officially registered to the
entity with ACRA or a relevant
UEN-issuance agency

. Nominates Corppass Admin
and approves Corppass
Admin’s registration request

. Does not need a Corppass
account, unless he/ she
chooses to be a Corppass
Admin

Examples include director,
corporate secretary

Person chosen by Registered
Officer to manage Corppass for the
entity

*Maximum of 2 Corppass Admins
per entity

Account created by Corppass
Admin to transact with digital
services assigned to them

*No limit to the number of
Corppass users per entity
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Overview of Corppass registration

( REGISTER )

Corppass Admin Account

Step 1:
Corppass Admin (CPA) to register
at www.corppass.gov.sg

If the CPA is the only person
accessing IRAS e-Services on
behalf of the company, the CPA
can grant himself access to ALL
digital services (page 15). Steps 2
and 3 need not be performed.

CREATE & ACTIVATE

User Accounts

Step 2a:
CPA to create Corppass user
accounts

Step 2b:
Corppass user to activate account

ASSIGN/ AUTHORISE

IRAS e-Services

Step 3a:
CPA to select relevant IRAS e-
Services for the company

Step 3b:
CPA to assign selected IRAS e-
Services to users

Step 3c:
CPA to authorise tax agent
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http://www.corppass.gov.sg/

Step 1:

Register for a Corppass Admin account

If the CPA is the only person accessing IRAS e-Services on behalf of the company, the CPA can
grant himself access to ALL digital services in Step 1. Steps 2 and 3 need not be performed.
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Important information to have on-hand

Before you start Step 1, ensure that you have the following information:

» Entity’s UEN

» Last 5 characters of your RO’s identity number (i.e. NRIC/ FIN) and email address

OR

Completed Letter of Authorisation (www.corppass.gov.sg> Help> User Guides> Admin
& Sub-Admin> Register for Corppass Administrator Account> Letter of Authorisation)

and RO’s identity document!

L1f the RO is unavailable to approve the new appointment of the Corppass Administrator, the Letter of
Authorisation may be signed off by an alternate approver (i.e. key executive officer) of the entity. Please submit

the alternate approver’s identity document along with the completed Letter of Authorisation.
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Admin (CPA) Account



http://www.corppass.gov.sg/

step 1:
CPA to register at Ww\w.cCorppass.gov.sg

Visit and click ‘Register as a Corppass Admin’.

Home About Us services Help

Welcome to Corppass

Corppass is the authorisation system for entities to manage digital {
service access of employees who need to perform corporate

transactions. There are more than 200 government digital services
available today.

Sign up now to prevent any disruption to your business
transactions. Find out more.

Register as a Corppass Admin »

Get started with Corppass by your role

| am the | am the |am a

Registered Officer » Admin » User » %
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http://www.corppass.gov.sg/

step 1:
CPA to register at WwWw.Corppass.gov.sdg

You will be redirected to the Singpass login page. Log in by scanning the QR code using your
Singpass app or by entering your Singpass ID and Password.

P A singopore Covernmant Agency Websito

SiNgpass  sewvices v FIT|IT & a

Singpass app
Scan with Singpass app
. LBl gial v
= Welcome to Singpass i
m Your trusted digital identity E - E
Have questions? >
-
Locate a counter >
Contact us > E
—sSingpass——
Don't have Singpass app? Download now
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step 1:
CPA to register at Ww\w.cCorppass.gov.sg

Home About Us Services Help

Home /' Register Admin Account

Register Admin Account

@....

Enter
Detalls

Ensure that you are the appointed Corppass Admin for your Entity. . )
This form will take about 5 minutes to complete. I n put you r ent|ty S U E N .

* - denotes mandatory fields

Enter Entity Detail If you are the RO and you choose to

be the CPA (instead of nominating
«————— someone else), a dropdown list of

the entities you are registered with

will be automatically populated.

Unique Entity Number (UEN)*G)

Enter Your Contact Details

Full Mame PHAMG GABRIEL
Email*@ PHANGGABRIEL@abc.com
Confirm Email* %
Mobile No. INLAND REVENUE
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step 1:
CPA to register at Ww\w.cCorppass.gov.sg

Home  AboutUs  Services Help Log in with Singpass &

Home /' Register Admin Account

Register Admin Account

@....

Enter
Detalls

Ensure that you are the appointed Corppass Admin for your Entity.
This form will take about 5 minutes to complete.

* - denotes mandatory fields

Enter Entity Detail
Unique Entity Number (UEN)*@) Enter your contact details.
Enter Your Contact Details Your full name, as per your NRIC/

FIN, and your email address will be
Full Name PHANG GABRIEL /

automatically populated.

Email*@ PHANGGABRIEL@abc.com
Confirm Email* ‘4
. INLAND REVENUE
Mobile No. AUTHORITY

OF SINGAPORE
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step 1:

CPA to register at WwWw.Corppass.gov.sdg

Note: If the RO chooses to be the CPA (instead of
nominating another staff), this section will not appear.

Your RO can provide either
online approval or sign a ‘Letter

Request Registered Officer (RO) Authorisation @

R of Authorisation’, which needs
(@ Request Online Approval by Registered Officer OR to be uploadEd.
OUpIoad Letter of Authorisation and RO's Identity Document (Click here to download letter template.)

Registered Officer's Identity No. f

e Las'tff:i,a;“d'e?’?g) Examples of when to select ‘Letter of

Authorisation’:
Registered Officer's Email*g) e Your RO is a foreigner without NRIC/
FIN

* Your RO does not want to provide

online approval
@ Add another Registered Officer

Request e-Service Access @

I would like to access all e-Services available on Corppass with my Admin Account.
Mote: The "Access to All e-Services' option is NOT applicable to selected e-Services such as CPF e-Submission and SSG-WSG E-Services (ses
full listing). as they require additional details to be sst up on Corppass. To gain access, select and manually assign them to your Corppass

aCCount. ﬁ’

Cancel INLAND REVENUE
AUTHORITY
OF SINGAPORE
Step 1: Register Corppass
Admin (CPA) Account
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step 1:

CPA to register at WwWw.Corppass.gov.sdg

Confirm Email*

MabileNo. If you select the ‘Online
Approval’ method, your RO will
receive an email notification to
Request Registered Officer (RO) Authorisation ® approve your CPA account
Select one of the two options. . . .
or registration online.

(@) Reguest Online Approval by Registered Officer

OUpIoad Letter of Authorisation and RO's Identity Document (Click here to download letter template.)

Enter the last 5 characters of

Registered Officer's Identity Mo.
Last 5 Characters*(@)

your RO’s identity number (i.e.
Registered Officer's Email* g NRIC/ FIN) and email address to
which the notification will be
sent.

@ Add another Registered Officer

Request e-Service Access @

I would like to access all e-Services available on Corppass with my Admin Account.
Mote: The "Access to All e-Services' option is NOT applicable to selected e-Services such as CPF e-Submission and SSG-WSG E-Services (ses

full listing). as they require additional details to be sst up on Corppass. To gain access, select and manually assign them to your Corppass

aCCount. ﬁ’

Cancel INLAND REVENUE
AUTHORITY
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step 1:

CPA to register at WwWw.Corppass.gov.sdg

Confirm Email*

Mobile No. If you select the ‘Letter of
Authorisation’ method,
download the template and

Request Registered Officer (RO) Authorisation @ u ploa d th ee nd o rsed co py.
Select one of the two options.

(1 Reguest Online Approval by Registered Officer i
(@) Upload Letter of Autharisation and RO's Identity Documnent (Click here to download letter template.) Alte rnatlvelyl you may download

Upload your documents in POF, JPEG and PMG format. This file should not exceed 10mb size in total. the template beforeha nd from
' .
Letter of Authorisation and RO's dentity Document + Corppass webSIte'

(® Add another Registered Officer

Request e-Service Access @

I would like to access all e-Services available on Corppass with my Admin Account.
Mote: The "Access to All e-Services' option is NOT applicable to selected e-Services such as CPF e-Submission and SSG-WSG E-Services (ses

full listing). as they require additional details to be sst up on Corppass. To gain access, select and manually assign them to your Corppass

aCCount. ﬁ’

Cancel INLAND REVENUE
AUTHORITY
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step 1:

CPA to register at WwWw.Corppass.gov.sdg

Confirm Email*

Mobile No.

Request Registered Officer (RO) Authorisation @
Select one of the two options.

(@) Reguest Online Approval by Registered Officer OR Choose Whether to be gra nted
OUpIoad Letter of Authorisation and RO's Identity Document (Click here to download letter template.) defa u It acCcess tO ALL d igital
Registered Officer's Identity No. services (currently onboard and to
Last 5 Characters*(@)

be added in future) for your CPA
Registered Officer's Email* () daccou nt.

Click ‘Next’ to proceed.

(® Add another Registered Officer

Request e-Service Access @

I would like to access all e-Services available on Corppass with my Admin Account.
Mote: The "Access to All e-Services' option is NOT applicable to selected e-Services such as CPF e-Submission and SSG-WSG E-Services (ses
full listing). as they require additional details to be sst up on Corppass. To gain access, select and manually assign them to your Corppass

aCCount. ﬁ’

Cancel INLAND REVENUE
AUTHORITY

OF SINGAPORE
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step 1:

CPA to register at WwWw.Corppass.gov.sdg

Register Admin Account

°""@

Enter Review
Details & Submit

Review the following information.

To amend your information after submission, you must submit a new registration.

Entity Detail

Unique Entity Number (UEN)

Admin Contact Details
Full Name
Email

Mobile No.

Registered Officer Authorization

Methed of Approval

Registered Officer's Identity No.
Last 5 Characters

Registered Officer's Email

e-Service Access

79039907E

PHANG GABRIEL

PHANGGABRIEL@abc.com

98765432

Request online approval from Registered Officer

04461

abc@abc.com

| would like to access all e-Services available on Corppass with my Admin Account.

\ have read and given my consent to the Terms of Use.

Review details you have entered

and click ‘Submit’ to proceed.

Step 1: Register Corppass
Admin (CPA) Account
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step 1:
CPA to register at Ww\w.cCorppass.gov.sg

Home  AboutUs  Services Help Loginwith Singpass& Q

Home ' Register Admin Account

Your registration for a Corppass Administrator Account has been
submitted.

An email to request for approval has been sent to your entity's Registerad Officer.

If you have selected the ‘Online Approval’
method, you will have to await approval® from

your RO.
Next Step
— If you have selected the ‘Letter of Authorisation’
=0 method, you will have to await approval from
Wait for approval from your Corppass (at least 5 working days).
Registered Officer.

Qnline approval must be provided
within 30 days.
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Step 1: Register Corppass 1For assistance on how to approve or reject the CPA account (as the RO), 17
Admin (CPA) Account please refer to this step-by-step guide.



https://www.corppass.gov.sg/corppass/common/downloadtemplate?file=CP_User_Guide_02_RO_Manage_Corppass_Administrator_Account.pdf

step 1:
CPA to register at Ww\w.cCorppass.gov.sg

Home  AboutUs  Services Help Loginwith Singpass& Q

Home ' Register Admin Account

o Your Corppass Admin Account is ready for use.

If you are the RO, your account will be
Next Step activated immediately.

:./'

Log in to customise Corppass
for your entity.

Select your entity's profile and view e-
Services.

9
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Step 2:

(a) CPA to create Corppass user accounts

(b) Corppass user to activate account

Step 2 is required if the CPA is appointing a staff in the company to access IRAS e-Services on
behalf of the company. There is no need to proceed to Step 3 if the staff is granted access to all e-
Services in Step 2. Otherwise, please proceed to Steps 3(a) and (b).

Go to Steps 3(a) & (c) if the CPA wishes to appoint a tax agent to access IRAS e-Services on its

' o
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Important information to have on-hand

Before you start Step 2a, ensure that you have the following information:

* NRIC/ FIN/ Foreign ID number and email address of users (i.e. company staff who will
be accessing IRAS e-Services on behalf of the company)

9
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Step 2a:
CPA to create Corppass user accounts

Click ‘Log in with Singpass’.

Home About Us services Help

Welcome to Corppass

Corppass is the authorisation system for entities to manage digital
service access of employees who need to perform corporate /
transactions. There are more than 200 government digital services
available today.

Sign up now to prevent any disruption to your business
transactions. Find out more.

Register as a Corppass Admin p

Get started with Corppass by your role °

| am the | am the |am a

Registered Officer » Admin » User » %

INLAND REVENUE
AUTHORITY
OF SINGAPORE

Step 2a: 21
Create User Accounts




Step 2a.:
CPA to create Corppass user accounts

You will be redirected to the Singpass login page. Log in by scanning the QR code using your
Singpass app or by entering your Singpass ID and Password.

P A singopore Covernmant Agency Websito

SiNgpass  sewvices v FIT|IT & a

Singpass app
Scan with Singpass app
. LBl gial v
= Welcome to Singpass i
m Your trusted digital identity E - E
Have questions? >
-
Locate a counter >
Contact us > E
—sSingpass——
Don't have Singpass app? Download now

9
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Step 2a.:

CPA to create Corppass user accounts

corppass ko gy ki If you have more than 1
2\ A B Comactls | Feedback | Stemap | FAQ Corppass account, select
the company that you
wish to create user
Select UEN/Entity ID accounts for.
Centy 1 ez ey s

9
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Step 2a:
CPA to create Corppass user accounts

Home My Account Users e-Service Third Party Advance Help

logOuta Q

Home / Select Entity Profile

Welcome to Corppass,

PHANG GABRIEL

Select the profile that best describes your entity

You can change your selection anytime

| am the only user

conducting e-Service transaction for my entity.
E.g 1 am a small business owner

My entity has users

who access different e-services.
E.g. My users from HR access different e-services from users in Finance

Select ‘My entity has
users’ to create user
accounts for the

company’s staff to access
IRAS e-Services for the
company.

9
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Step 2a:
CPA to create Corppass user accounts

Home My Account e-Service Third Party Advance Help

Create Users
ome to Corppass, The ‘Batch Create Users’ feature

Manage Users 4ANG GABRIEL allows you to create multiple user

7 —_— accounts by uploading a

completed Excel template.
@ 53mag View Batch Upload History :en made available on Corppass over the 35090 0ay

Note: Processing requires 1 working day.
Please check the processing status by

clicking on ‘View Batch Upload History’ to
User Accounts || e-Service Access | Third Party Th‘rm ensure that the user accounts are created
successfully.

If you require the user accounts to be
created instantly, please use the ‘Create

{O@ Users’ feature instead.

Create User Accounts Manage User Accounts
Add accounts to your Entity View and edit your entity’s user account details

9
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Step

24

CPA to create Corppass user accounts

Home

My Account Users e-Service

Third Party Advance

Help

Welcome to Corppass,
PHANG GABRIEL

@ 53 more digital services have been made available on Corppass over the last 90 days.

User Accounts

Create User Accounts
Add accounts to your Entity

o

e-Service Access || Third Party | Third Party (Clients)

Manage User Accounts
View and edit your entity’s user account details

The ‘Create User Accounts’
feature allows you to

create user accounts
individually.

9
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Step 2a.:

CPA to create Corppass user accounts

Create User Accounts Enter the particulars of a user for whom you wish to create an

@ e e account.

Verify &
Enter Details

Enter user details in the table below to create Corppass Accounts. The Full Name of users who are Singpass holders will be auto-populated
after submission.

By default, Sub-Admin accounts created can assign any of the entity's e-Services to users and authorise Third Party Entities. To restrict the
account, go to Advance > Add Assignment Profile.

Note:

» The 'Access to All e-Services' option is NOT applicable to selected e-Services such as CPF e-Submission and SSG-WSG E-Services (see full
listing), as they require additional details to be set up on Corppass. For access, select and manually assign them to your Corppass
account.

» Additional checks may also be conducted by selected e-Services, such as MOM EPOL/WPOL and HDB e-Services (see full listing), after
logging into their websites. Contact these agencies for more information.

Source Full Name Identi NRIC / FIN Country / Email Account Access
Agency © ® Type = {\IForeign ID @ R?gior:yr Address Type to All @
0. o)

e-Services
Issuance

WILL BE AUTO- v User v

(@ Add new user
If you are creating a user account for a foreigner without NRIC/
FIN, select ‘Foreign ID’ and the appropriate Country/ Region of
Issuance. INLAND REVENUE

AUTHORITY
OF SINGAPORE
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Step 2a.:

CPA to create Corppass user accounts

Create User Accounts

Verify &
Enter Details

Enter the email address of the user.

Enter user details in the table below to create Corppass Accounts. The Full Name of users who are Singpass holders will be auto-populated
after submission.

By default, Sub-Admin accounts created can assign any of the entity's e-Services to users and authorise Third Party Entities. To restrict the
account, go to Advance > Add Assignment Profile.

MNote:

» The 'Access to All e-Services' option is NOT applicable to selected e-Services such as CPF e-Submission and SSG-WSG E-Services (see full

listing), as they require additional details to be set up on Corppass. For access, select and manually assign them to your Corppass
account.

» Additional checks may also be conducted by selected e-Services, such as MOM EPOL/WPOL and HDB e-Services (see full listing), after
logging into their websites. Contact these agencies for more information.

Source (@ Full Name @ |dentity NRIC/FIN @ Country/ Email Account @) Access (@)
Agency Type :r’qFormgn ID Rgglon Address Type to All
0. o

e-Services

Issuance

WILL BE AUTO- NRIC e SG v User v

@ Add new user

An email will be sent to the user to
activate his/ her account.
Cancel

Step 2a:
Create User Accounts
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Step 2a:

CPA to create Corppass user accounts

Create User Accounts

Verify &
Enter Details

Enter user details in the table below to create Corppass Accounts. The Full Name of users who are S
after submission.

By default, Sub-Admin accounts created can assign any of the entity’'s e-Services to users and author
account, go to Advance > Add Assignment Profile.

Note:

* The 'Access to All e-Services' option is NOT applicable to selected e-Services such as CPF e-Sub
listing), as they require additional details to be set up on Corppass. For access, select and mal
account.

¢ Additional checks may also be conducted by selected e-Services, such as MOM EPOL/WPOL ar
logging into their websites. Contact these agencies for more information.

Source (@ Full Name

Agency C

Identi
Type i

NRIC / FIN
[ Foreign ID
No.

Email
Address

@ Country/

Region
of -

Issuance

WILL BE AUTO- NRIC v S5G v

(@ Add new user

Select an appropriate account type for the user.

1) ‘User’ — An account to transact with government
digital services on behalf of the entity.

2) ‘Enquiry User’ — An account that is able to transact
with government digital services on behalf of the
entity, and can search and view details of other users
of the entity. Enquiry Users cannot assign digital
service access or manage other accounts.

3) ‘Sub-Admin’ — An account that can manage other
Corppass accounts in the entity. Sub-Admins can create
Users and Enquiry Users and assign them digital
service access.

Account

Type ©

Access
to All ©
e-Services

Enquiry User
~ Sub-Admin |

9
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Step 2a.:

CPA to create Corppass user accounts

Create User Accounts

Verify &

Verlty& Uncheck it if you do not wish to assign access to ALL e-Services of
your company to the user.

The ‘Access to All e-Services’ box is checked by default.

Enter user details in the table below to create Corppass Ac
after submission.

By default, Sub-Admin accounts created can assign any of the entity's e-Services to users and authorise Third Party Entities. To restrict the
account, go to Advance > Add Assignment Profile.

MNote:

» The 'Access to All e-Services' option is NOT applicable to selected e-Services such as CPF e-Submission and SSG-WSG E-Services (see full

listing), as they require additional details to be set up on Corppass. For access, select and manually assign them to your Corppass
account.

» Additional checks may also be conducted by selected e-Services, such as MOM EPOL/WPOL and HDB e-Services (see full listing), after
logging into their websites. Contact these agencies for more information.

——
Source (@ Full Name @ Identity NRIC/FIN @ Country/ Email Account AC?SFS @
o

Agency Type H;oreign ID gﬁglon Address Type

e-Services

Issuance

WILL BE AUTO- NRIC e SG v User v

@ Add new user

Step 2a:
Create User Accounts
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Step 2a.:

CPA to create Corppass user accounts

Create User Accounts

Verify &
Enter Details

Click ‘Add new user’ to create more user accounts.

Click ‘Next’ when you are done.

Enter user details in the table below to create Corppass Accounts. The Full Name of users who are Singpass holders will be auto-populated
after submission.

By default, Sub-Admin accounts created can assign any of the entity's e-Services to users and authorise Third Party Entities. To restrict the
account, go to Advance > Add Assignment Profile.

MNote:

» The 'Access to All e-Services' option is NOT applicable to selected e-Services such as CPF e-Submission and SSG-WSG E-Services (see full

listing), as they require additional details to be set up on Corppass. For access, select and manually assign them to your Corppass
account.

» Additional checks may also be conducted by selected e-Services, such as MOM EPOL/WPOL and HDB e-Services (see full listing), after
logging into their websites. Contact these agencies for more information.

Source (@ Full Name @ |dentity NRIC/FIN @ Country/ Email Account @) Access (@)
Agency Type :r’qFormgn ID Rgglon Address Type to All
0. o

e-Services

Issuance

WILL BE AUTO- NRIC e SG v User v

@ Add new user

Step 2a:
Create User Accounts
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Step 2a.:

CPA to create Corppass user accounts

Create User Accounts

Verify & Review &

Ence: Detalls Submit Once completed, click ‘Submit’.

Review the details before submission.

Review the following information.

Full Name of Singpass holders will be auto-populated after submission.

Note:

* The 'Access to All e-Services' option is NOT applicable to selected e-Services such as CPF e-Submission and SSG-WSG E-Services (see full

listing), as they require additional details to be set up on Corppass. For access, select and manually assign them to your Corppass
account.

* Additional checks may also be conducted by selected e-Services, such as MOM EPOL/WPOL and HDB e-Services (see full Iisting), after
logging into their websites. Contact these agencies for more information.

Full Name Identity NRIC/ FIN / Account Access

Type Foreign ID Type to All

No. e-
Services

NRIC S1234567A tan_philips@abc.com User v

INLAND REVENUE
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Step 2a:
CPA to create Corppass user accounts

Home My Account Users e-Service Third Party Advance Help

Home Create User Accounts

An email will be sent to the user(s) to

You have created new Corppass account(s). )
activate the account(s).

An email notification will be sent to your new user(s) and you.

The user(s) must activate the account(s)
before they can access myTax Portal.

Next Step

=

Select Entity's e-Services
Select e-Services that your entity will use.

Return to Homepage Select Entity's e-Service ﬁ'

INLAND REVENUE
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Step 2b:

Corppass User to activate account

Home  AboutUs [V Help Loginwith Singpass& QO

Register for Corppass > a
Go to Services >

Welcormni = eesetnSows 3 Activate Corppass Account.

Corppass is the auth i Activate Corppass Account £ UERERe G-I TS
service access of e corporate |

transactions. There ai ‘ !gitai services
available today. Manage Admin >

Sign up now to prever
transactions. Find ou

Register as a Corppass Admin b

Get started with Corppass by your role

Find Your Corppass Admin |

| am the
Registered Officer »

9
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Step 2b: _
Corppass user to activate account

Home About Us Services Help Home About Us services Help

Home / Activate Corppass Account Home / Activate Corppass Account Option B

1. Select ‘UEN’ from the
dropdown menu.
2. Enter your Entity

Activate Corppass Account [e e {{e]y W} Activate Corppass Account

Enter the Reference ID that . .

@ coce ided in th i @ coce Registration Number.
o erhre betals 3. Enter your NRIC/ FIN/
o - notification you received. \ . .

ctivate using: Activate using: Forelgn |D number'
@Reference D OEntl‘ty Registration No OReference D @Entity Registration No I
SUCToCS ranoarony fields * - denotes mandau[y oS

Reference ID*@@) Entity Registration Number*@) UEN v

Please type the verification code*

( ) NRIC / FIN / Foreign ID No.*@)

Please type the verification code*

(Code is case-insensitive
and excludes spaces)

(Code is case-insensitive
and excludes spaces)

Cancel
Cancel

9
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Step 2b: _
Corppass user to activate account

Home About Us Services Help

Home About Us

Home / Activate Corppass Account Home / Activate Corppass Account

Activate Corppass Account Activate Corppass Account

@ LA N
Enter

Enter
Details

Details
Activate using: Activate using:

@Reference D OEntl‘ty Registration No

OReference D @Entity Registration No
* - denotes mandatory fields

* - denotes mandatory fields

Reference ID*@) Entity Registration Number* @)

Please type the verification code* NRIC / FIN / Foreign ID No.*@)

(Code is case-insensitive

UEN

and excludes spaces)
Please type the verification code*

(Code is case-insensitive
and excludes spaces)

Cancel

Cancel

Enter the verification code displayed on the screen and click ‘Next’.
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Step 2b:

Corppass User to activate account

If you are a NRIC/ FIN Singpass user, verify your identity

via Singpass.

t I Singapore Covernmant Agency Websito
FILIF & % If you are a foreigner

SINgPASS  services v
without NRIC/ FIN,

P e— please refer to pages
39 to 41.

Scan with Singpass app
e Welcome to S ing pass Logging in as Business User
B yourtrusted digital identity E - E
Have questions? >
Locate a counter > =
Contact us > E

—sSingpass——
Don't have Singpass app? Downlead now

9
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Step 2b: _
Corppass user to activate account

Home  AboutUs  Services Help Login with Singpass& Q

Home / Activate Corppass Account

A confirmation message will indicate that
Your Corppass user account has been activated. your account has been activated.

You will receive an email notification.

Next Step

@

Log in to view your assigned
e-Services.

Proceed to Homepage

9
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Step 2b: _
Corppass user to activate account

Home  AboutUs  Services Help Login with Singpass& Q

Flome / Activate Corppass Account Pages 39 to 41 are only applicable to a foreigner
-~ without NRIC/ FIN.

Activate Corppass Account If you do not have a NRIC/ FIN,
0 sees @ enter the one-time password
ot sent to your registered email

Details Verification

address. Then, click ‘Next’.

A One-Time Password (OTP) has been sent to your registered email: siewwongkah@mailinator.com

Email OTP*

Did not receive an email within 1 minute?
Resend email OTP

9
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Step 2b: _
Corppass user to activate account

Home  AboutUs  Services Help Login with Singpass& Q

Home / Activate Corppass Account

A confirmation message will indicate that

_ your account has been activated.
Your Corppass user account has been activated.

You will receive an email notification.

As a foreigner without NRIC/ FIN, you will

receive an email from Singpass to activate
your Singpass Foreign user Account using a
Next Step one-time password, if you have not set it up.

Follow the steps as indicated in the email.

@

Log in to view your assigned
e-Services.

Proceed to Homepage

9
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Updating information with IRAS

Corppass users who are foreigners without NRIC/ FIN

1) If you have an existing tax reference number with IRAS (e.g.
Al1234567J)

Please ensure that the information furnished (i.e. name and passport/
foreign ID number) in Corppass is updated with IRAS.

2) If you do not have an existing tax reference number

You will need to register with IRAS by submitting the completed form?.

9
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https://form.gov.sg/forms/iras/5b96324930e43f000f127672

Step 3:

Assign/ Authorise IRAS e-Services

Step 3a:
CPA to select relevant IRAS e-Services for the company

Step 3b:
CPA to assign selected IRAS e-Services to users. There is no need to perform Step 3b if
the user has been given access to all e-Services in Step 2.

I.  Direct Assign
li. Batch Assign

Step 3c:
CPA to authorise tax agent
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Step 3a:
CPA to select relevant IRAS e-Services for the company,

Home My Account Users e-Service Third Party Advance Help

Welcome to Corppass,

PHANG GABRIEL Before you can assign IRAS e-
Service(s) to your users, you have to

first select the IRAS e-Service(s)
Q 53 more digital services have been made available on Corppass ol =1 [E\Z 11 R (e RV/e 1 | ele] 111 E14\'A

User Accounts| | e-Sarvice Access | (IThird Party  Third Party (Clients)

Change Entity Profile
A
1A
9 A
Select Entity's e-Services Assign selected e-Services View Entity's e-Service Access
Select e-Services that your entity will use. Assign e-Services access o your entity’s users View and edit your entity's current e-Services
and user groups. access

9
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Step 3a:

CPA to select relevant IRAS e-Services for the company,

Select Entity's e-Services

ORZE

Select
e-5ervices

Use the search bar to search for specific e-Services.

Select the e-Service(s) you wish to add to your entity's list.

Mote: Selected e-Services require details to be set up on Corppass (denoted by@).
Selected e-Services may require additional checks when you log in. Click G)\for more infermation.

Yeited  IRAS o, |£v

Additional Additional
Agency @ Details
e-Service Description 4 Check 4 Required
D IRAS CORPORATE TAX D
(FILING AND
APPLICATIONS)
(] Iras CORPORATE TAX
(PAYMENT)

Oe-Service(s) Selected

Cancel
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Step 3a:

CPA to select relevant IRAS e-Services for the company,

Select Entity's e-Services
Select the IRAS e-Service(s) relevant to your
SD oo company and click ‘Next’.

Select the e-Service(s) you wish to add to your entity's list.

Mote: Selected e-Services require details to be set up on Corppass (denoted by@).

Selected e-Services may require additional checks when you log in. Click G)\for more infermation.

YEilter  RAS o a-
Additional Additional
Agency @ Details
e-Service Description Check 4 Required
E| ras CORPORATE TAX B
(FILING AND
APPLICATIONS)
(] Iras CORPORATE TAX
(PAYMENT)

1e-Service(s) Selected V’

Cancel
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Step 3a:

CPA to select relevant IRAS e-Services for the company,

Select Entity's e-Services
o voce @ You may be required to enter additional
S S details for some IRAS e-Services.

Some e-Services require additional information. Enter details to proceed.

* - denotes mandatory fields

T . 1ies IRAS
Additional Additional Js - -
_ . CORPORATE TAX (FILING AND APPLICATIONS)
Govt . Agency Details
Agency " eService 4 Check Required |
Effective YA From
]E[ IRAS CORPORATE TAX D )
(FILING AND APPLICATIONS) @
Add MNew
Effective YA To
1 e-Service(s) Selected Add New
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Step 3a:

CPA to select relevant IRAS e-Services for the company,

Select Entity's e-Services The ‘Effective YA From/ To’ fields are not compulsory.
If left blank, they will not be displayed during the e-
9 e @ Service assighment steps in 3(b) and (c).
e-Services Details
Some e-Services require additional information. Enter details to proceed. Use the ‘+ Add New’ buttons to
* - denotes mandatory fields set a range of YAs that can be
additionsl  Additional TS - used_ during aSS|gnment of e-
Govt . Agency Details CORPORATE TAX (FILING AND APPLICATIONS) Servmes to restrict the YAS that
Agency | esService & Check Required | your staff/ tax agent can access
Effective YA From In myTaX Portal.

]E[ IRAS CORPORATE TAX D
(FILING AND APPLICATIONS)

]
/‘ (The range of YAs set can be
Add New modified under ‘View Entity’s e-
Service Access'’.)

Effective YA To
o Note: Leave the ‘Effective YA To’
field blank if you would like the

authorisation to be indefinite.

1 e-Service(s) Selected Add Mew

Back Next %
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Step 3a:

CPA to select relevant IRAS e-Services for the company,

Select Entity's e-Services
o veue @ Click ‘Next’ to continue.
Stslﬂl. g’llt!:l

Some e-Services require additional information. Enter details to proceed.

* - denotes mandatory fields

o rs g 1RAS
Additional Additional [ : :
_ . CORPORATE TAX (FILING AND APPLICATIONS)
Govt . Agency Details
Agency " eService 4 Check Required
Effective YA From
]E[ IRAS CORPORATE TAX D .
(FILING AND APPLICATIONS) 2020 @
2021 @
= Add Mew
Effective YA To
1 e-Service(s) Selected @
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Step 3a:
CPA to select relevant IRAS e-Services for the company,

Home My Account Users e-Service Third Party Advance Help

Home / Select Entity's e-Servicas

Review the details before clicking ‘Submit’.
Select Entity's e-Services

Select Enter Review
e-Services Detalls & Submit
Verify Selected e-Service(s)

IRAS  + CORPORATE TAX (FILING AND APPLICATIONS)

Effective YA From 2020
2021

Z
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Step 3a:
CPA to select relevant IRAS e-Services for the company,

Home My Account Users e-Service Third Party Advance Help

Home | Select Entity's e-Services

The selected e-Service(s) is ready to be assigned to users.

A confirmation message will indicate that

you have completed the selection of IRAS

Next Step e-Services relevant to your company.

EE?J Next, you need to assign the selected e-
Services to your own staff or your tax

Assign selected e-Services

Assign e-Service access to your entity's age nt-

users and user groups.

Return to Homepage Assign selected e-Services %
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Step 3b:
CPA to assign selected IRAS e-Services to users

Ways to Assign IRAS e-Services to Staff

I. Direct Assign ii. Batch Assign

Use the ‘Batch Assign e-Services’ function to
download and complete an Excel template to
assign IRAS e-Services to your staff.

Use the ‘Assign Selected e-Services’ function
in Corppass to assign IRAS e-Services to
your staff online.

/

Note: When assigning e-Services of your company to your staff, please assign the correct role (i.e. ‘Preparer’

or ‘Approver’).

INLAND REVENUE
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Step 3b: Assign selected
IRAS e-Services to Users

51



Important information to have on-hand

Before you start Step 3b, ensure that you have the following information:

« List of your staff and the respective IRAS e-Service(s) to be assigned to each
staff

» Direct Assign: for verification purposes, have the full name, emalil
address and role (‘Preparer’ or ‘Approver’) of staff ready on-hand

« Batch Assign: for completion of the Excel template, have the full name,
NRIC/ FIN/ Foreign ID number and role (‘Preparer’ or ‘Approver’) of staff
ready on-hand

9
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Step 3b(1): Direct Assign

1. Assign IRAS e-Services

This method allows online assignment of
IRAS e-Services of your company to your
staff based on your selection.

ol b

Corppass Admin

9
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Step 3b(1): Direct Assign

Home My Account Users e-Service Third Party Advance Help

Welcome to Corppass,

PHANG GABRIEL Under the ‘e-Service
Access’ tab, click ‘Assign

Selected e-Services’.

Q 53 more digital services have been made available on Corppass over the last 90

User Accounts| | e-Sarvice Access | (IThird Party  Third Party (Clients)

Change Entity Profile
A
1A
9 A
Select Entity's e-Services Assign selected e-Services View Entity's e-Service Access
Select e-Services that your entity will use. Assign e-Services access o your entity’s users View and edit your entity's current e-Services
and user groups. access

9
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Step 3b(1): Direct Assign

Assign Selected e-Services
8 Select the user(s) you wish to assign IRAS e-

@ ceee Services to and click ‘Next’.
Select
Users . i i
Note: If you wish to assign different
Ensure that you have selected e-Service(s) for your Entity before assigning it to your user account(s). e-Services to different users, you will
~ have to assign them separately.
Select from your entity's Corppass user accounts. Y Eilter Search T

Full Name 4 Email Address
LI VIRDI livirdi@mailinator.com Enquiry User
TERRI MAMDEL terrimandel@mailinator.com User
= LIM DAOWEI limdaowei@mailinater.com Enquiry User
I TOH JONATHANM toh.john@mailinator.com admin
= PHAMNG GABRIEL PHAMGGABRIEL@abc.com Admin
I CHAM FEMDERICK  Frederick_Chan@abc.com User

2 user(s) selected.

Cancel Next IA
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Step 3b(1): Direct Assign

Assign Selected e-Services
You will be directed to a list of e-Services selected

o cese @ previously in Step 3(a) (i.e. the e-Services selected
o Sorvices in pages 43 to 50).

Can't find an e-Service? Click here to add e-Service to your Entity.

Assign Selected e-Service(s) to
2 Selected User(s) +

Assign from selected e-Service(s). Y Filter  Search Q

Ageny @  Additional @

Govt , Entity's selected Check Details

'

[ | Agency ¥ eServices * Description ¥ Required Required

Ll IRAS CORPORATE TAX B
(FILING AND APPLICATIONS)

0 e-Service(s) selectad.
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Step 3b(1): Direct Assign

Assign Selected e-Services
Select the relevant IRAS e-Service(s) that you wish

o coee @ to assign to the selected user(s). Then, click ‘Next’.

Select
e-Services

Can't find an e-Service? Click here to add e-Service to your Entity.

Assign Selected e-Service(s) to
2 Selected User(s) +

Assign from selected e-Service(s). Y Filter | Search Q A

Ageny @  Additional @
Govt , Entity's selected Check Details

'

[ | Agency ¥ eServices * Description ¥ Required Required

IRAS CORPORATE TAX B
(FILING AND APPLICATIONS)

1 e-Service(s) selected.

Back Next %
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Step 3b(1): Direct Assign

Assign Selected e-Services

You may be required to enter additional details.

"uF ect Selec Enter
e-Services Details

Assign Selected e-Services to

2 Selected Users +

e-Services with B require additional details.Click B to enter details.

# - denotes mandatory fields

Agency  Additional

Entity’s selected . Check Details
e-Services * Required Required

]ﬁ] IRAS CORPORATE TAX B
(FILING AND APPLICATIONS)

1 e-Service(s) Selected

IRAS o
CORPORATE TAX (FILING AND APPLICATIONS)

Role® @

-— SELECT--- r
Effective YA From

-— SELECT--- v

Step 3b(i):
Direct Assign
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Step 3b(1): Direct Assign

Assign Selected e-Services
For the ‘Corporate Tax (Filing and Applications)’ e-

o ceee o ceee @ Service, select the role (i.e. Preparer or Approver)
senvice Details to be assigned to the particular user(s).

Assign Selected e-Services to

2 Selected Users +

e-Services with B require additional details.Click B to enter details.

# - denotes mandatory fields

Agency  Additional [ERLEEE

Entity's selected Check Details CORPORATE TAX (FILING AND APPLICA“ONS}
r '
" eServices * e
Role*
]ﬁ[ IRAS CORPORATE TAX B @
(FILING AND APPLICATION) — SELECT--- -
Preparer
o ikl Effective YA From
- SELECT-- v

1 e-Service(s) Selected

Back INLAND REVENUE
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Step 3b(1): Direct Assign

Assign Selected e-Services
If you have set YA ranges when you selected the IRAS

o ssee o soee @ e-Service in Step 3(a), you may set a YA range during
o senvice Datails staff assignment (using the YA values set in Step 3(a)

Assign Selected e-Services to - see page 47)'
2 Selected Users +

e-Services with B require additional details.Click B to enter details.

# - denotes mandatory fields

Agency  Additional [ERLEEE

Entity's selected Check Details CORPORATE TAX (FILING AND APPLICATIONS)
r '
¥ eServices * Required Required
Role*
]ﬁ[ IRAS CORPORATE TAX B @
(FILING AND APPLICATIONS) — SELECT— -
Effective YA From
- SELECT-- v

1 e-Service(s) Sefd 2020 ﬁ'
2021 4
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Step 3b(1): Direct Assign

Assign Selected e-Services
Indicate the effective start and end* dates for

o seee o seee @ the staff authorisation. Click ‘Next’ to continue.
Ueers e Service Details

Assign Selected e-Services to *End date is not compulsory

2 Selected Users +

e-Services with B require additional details.Click B to enter details.

# - denotes mandatory fields

oL LN CIEUE I | Authorisation Effective Date *(7)

, Entity 5 selected . Check Details

¥ eServices * Required Required ﬁ

]ﬁ] IRAS CORPORATE TAX B
(FILING AND APPLICATIONS)

Authorisation Expiry Date (7)

1 e-Service(s) Selected

Back INLAND REVENUE
AUTHORITY
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Step 3b(1): Direct Assign

Assign Selected e-Services

o ....o.... o cose @

Select Select Enter Review

Users e-Services Datails & Submit

Verify the following details. Review the details of the assigned e-Service(s)
before submission. Click ‘Submit’ to confirm

2 Selected Users +

your assignment.

Selected e-Services

IRAS  » CORPORATE TAX (FILING AND APPLICATIONS)

Role Approver
Effective YA From 2021
Authorisation Effective Date 01/01/2021
Authorisation Expiry Date 31/12/9999

9
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Step 3b(1): Direct Assign

Home My Account Users e-Service Third Party Advance Help

Home  Assign Selected e-Services

You have assigned e-Service(s) to your user(s).

Return to Homepage

A confirmation message will indicate that you have successfully

assigned e-Service access to your selected user(s).

9

INLAND REVENUE
AUTHORITY
OF SINGAPORE

Step 3b(i): 63
Direct Assign




Step 3b(i1): Batch Assign

1. Download, complete and submit Excel
template

2. Monitor processing status

f

| \ This method allows assignment of IRAS e-
Services to staff in batches using an Excel
template.

A

Corppass Admin

9
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Step 3b(ir): Batch Assign

LogOuta Q

Home My Account Users Third Party Advance Help

View Entity's e-Service Access

) Corppass,
Select Entity's e-Services EAB Rl EL

Assign Selected e-Services

@ 53 more digitla{ilable on Corppass over the last 90 days.

View Batch Upload History

User Accounts || e-Service Access | Third Party | Third Party (Clients)

o

Create User Accounts Manage User Accounts

Add accounts to your Entity View and edit your entity’s user account details

Under the ‘e-Service’

dropdown menu, click
‘Batch Assign e-Services’.

Change Entity Profile

9
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Step 3b(i1): Batch Assign

Batch Assign e-Services

@ XL Download the Excel template.

Upload
File Template

To assign digital services, clich here th download the Excel template and enter required details before uploading using the 'Select file' button
below.

You can only assign digital service access to active Corppass accounts, Digital services cannot be assigned to inactive, suspended, or
terminated Corppass accounts. To view a full listing of digital services and their roles, click here .

Flease note that each file upload only supports 2 maximum of 3000 records.

Batch processing will require 1 working day.

Upload completed file (max. 10MBE)

Cancel Mext

9
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Step 3b(ir): Batch Assign

SPCP_CP_MassEServicefssignment - Excel

Insert Page Layout Formulas Review View Q Tell me what you want to do...
s & - — 1t 1 - - -
D ab Calibri n A A== & - E_“ General . !%Condltlonal Formatting gﬁ"lnsert >

P Em - Eﬁ" Farmat as Table - g Delete - v

aste o o < r = = = €= 3= S < €0 .o e

e BIU-H-[O-A-SSSEE $-% 2 W [Z7 Cell Styles - [=1 Format~ & -
Clipboard = Font a Alignment P MNumber P Styles Cells

M Fx

2| |1) Select the "eServiceAssignment" worksheet for your completion. Please do not change the name of the worksheet.

3| |2) Add autharisations by filling in each row with the required details (one authorisation per row).

3) You should only add authorisations for users with an existing Corppass account.

5 |4) You may remove authorisations by selecting and deleting the row.

Al | 5) Verify all authorisation details are accurate and ensure that the required cells (highlighted pink cells) are completed before submission.

Instructions || eServiceAssignments

®

Read the instructions and select the

‘e-Service Assignments’ worksheet. %
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Step 3b(ir): Batch Assign

SPCP_CP_MassEServicefssignment - Excel

Insert Page Layout Formulas Data Review View Q' Tell me what you want to do...

%Conditional Formatting - E‘“Insert E

a - - j— &
[ & Calibri -1 A A === &- E | Genenl - = 2
: Eg - EFormat as Table - & Delete - *
EStE - - - - E E E E E - - 0 00 [Eedl
ey BIU-H-O-A-=E==E3%H- $-% W3 [ Cell Styles = i Format~ & ~
Clipboard = Font a Alignment P MNumber P Styles Cells
- Je

*Agency Name [Max 60] ﬂ *e-Service Name [Max 100] ﬂ *CorpPass Entity ID [Max 10] ﬂ *NRIC/FIN/Foreign ID No. [Max 20:

"-JCFIU'I-h-WM|_|.

To add new IRAS e-Service assighments,

enter details in a new row.

INLAND REVENUE
AUTHORITY
OF SINGAPORE

Step 3b(ii): 68
Batch Assign




Step 3b(ir): Batch Assign

SPCP_CP_MassEServicefssignment - Excel

Insert Page Layout Formulas Data Review View Q Tell me what you want to do...
s & - — 1t 1 - - -
D a6 Calibri Jn & x| =E=8 & - E_" General . %Condltmnal Formatting gﬁ"lnsert >

p Em - E Format as Table - & Delete - =

EStE - - - - E E E E E - - 0 00 Lt |

ey BIU-H- DA SE=EEH $-9% 2 %83 [7 Cell Styles ~ =1 Format~ & ~
Clipboard = Font a Alignment P MNumber P Styles Cells

- Fx

*Agency Name [Max 60] BJ “e-service Name [Max 100] B8 *CorpPass Entity ID [Max 10] K8 *NRIC/FIN/Foreign ID No. [Max 203

AGRI FOOD AND VETERINARY AUTHORITY OF SINt A
BUILDING AND CONSTRUCTION AUTHORITY (BCA
CENTRAL NARCOTICS BUREAU (CNB)

5| [IMMIGRATION & CHECKPOINTS AUTHORITY (ICA)
INTERNATIONAL ENTERPRISE (IE) SINGAPORE
MINISTRY OF HOME AFFAIRS (MHA)

MARITIME AND PORT AUTHORITY OF SINGAPORE

-| [MHA - SINGAPORE CIVIL DEFENCE FORCE (SCDF) ¥

Select IRAS from the dropdown menu.
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Step 3b(ir): Batch Assign

SPCP_CP_MassEServicefssignment - Excel

Insert Page Layout Formulas Review View Q Tell me what you want to do...

alls s - e it i T

D 3% Calibri S1o-la o == - E_" General %Condltmnal Formatting
: Eg - EFormat as Table -

aste - - - . === == . . 0 00

: 1? B I U H O A == = === $ % ? oo =0 ECE”St}dE'
Clipboard = Font a Alignment P MNumber P Styles

- Fx
A C
INLAND REVEMUE AUTHORITY OF SING -

E‘“Insert - 2

E" Delete - =
1 Format~ & ~
Cells

CORPORATE TAX (FILING AND APPLICATIC A

CORPORATE TAX (PAYMENT)
GST (FILING AND APPLICATIONS)

GST (PAYMENT) v

FIRE = T (R S TF [ S I

Select the relevant IRAS e-Service(s). You must have selected the

e-Services in Step 3(a) (i.e. the e-Services must be selected in
pages 43 to 50), otherwise, the assignment will fail.

Step 3b(ii):
Batch Assign
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Step 3b(ir): Batch Assign

SPCP_CP_MassEServicefssignment - Excel

Insert Page Layout Formulas Data View Q Tell me what you want to do...
s & - — 1t 1 - - -
D a6 Calibri Jn & x| =E=8 & - E_" General . % Conditional Formatting gﬁ" Insert >
p Em - E Format as Table - & Delete - =
EStE - L - L E E E E E - - 0 .00 1d=t1
S |B I U-[H G-A- EE=EEH $-% 0 WS [ Cell Styles~ 1 Format~ & ~
Clipboard = Font a Alignment P MNumber P Styles Cells
- Jx
A ] = D
H b orpP - R ¥ ¥ -

INLAMD REVEMUE AUTHORITY OF SINGA|CORPORATE TAX (FILING AND

o = T, (R S E ) % B

For local entities, this refers to your UEN.
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Step 3b(ir): Batch Assign

SPCP_CP_MassEServicefssignment - Excel

Insert Page Layout Formulas Data Review View Q' Tell me what you want to do...
s & - — 1t 1 * - -
D JE, Calibri S1o-la o == ‘E‘" . E_" General . % Conditional Formatting gﬁ" Insert E
: Eg - E Format as Table - & Delete - =
EStE - - - - E E E E E - - 0 00 [Eedl
ey BIU-H-O-A-=E==E3%H- $-% W3 [ Cell Styles = i Format~ & ~
Clipboard = Font a Alignment P MNumber P Styles Cells
- Je
A B C =
& - - 0 P E R 0 0 -

L s TR, [ - S R B B )

INLAMD REVEMUE AUTHORITY OF SINGA|CORPORATE TAX (FILING AND A{1234567890D

Enter the user’s NRIC/ FIN/ Foreign ID number.
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Step 3b(ir): Batch Assign

SPCP_CP_MassEServicefssignment - Excel

Insert Page Layout Formulas Data Review View Q Tell me what you want to do...

.Tj :?E: Calibri 11 A == — - E_" General . %Conditional Formatting - iﬁ“lnsert - 2
Eg - EFDFmEtESTﬂHE" & Delete - *
ey BIU-H- DA S=E=EEH- $-%0 B0 [57 Cell Styles - [l Format~ & -
Clipboard = Font a Alignment P Number P Styles Cells
M Fx
= F G

1 A . oreig B - -
2

3

4

5

b

7

Enter the full name of the user.
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Step 3b(ir): Batch Assign

SPCP_CP_MassEServicefssignment - Excel

Insert Page Layout Formulas Data Review View Q Tell me what you want to do...

%Conditional Formatting - E‘“Insert E

L] - - — w

[ & Calibri -1 A A === &- E | Genenl - = 2
: Eg - EFormatasTable' & Delete - *
EStE - - - - E E E _: _: - - 0 00 [Eedl

S |B I U-[H G-A- EE=EEH $-% 0 WS [ Cell Styles - 1 Format~ & ~
Clipboard = Font a Alignment P MNumber P Styles Cells

- Je
E = €]
‘| f R 0 C ] i_ - 0 -
2 |LIM MARY
|

3
4
]
]
i

Leave this field blank.
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Step 3b(ir): Batch Assign

SPCP_CP_MassEServicefssignment - Excel

Insert Page Layout Formulas Review View Q Tell me what you want to do...
s & - — 1t 1 - - -
D a6 Calibri Jn & x| =E=8 & - E_" General . %Condltmnal Formatting gﬁ"lnsert >
p Em - EFormat as Table - & Delete - *
ot = = = = 3= [H - g oo et
ETE ~ B I U-H-O-A-===e3= $-% 0 sl [ Cell Styles - B Format~ & -
Clipboard = Font a Alignment P MNumber P Styles Cells
- Fx
E F S
1 i H 0 o - i kil Ro -
2 |LIM MARY
| J
3
4
5
6
7

Enter the role you wish to assign to the user

(i.e. ‘Preparer’ or ‘Approver’).
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Step 3b(ir): Batch Assign

SPCP_CP_MassEServiceAssignment

Insert Page Layout Formulas Review View '-:-' Tel
e —
[ gE’ Calibri - A A === &- E | Genenl
EFEBI = . .
Pte - B 7 u-|H- H-A- S====B- $-%° |9 Indicate the effective start and
v end* dates for the staff
Clipboard = Font P Alignment P MNumber authorisation.
- E -:ﬂ:
- . . *End date is not compulsory. Leave the
1_ *Authorisation Effective Date [Max 10] BJ Authorisation Expiry Date [Max 10]  ~ | AUthonsatl?n EXpiny Date_ fle_ld blank if
| you would like the authorisation to be
] indefinite.
4
5
3
7

9
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Step 3b(i1): Batch Assign

Batch Assign e-Services

(1) soee

Upload
File Template

To assign digital services, click here to download the Excel template and enter required details before uploading using the 'Select file' button
below.

You can only assign digital service access to active Corppass accounts, Digital services cannot be assigned to inactive, suspended, or
terminated Corppass accounts. To view a full listing of digital services and their roles, click here .

Flease note that each file upload only supports 2 maximum of 3000 records.

Batch processing will require 1 working day.

Click ‘Select File’ to upload the completed Excel

Upload completed file (max. 10MB) file. The Excel file size must not exceed 10MB.

Cancel Mext

9
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Step 3b(i1): Batch Assign

Batch Assign e-Services

(1) soee

Upload
File Template

To assign digital services, click here to download the Excel template and enter required details before uploading using the 'Select file' button
below.

You can only assign digital service access to active Corppass accounts, Digital services cannot be assigned to inactive, suspended, or
terminated Corppass accounts. To view a full listing of digital services and their roles, click here .

Flease note that each file upload only supports 2 maximum of 3000 records.

Batch processing will require 1 working day.

Upload completed file (max. 10MEB) Click ‘Next’ to continue.

SPCP_CP_MassEServiceAssignment.xlsy

Cancel MNext 4
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Step 3b(i1): Batch Assign

Batch Assign e-Services
Ensure that the correct file has been uploaded

o TIL @ before you click ‘Submit’.

Upload Rewview &
File Template Submit

Ensure that the information provided is accurate.

For Sub-Admin account cregted, the default allows any of the entity's e-5ervices to be assigned to users and authorised Third Party Entities.

To restrict the account, go to Advance > Add Assignment Profile.

Assign e-Services
Check that the number of records

UpmadEd File SP'CP_CP_MESSESEWiEEhSSignmEﬂLllﬂ |ndlcated |S the same as the number of

/ IRAS e-Service assignments entered
o of records %0 within the Excel file.

9
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Step 3b(ir): Batch Assign

Home My Account Users e-5ervice Third Party Advance Help

Home / Batch Assign e-5ervices

Your file has been uploaded for processing.

Processing will require 1 working day. You will receive an email notification after the processing is completed.

Return to Homepage View Batch Upload History

You will see a confirmation page if the file has been

uploaded successfully. Processing will take 1 working day.

9
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Step 3b(ir): Batch Assign

Home My Account  Users Third Party =~ Advance  Help LogOuta Q

View Entity's e-Service Access

) Corppass,
select Entity's eservices  BABRIEL To check the processing status
of your previous batch

Assign Selected e-Services

assignments, click ‘View Batch
silable on Corppass over the last 9 Upload HiStory’ under the ‘e-

| Service’ dropdown menu.

—————————

@ 53 more digita Batch Assign e-Services

User Accounts || e-Service Access | Third Party | Third Party (Clients)

Change Entity Profile

o

Create User Accounts Manage User Accounts

Add accounts to your Entity View and edit your entity’s user account details

9
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Step 3b(i1): Batch Assign

Home / Batch Upload History
A table will display your batch
upload history.

Batch Upload History

Y Eilter | Search QL 2-
Job Description Submission Date ¥ Status

175 Batch Create Users 06/09/2016 15:58 In-progress
171 Batch Assign e-Service 06/09/2016 14:51 View Error

168 Batch Create Users 06/09/2016 14:30 Completed
167 Batch Create Users 06/09/2016 14:21 Completed
54 Batch Assign e-Service 24/08/201617:35 Completed
27 Batch Assign e-Service 23/08/2016 20017 Completed
25 Batch Assign e-Service 23/08/201615:36 Completed
24 Batch Assign e-Service 23/08/201615:33 Completed
23 Batch Create Users 23/08/2016 15:31 Completed
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Step 3b(i1): Batch Assign

Home / Batch Upload History
View the status of each
batch upload.

Batch Upload History

Job Description ¥ Submission Date Status
175 Batch Create Users 06/09/2016 15:58 In-progress
171 Batch gl i QS LOOSa s 1 View Error
1) as successful and is
187 28l 2) ‘Completed’ — File upload was successful and Completed
sa sl processing has been completed. Completed
27 e 3) ‘View Error’ — File upload was successful, but Completed
Corppass was unable to process the details of some
25 sl assignments. Learn how to fix the error on the next Completed
24 Batch pa}ge. Completed
23 Batch Create Users 23/08/201615:31 Completed ﬁl
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Step 3b(i1): Batch Assign

Home / Batch Upload History . .
Click ‘View Error’ to download an

Excel list of batch assignments that
Batch Upload History were not processed.

Y Eilter | Search QL 2-

Job Description Submission Date ¥ Status

175 Batch Create Users 06/09/2016 15:58 In-progress
171 Batch Assign e-Service 06/09/2016 14:51 View Error

168 Batch Create Users 06/09/2016 14:30 Completed
167 Batch Create Users 06/09/2016 14:21 Completed
54 Batch Assign e-Service 24/08/201617:35 Completed
27 Batch Assign e-Service 23/08/2016 20017 Completed
25 Batch Assign e-Service 23/08/201615:36 Completed
24 Batch Assign e-Service 23/08/201615:33 Completed
23 Batch Create Users 23/08/2016 15:31 Completed
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Step 3b(ir): Batch Assign

Insert Page Layout Formulas Data Review View { Tell me what you wa

2| Enter a valid e-Service Name.

9
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Step 3b(i1): Batch Assign

Home My Account Users Third Party Advance Help LogOuta Q

View Entity's e-Service Access

Corppass,

Select Entity's e-Services ABR' EL . . )
Go back to ‘e-Service’ >

Assign Selected e-Services

‘Batch Assign e-Services’
' "ab'“” ELLEEAL SRS and re-submit the updated

ViewBaich Upload fistery file with assignments that
could not be processed

Batch Assign e-Services .
previously.

Upload
File Template

To assign digital services, click here to download the Excel template and enter required details before upleading using the 'Select file' button
below.

You can only assign digital service access to active Corppass accounts. Digital services cannot be assigned to inactive, suspended, or
terminated Corppass accounts. To view a full listing of digital services and their roles, click here .

Please note that each file upload only supports a maximum of 5000 records.

Batch processing will reguire 1 working day.

Upload completed file (max. 10MB)

Cancel m INLAND REVENUE
AUTHORITY
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Important information to have on-hand

Before you start Step 3c, ensure that you have the following information:

* Your tax agent’s UEN and name as well as the respective IRAS e-Service(s) to
be assigned to your tax agent

Note: Please grant your tax agent both ‘Preparer’ and ‘Approver’ roles. This is to enable your tax agent to
assign IRAS e-Services to its staff using both roles.

9
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Step 3c:
CPA to authorise tax agent

Home My Account Users e-Service Third Party Advance Help

Welcome to Corppass,
PHANG GABRIEL Under the ‘Third Party’ tab,

click ‘Authorise Third Party
Entities’.

@ 53 more digital services have been made available on Corppass over the last 90 days.

User Accounts | e-Service Access| Third Party |Third Party (Clients)

Change Entity Profile

= L

Authorise Third Party Entities Manage Third Party Entities

9
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Step 3c:

CPA to authorise tax agent

Home / Authorise Third Party Entity Search for the tax agent firm you wish to assign IRAS

e-Services to, using the tax agent firm’s UEN/ Entity ID
or name. You may also search using partial names.

Authorise Third Party Entities

Select
Third Party

LEM { Entity ID

Entity Name

Search

9
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Step 3c:

CPA to authorise tax agent

Authorise Third Party Entities

@ If you search using ‘Entity Name’, a list of third party
e entities that fit your search criteria will appear.

Select
Third Party

UEM / Entity ID

Entity Name abc

Search

Search for Third Party Entities which you would like to authorise. Y Filter Search Q\ 2~

LUEN / Entity |D + Entity Name % UEM Status
) C15000322E ABC Company Pte Ltd
L Cle000B29C ABC Stationery Pte Ltd
I C16000777A ABC Preschool Pte Ltd
|| C16e000879F ABC Traders LLC

0 entity(s) selected. %
INLAND REVENUE
Cancel m AUTHORITY
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Step 3c:

CPA to authorise tax agent

Authorise Third Party Entities

Select the tax agent firm you wish to assign IRAS e-
OXNE Services to and click ‘Next’.

Select
Third Party

UEM / Entity ID

Entity Name abc

Search

Search for Third Party Entities which you would like to authorise. Y Filter Search Q\ 2~

LUEN / Entity |D + Entity Name % UEM Status
C15000322E ABC Company Pte Ltd
L Cle000B29C ABC Stationery Pte Ltd
I C16000777A ABC Preschool Pte Ltd
|| C16e000879F ABC Traders LLC

1 entity(s) selected. %
| INLAND REVENUE
Cancel m AUTHORITY
OF SINGAPORE
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Step 3c:

CPA to authorise tax agent

Authorise Third Party Entities

You will be directed to a list of e-Services selected
o sese @ seee previously in Step 3(a) (i.e. the e-Services selected
in pages 43 to 50).

Select Select
Third Party e-Services

Only e-Services that allow
Can't find an e-Service? Click here to add e-Service to your Entity. third party authorisation will
be shown here.

Selected Third Party Entity: ABC Company Pte Ltd

Select e-5ervice(s) for the Third Party to have access to Y Eilcer Search Q\ -

Agency @ Additional @
Check 4 Details

- Required Required
e-Services Description

Entity's selected

[ Iras CORPORATE TAX [3
(FILING AND APPLICATIONS)

0 e-Service(s) Selected
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Step 3c:

CPA to authorise tax agent

Authorise Third Party Entities

Select the relevant IRAS e-Service(s) that you wish
o cese @ ceee to assign to your tax agent. Then, click ‘Next’.

Select Select
Third Party e-Services

Can't find an e-Service? Click here to add e-Service to your Entity.

Selected Third Party Entity: ABC Company Pte Ltd

Select e-5ervice(s) for the Third Party to have access to Y Eilcer Search Q\ 2~

Agency @ Additional @
Check 4 Details

ST DsEEEET & Required Required

. ¥ qc
e-Services Description

IRAS CORPORATE TAX B
(FILING AND APPLICATIONS)

1 e-5ervice(s) Selected
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Step 3c:

CPA to authorise tax agent

Authorise Third Party Entities

You may be required to enter additional details for

o vees o veee @ some e-Services.

Select Select Enter
Third Party e-Services Detalls

Selected Third Party Entity: ABC Company Pte Ltd

Some e-5ervices require additional information. Enter details to proceed.

* - denotes mandatory fields

Additional Additional IRAS
Entity's Selected R Agency % Details CORPORATE TAX (FILING AND APPLICATIONS)
e-5ervice Check Required
T IRAS CORPORATE TAX B Role @

(FILING AND APPLICATIONS)

- SELECT-— v
Effective YA From
- SELECT-— v
1 e-Service(s) Selected
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Step 3c:

CPA to authorise tax agent

Authorise Third Party Entities For the ‘Corporate Tax (Filing and Applications)’ e-

o 900 o cese @ Service, please grant your tax agent both ‘Preparer’
and ‘Approver’ roles (by repeating the steps in pages
88 to 99).

Select Select Enter
Third Party e-Services Detalls

Selected Third Party Entity: ABC Company Pte Ltd

Some e-5ervices require additional information. Enter details to proceed.

* - denotes mandatory fields

Additional Additional IRAS
Entity's Selected s AEengy + Details CORPORATE TAX (FILING AND APPLICATIONS)
e-5ervice Check Required
T IRAS CORPORATE TAX B Role @
(FILING AND APPLICATIONS) .
—- SELECT-— T
Preparer
Approver ve YA From
—- SELECT-— v

1 e-Service(s) Selected
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Step 3c:

CPA to authorise tax agent

Authorise Third Party Entities If you have set YA ranges when you selected the IRAS

o veee o vese @ e-Service in Step 3(a), you may set a YA range during
the assignment to tax agent (using the YA values set in
Step 3(a) - see page 47).

Select Select Enter
Third Party e-Services Detalls

Selected Third Party Entity: ABC Company Pte Ltd

Some e-5ervices require additional information. Enter details to proceed.

* - denotes mandatory fields

Additional Additional

IRAS
Entity's Selected s AEengy + Details CORPORATE TAX (FILING AND APPLICATIONS)
e-5ervice Check Required
T IRAS CORPORATE TAX B Role @
(FILING AND APPLICATIONS)
— SELECT— v
Effective YA From
— SELECT— v

1 e-Service(s) Selectefl

2020
2021
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Step 3c:

CPA to authorise tax agent

Authorise Third Party Entities Indicate the effective start and end* dates for the

o veee o vese @ tax agent authorisation. Click ‘Next’ to continue.

Select Select Enter
Third Party e-Services Detalls

*End date is not compulsory

Selected Third Party Entity: ABC Company Pte Ltd

Some e-5ervices require additional information. Enter details to proceed.

* - denotes mandatory fields

Additional Additional Authorisation Effective Date *(@)
Entity's Selected . Agency ¥ Details
¥
e-5ervice Check Required ﬁ
T IRAS CORPORATE TAX B
(FILING AND APPLICATIONS)
Authorisation Expiry Date (7)

1 e-Service(s) Selected
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Step 3c:

CPA to authorise tax agent

Authorise Third Party Entities

Q Q- Q-0

Select Select Enter Review
Third Party e-Services Details & Submit

Selected Third Party Entity: ABC Company Pte Ltd Review the details before submission. Click

‘Submit’ to confirm the authorisation.

Selected Third Party Entity e-Service(s)

IRAS +« CORPORATE TAX (FILING AND APPLICATIONS)

Role Approver
Effective YA From 2021
Authorisation Effective Date 01/01/2021
Authorisation Expiry Date 31/12/9999

9
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Step 3c:
CPA to authorise tax agent

Home  MyAccount Users  eService ThirdParty  Advance  Help LogOuté Q

Home / Authorise Third Party Entity

ABC Company Pte Ltd has been authorised to access selected e-Service(s).

The Third Party Entity will receive a notification.

Return to Homepage

A confirmation message will indicate that you have authorised

your tax agent with access to the selected e-Service(s).

9
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Summary of Steps

. . Company Staff is Tax Agent is
CPA is accessing . .
. accessing IRAS e- accessing IRAS e-
IRAS e-Services . .
Services Services

CPA can grant CPA to follow Steps

himself/ herself 1, 2, 3(a) and 3(b).
access to ALL digital -

services in Step 1.

CPA to follow Steps
1, 3(a) and 3(c).

Step 3 need not be
performed if the CPA
grants the user
access to ALL digital
services in Step 2.

Steps 2 and 3(b)
need not be
performed.

Steps 2 and 3 need
not be performed.

9
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Manage your users, tax agent and IRAS e-

Service Access
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Manage your Users

Home My Account Users e-Service Third Party Advance Help

Welcome to Corppass, Under the ‘User Accounts’

PHANG GABRIEL tab, click ‘Manage Users
Accounts’.

@ 53 more digital services have been made available on Corppass over the last 90 days.

User Accounts | |e-Service Access | Third Party || Third Party (Clients)

Change Entity Profile

o

Create User Accounts Manage User Accounts
Add accounts to your Entity View and edit your entity’s user account details

9

INLAND REVENUE
AUTHORITY
OF SINGAPORE

102



Manage your Users

Manage User Accounts : ; ;
You will see a list of Corppass users in your

company and their corresponding details.

Create User Account Change user status (0) Y Filter | search Q 2~

B rulName ¥ NRIC/FIN/ Foreign ID No. ¥ User Type ¥ Account Status 0
D CHAN FEDRICK SEEEEENIED) User Active

D PHANG GABRIEL SHEFFA13C Admin Active

[ ] TOH]ONATHAN GF*HFG19W Sub-Admin Active

D TERRI MANDEL G***%738Q User Active

[ ] LLVIRDI [FREEEDZT User Active

[ ] JOHNTAN S*FEEQT0I User Active

[ ] SARAH LEE G****8R7K Sub-Admin Pending Activation

(] EEVIRDI Y**FEGTF User Suspended

(] IOH S****082B Admin Terminated

(] LEEMEGAN BF***539] Enquiry User Terminated mngTTE:ENUE

OF SINGAPORE
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Manage your Users

Manage User Accounts }
To terminate or suspend user accounts,

select a user and click ‘Change user status’.

Create User Account Change user status (1) Y Filter | search Q 2~
B rulName ¥ NRIC/FIN/ Foreign ID No. ¥ User Type ¥ Account Status 0
D CHAN FEDRICK SEEEEENIED) User Active

D PHANG GABRIEL SHEFFA13C Admin Active

[ ] TOH]ONATHAN GR*HFGIW Sub-Admin Active

TERRI MANDEL G***%738Q User Active

[ ] LLVIRDI [FREEEDZT User Active

[] JOHNTAN SH*F#070I User Active

[ ] SARAH LEE G****8R7K Sub-Admin Pending Activation

(] EEVIRDI Y**FEGTF User Suspended

(] IOH S**E082B Admin Terminated

(] LEEMEGAN Br***539) Enquiry User Terminated et

OF SINGAPORE
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Manage your Users

1) ‘Active’ — Account is active and ready for use.

Change Status 2) ‘Inactive’ — Account has not been activated yet.

3) ‘Suspended’ — An account that has been suspended by a Corppass
PSS Admin or due to dormancy (for user accounts with no activity for 15

These Corppass Usblabals)
These account(s) will DE Oty e

4) ‘Terminated’ — An account has been terminated by a Corppass
Admin or due to dormancy (for user accounts with no activity for 51
Change status for the following usefn[e]al1al5)’

1 Selected User(s) +
New Account Status Suspended v le
New Status Effective Date* 18/02/2021 m Se|eCt a hew status from the

dropdown menu and indicate

New Status Expiry Date 31/12/9999 m the date When the new status
will take effect.

INLAND REVENUE
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OF SINGAPORE

105

Reason for new status*




Manage your Users

Manage User Accounts Click on the user’s name to view the following details:

1. Profile of the user
2. List of e-Services assigned to the user

_ 3. Transaction history
Create User Account Change user status (0)

B rulName NRIC / FIN / Foreign ID No. ¥ User Type Account Status

D CHAN FEDRICK SEEEEENIED) User Active

D PHANG GABRIEL SHEFFA13C Admin Active

[ ]| TOH)JONATHAN GF*HFG19W Sub-Admin Active

D TERRI MANDEL G***%738Q User Active

[ ] LLVIRDI [FREEEDZT User Active

[ ] JOHNTAN S*FEEQT0I User Active

[ ] SARAH LEE G****8R7K Sub-Admin Pending Activation

(] EEVIRDI Y**FEGTF User Suspended V.
(] IOH S****082B Admin Terminated 4
(] LEEMEGAN BF***539] Enquiry User Terminated %?;T&TTE:EN"E

OF SINGAPORE
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Manage your Users

TOH JONATHAN

Personal Details
NRIC / FIN / Foreign ID No

Country of Issue

Contact Details
Email*
Mobile No.

Account Details
Account Type
Account Status

New Account Status

Remarks

Profile JAssigned e-Services Assigned Client e-Services  Client e-Service Groups

GHr+4619W

Singapore

TOHJONATHAN@abc.com

Sub-Admin

Active

View Status History

--- Select —-

Transaction History

Arrive at the user’s profile.
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Manage your Users

TOH JONATHAN

Profile Assigned e-Services Assigned Client e-Services Client e-Service Groups Transaction History

Personal Details
You can change the user’s

NRIC / FIN / Foreign ID No GHH**519W . .
registered email and
Country of Issue Singapore .
mobile number.
Contact Details
Email* TOHJONATHAN@abc.com
Mobile No.

Account Details

Account Type Sub-Admin v
Account Status Active
View Status History
New Account Status --- Select - ~
Remarks

INLAND REVENUE
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Manage your Users

TOH JONATHAN

Profile Assigned e-Services Assigned Client e-Services Client e-Service Groups Transaction History

Personal Details

NRIC / FIN / Foreign ID No GHH**519W
Country of Issue Singapore
You can change the user’s account
Contact Details . .
type (e.g. Sub-admin, Enquiry
Email* TOHJONATHAN@abc.com
User, User).
Mobile No. Do note that you will not be
_ allowed to change the
Account Details account type to Corppass
Account Type Sub-Admin v Admin.
Account Status Active
View Status History
New Account Status --- Select - ~

Remarks %
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Manage your Users

TOH JONATHAN Under the ‘Assigned e-Services’ tab,

you will see a list of IRAS e-Services
that have been assigned to the user.

Assigned Client e-Services  Client e-Service Groups  Transa

Profile] Assigned e-Services

Assign default e-Service access and/or customise e-Service access of the user. Click here for step-by-step guide.

Default All e-Service Access

Select the checkbox below and click "Save™ to grant the user default access to all e-Services currently onboard Corppass and to e-Services

which will onboard in the future.

Access to all e-Services required JEEW

Customised e-Service Access
Click "Add e-Service Access' below to customise e-Service access for the user. If "Access to all e-Services' is selected above, adding the same e

Service will overwrite the default setting for that e-Service.

Add e-Service Access Edit e-Service Access(0) Remove e-Service Access(0) Y Filter Search 0\

Authorisation Authorisation

$ Parameters § Effective Date & Expiry Date

A
-—

A

Assigned e-Services 4 Role $

Approver Effective YA From: 01/01/2021 31/12/9999

[l Iras CORPORATE TAX
(FILING AND 2021
APPLICATIONS)
0 e-Service(s) Selected
INLAND REVENUE
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Manage your Users

TOH JONATHAN If you do not wish to assign access to
ALL e-Services of your company to the

user, ensure that this checkbox is
unchecked.

Profile Assigned e-Services Assigned Client e-Services Client e-Service Groups Transact

Assign default e-Service access and/or customise e-Service access of the user. Click here for step-by-step guide.

Default All e-Service Access

Select the checkbox below and click "Save™ to grant the user default access to all e-Services currently onboard Corppass and to e-Services

which will onboard in the future.

Access to all e-Services required JEEW

Customised e-Service Access
Click "Add e-Service Access' below to customise e-Service access for the user. If "Access to all e-Services' is selected above, adding the same e

Service will overwrite the default setting for that e-Service.

Add e-Service Access Edit e-Service Access(0) Remove e-Service Access(0) Y Filter Search 0\

A
-—

Authorisation Authorisation

Assigned e-Services 4 Role § Parameters § Effective Date & Expiry Date
dJ IRAS CORPORATE TAX Approver Effective YA From:  01/01/2021 31/12/9999

(FILING AND 2021

APPLICATIONS)

0 e-Service(s) Selected
INLAND REVENUE
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Manage your Users

TOH JONATHAN To remove e-Service
authorisation(s) from the user,

select the checkbox and click
‘Remove e-Service Access’.

Profile Assigned e-Services Assigned Client e-Services Client e-Service Groups Transaction History

Assign default e-Service access and/or customise e-Service access of the user. Click here for step-by-step guide.

Default All e-Service Access

Select the checkbox below and click "Save™ to grant the user default access to all e-Services currently onboard Corppass and to e-Services

which will onboard in the future.

Access to all e-Services required JEEW

Customised e-Service Access
Click "Add e-Service Access' below to customise e-Service access for the user. If "Access to all e-Services' is selected above, adding the same e

Service will overwrite the default setting for that e-Service.

Add e-Service Access Edit e-Service Access(1) Remove e-Service Access(1) Y Filter Search 0\ 2.

Authorisation Authorisation
Expiry Date

A

Assigned e-Services 4 Role § Parameters § Effective Date $

Approver Effective YA From: 01/01/2021 31/12/9999

CORPORATE TAX
(FILING AND 2021
APPLICATIONS)
1 e-Service(s) Selected
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Manage your Users

To edit e-Service authorisation(s) of

TOH JONATHAN
the user (e.g. to amend the additional

parameters), select the checkbox and
click ‘Edit e-Service Access’.

Profile Assigned e-Services Assigned Client e-Services Client e-Service Groups Transacti

Assign default e-Service access and/or customise e-Service access of the user. Click here for step-by-step guide.

Default All e-Service Access

Select the checkbox below and click "Save™ to grant the user default access to all e-Services currently onboard Corppass and to e-Services

which will onboard in the future.

Access to all e-Services required JEEW

Customised e-Service Access
Click "Add e-Service Access' below to customise e-Service access for the user. If "Access to all e-Services' is selected above, adding the same e

Service will overwrite the default setting for that e-Service.

A
-—

Add e-Service Access Edit e-Service Access(1) Remove e-Service Access(1) Y Eilter  Search 0\

Authorisation Authorisation

Assigned e-Services 4 Role § Parameters § Effective Date & Expiry Date

Approver Effective YA From: 01/01/2021 31/12/9999

IRAS CORPORATE TAX
(FILING AND 2021

APPLICATIONS)

1 e-Service(s) Selected
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Manage your Users

To assign new e-Service
authorisation(s) to the user, click
‘Add e-Service Access’.

TOH JONATHAN

Profile Assigned e-Services Assigned Client e-Services Client e-Service Groups Transaction Histol

Assign default e-Service access and/or customise e-Service access of the user. Click here for step-by-step guide. Repeat Steps in pages 56 to 63 to
assign new e-Services to the user.

Default All e-Service Access
Select the checkbox below and click "Save™ to grant the user default access to all e-Services currently onboard Corppass and to e-Services i
Alternatively, you may repeat

which will onboard in the future.
Access to all e-Services required gge)p 3b (refer to pages Sl to

Customised e-Service Access
Click "Add e-Service Access' below to customise e-Service access for the user. If "Access to all e-Services' is selected above, adding the same e-

Service will overwrite the default setting for that e-Service.

Add e-Service Access Edit e-Service Access(0) Remove e-Service Access(0) Y Eilter

Authorisation

Search 0\ 2~

Authorisation

Assigned e-Services 4 Role § Parameters § Effective Date & Expiry Date
(] Iras CORPORATE TAX Approver Effective YA From:  01/01/2021 31/12/9999
(FILING AND 2021
APPLICATIONS)

INLAND REVENUE

0 e-Service(s) Selected
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Manage your tax agent

Home My Account Users e-Service Third Party Advance Help

Welcome to Corppass,
PHANG GABRIEL Under the ‘Third Party’ tab,

click ‘Manage Third Party
Entities’.

@ 53 more digital services have been made available on Corppass over the last 90 days.

User Accounts | e-Service Access| Third Party |Third Party (Clients)

Change Entity Profile

= L

Authorise Third Party Entities Manage Third Party Entities

9
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Manage your tax agent

Manage Third Party Entities

Select the checkbox to remove Third Party Entity.
To view and manage authorised e-Service(s) individually, click on the Entity Name.

Remaove Third Farty Entity {0) Y Eileer Search Q\ -

B UEN/EntityID 4 EntityName # UENStatus % Govt Agency

|| C15000322E ABC Company - |IRAS CORPORATE TAX (FILING AND APPLICATIONS)
Pte Ltd

0 Third Party Entityis] Selected

You will see a list of third party entities that you have

authorised to transact for various government e-Services
on behalf of your company.

9
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Manage your tax agent

Manage Third Party Entities

Select the checkbox to remove Third Party Entity.
To view and manage authorised e-3ervice(s) individually, click on the Entity Name.

Remaove Third Party Entity (1) TFiI:er Search Q\ 2~
B UEN/EntitylD 4 EntityName # UENStatus % Govt Agency ¥ Current Authorised e-Services
C15000322E ABC Company - IRAS CORPORATE TAX (FILING AND APPLICATIONS)
Pte Ltd

1 Third Party Entityis) Selected

To remove a tax agent firm that is no longer authorised to transact on behalf of

your company, select the tax agent and click ‘Remove Third Party Entity’.

To authorise a new tax agent firm, repeat
Step 3(c) (refer to pages 88 to 99).

9
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Manage your tax agent

Manage Third Party Entities

Select the checkbox to remove Third Party Entity.
To view and manage authorised e-3ervice(s) individually, click on the Entity Name.

Remaove Third Party Entity {0) Y Filter Search Q\ =
B UEN/EntitylD 4 EntityName # UENStatus % Govt Agency ¥ Current Authorised e-Services
I C15000322E ABC Company - IRAS CORPORATE TAX (FILING AND APPLICATIONS)
Pte Ltd

0 Third Party Entity(s) Selected
Click on the tax agent firm’s name to view the following details:

Profile of your tax agent
List of e-Services for which your tax agent has been

authorised to transact on behalf of your company

Authorisation history of your tax agent V’
List of your tax agent’s users that are authorised to transact 4
on behalf of your company INLAND REVENUE

AUTHORITY
OF SINGAPORE
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Manage your tax agent

Under the ‘Profile’ tab, you may view your tax

AB mpan L ’ : :
C Company Pte Ltd agent’s entity details.
Profile Authorised e-5ervice(s) Authorisation History Third Farty Users
UEN / Entity ID C15000322E
Entity Mame ABC COMPANY FTELTD
Country of Incorporation SINGAFORE
Address 123 bukit timah road
#12- 230
SINGAPORE 120123
Office Contact Mo. 61234567

9
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Manage your tax agent

Under the ‘Authorised e-Service(s)’ tab, you will see a

ABC Company Pte Ltd list of IRAS e-Services for which your tax agent has been
authorised to transact on behalf of your company.
Frofile Authorised e-Service(s) Authorisation History Third Party Users

Edit e-Service Authorisation{d) Remove e-Service Authorisation{d) Y Filter 2.

Authorised Additional o Authorisation o Authorisation
" eService y Agency Issued 1D Parameters | Effective Date | Expiry Date
| IRAS CORPORATE TAX Approver  Effective YA From: 01/01/2021 31/12/9999
(FILING AND 2021
APPLICATIONS)

0 e-Service({s) Authorisation selected

9
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Manage your tax agent

To edit e-Service authorisation(s) of your tax agent

ABC Company Pte Ltd (e.g. to amend the additional parameters), select the
checkbox and click ‘Edit e-Service Authorisation’.
Frofile Authorised e-Service(s) Authorisation History Third Party Users

Edit e-Service Authorisationi1) Remove e-5ervice Authorisation(1) Y Filter =

Authorised Additional o Authorisation o Authorisation
" eService y Agency Issued 1D Parameters | Effective Date | Expiry Date
IRAS CORPORATE TAX Approver  Effective YA From: 01/01/2021 31/12/9999
(FILING AND 2021
APPLICATIONS)

1 e-Service{s) Authorisation selected

9
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Manage your tax agent

To remove e-Service authorisation(s) of
ABC Company Pte Ltd your tax agent, select the checkbox and
click ‘Remove e-Service Authorisation’.

- To add new e-Service

Frofile Authorised e-Service(s) Authorisation History Third Pat authorisation(s) to your tax agent,
repeat Step 3(c) (refer to pages 88
to 99).
Edit e-Service Authorisatiom(1) Remove e-Service Authorisation( 1) Y Lilter 2~

Authorised Additional o Authorisation o Authorisation
" eService y Agency Issued 1D Parameters | Effective Date | Expiry Date
IRAS CORPORATE TAX Approver  Effective YA From: 01/01/2021 31/12/9999
(FILING AND 2021
APPLICATIONS)

1 e-Service{s) Authorisation selected

9
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Manage your IRAS e-Service Access

Home My Account Users e-Service Third Party Advance Help

Welcome to Corppass,

PHANG GABRIEL Under the ‘e-Service

Access’ tab, click ‘View
Entity’s e-Service Access’.

Q 53 more digital services have been made available on Corppass over the last 90 days.

User Accounts| | e-Sarvice Access | (IThird Party  Third Party (Clients)

Change Entity Profile
A
1A
9 A
Select Entity's e-Services Assign selected e-Services View Entity's e-Service Access
Select e-Services that your entity will use. Assign e-Services access o your entity’s users View and edit your entity's current e-Services
and user groups. access

9
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Manage your IRAS e-Service Access

View a list of e-Services previously selected in
View Entity's e-Services Access Step 3(a) (pages 43 to 50) for your company.

Click e-5ervice name to view its profile. 5elect the checkbox(es) to edit or remaove.

Only e-Semrvices with roles and/or parameters can be edited.

Edit e-Service (0) Remove e-Service (0) Y Filter Search Q A

Govt.

| Agency y Entity's Selected e-Service 4 Description %+ Assigned Users

] IRAS CORPORATE TAX (FILING AND APPLICATIONS) 3 User(s)

0 e-Service(s) selected

9
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Manage your IRAS e-Service Access

View Entity's e-Services Access

Click e-5ervice name to view its profile. 5elect the checkbox(es) to edit or remaove.

Only e-Semrvices with roles and/or parameters can be edited.

I's

Edit e-Service (1) | Remove e-Service (1) Y FHilter Search Q

Govt.

| Agency y Entity's Selected e-Service 4 Description %+ Assigned Users

IRAS CORPORATE TAX (FILING AND APPLICATIONS) 3 User(s)

1 e-Service(s) Selected

To edit details of e-Service(s), select the checkbox and click ‘Edit e-

Service’. Only e-Services with roles and/or parameters can be edited.

9
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Manage your IRAS e-Service Access

View Entity's e-Services Access

Click e-5ervice name to view its profile. 5elect the checkbox(es) to edit or remaove.

Only e-Semrvices with roles and/or parameters can be edited.

I's

Edit e-Service (1) Remove e-Service (1) Y FHilter Search Q

Govt.

[ | Agency y Entity's Selected e-Service 4 Description %+ Assigned Users

IRAS CORPORATE TAX (FILING AND APPLICATIONS) 3 User(s)

1 e-Service(s) Selected

To remove e-Service(s), select the checkbox and click

‘Remove e-Service’.

To add a new e-Service to this list, repeat %

Step 3(a) (refer to pages 43 to 50).
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Assistance for Corppass matters

WWW.COrppass.gov.sg Corppass Helpdesk

Step-by-step User Guides Tel: (+65) 6335 3530
Email: support@corppass.gov.sg
Mondays to Fridays: 8:00am — 8:00pm

@ Video Guides
Saturdays: 8:00am — 2:00pm

Fa
Closed on Sundays & Public Holidays

Q
2 ‘Frequently Asked Questions’ (FAQs)

9
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mailto:support@corppass.gov.sg

Assistance and service channels

Website Home > e-Services > Businesses > Companies
WWW.iras.gov.sg Home > e-Services > Corppass

e Email us at myTax Mail

* For companies: 1800-356-8622

* 8.00am to 5.00pm from Mondays to Fridays
» Best time to call: 8.30am — 10.30am
» Best day to call: Friday

Helpline

_ _ ﬂ Twitter.com/IRAS _SG
Social Media §

Facebook.com/irassg

9
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