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Step 1 
 

• At myTax Portal login page, select the relevant 
login option.  
 
- Select Business Tax if you are logging in on 

behalf of the company/ business. 
 

- Select Tax Agent Login > Business Client if 
you are logging in on behalf of your client. 
This is a third-party login. 
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a) If you have logged in via Business Tax 
 
 
Step 2A 

 

• Upon logging in, the notice preferences for 
each tax type will be displayed. 
 

• Click View Details if you wish to view/ update 
your notice preferences for the tax types for 
which you are authorised. 
 

 

 

 
 

 
Step 2B 
 

• Alternatively, on the navigation bar, click 
Account > Profile > Update Notice 
Preferences. 
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b) If you have logged in via Tax Agent Login 
 
 
Step 2A 
 

• On the navigation bar, click Account > Profile 
> Update Notice Preferences. 

 

 
 

 
Step 2B 
 

• Select the appropriate entity ID type (e.g. UEN-
LOCAL CO, GSTN) and enter your client’s tax 
reference number. 
 

• Click Next. 

 
 

 



5 

 

 
Step 3A 

 

• On the “Update Notice Preferences” page, you can 
select one of the following options for each authorised 
tax type, if you are the Corppass approver^: 
 
- Email; or 
- Paper notice at the company’s/ business’ registered 

address 
 

^ If you are a Corppass preparer, you will only be able to view but not 
update your company’s / business’ notice preferences. 

 

• If you select “Email”, the Corppass approver will be able 
to enter up to 4 email addresses (limit to 50 characters 
per email address) per authorised tax type. 
 
An email notification will be sent* to the email 
address(es) whenever the entity’s digital notices are 
available for viewing in “Notices/ Letters” digital service 
on myTax Portal. 
 
*Changes to your company’s/ business’/ your client’s 
notification preference will take effect within 7 days. 

 

• If you select “Paper notice at the company’s/ business’ 
registered address”, paper notices will be sent to the 
entity’s registered address. You will not receive email 
notifications once you are subscribed to this option.  

 

• Click Save Preference to save all updates. 
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Step 3B 
 

• Alternatively, if you are an authorised Corppass approver 
for all tax types relevant to the company/ business and 
wish to receive email notifications for all of them, you can 
use the Add this email address to all tax types 
feature. The email address(es) will be automatically 
added to all available tax types, after the “Add” button is 
clicked.  
 

• Click Save Preference to save all updates. 
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Step 4 
 
If you wish to save a digital copy of the acknowledgement 
page, you can either retrieve it from the “Notices/ Letters” 
digital service*, or click on Save As PDF/ Print.  
 
*The acknowledgement page will be deposited in “Notices/ 
Letters” digital service on the same day of submission, and is 
titled “Acknowledgement of Notification Preference”. 

 
 

 

 

Published by 
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Inland Revenue Authority of Singapore 

Published on 1 Jun 2021 
 

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 1 Jun 2021 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. 
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