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myTax Portal Login

2 Personal Tax

I =] Company/ Business Tax I
Tax Agent Login >
<& Stamp Duty >

%5  Client Notice of Transfer

Need access? Register for Singpass >

= Login to myTax Portal at mytax.iras.gov.sg.
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N Email Us . 4 Notices/ . Account v
Tax Ref No. |——| (myTax Mail) Letters &

{ru\ Overview Employers v More v

Last login on Tuesday, 05 Sep 2023 Auto-Inclusion Scheme (AIS)
Register Auto-Inclusion Scheme (AIS) for Employment Income

Submit Employment Income Records

myTax Portal is a secured, personalised portal for you to view and manage your tax transactions with IRAS, at your

convenience.
< Use the navigation bar above to access a range of e-Services available to you. >

=  Mouse over “Employers” and select “Submit Employment Income Records”.
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Manage Employment Income Records

SUBMISSION OF RECORDS

You will need the following information to complete the submission: g ™
L CREATE J

= Al your employees’ income and deduction amount for the period from 1 Jan to 31 Dec (including foreign
employees, resigned employees and employees who were posted overseas).

* Employees’ personal particulars (Mame, NRIC/ FIN, Sex and Date of Birth) as per their identity card.

Summary of Records

For Income Derived in

4 Past Year(s) 2024 (YA 2025) 2025 (YA 2026)

Employee Count Summary 2 EDIT
Total No. of Employees Submitted Employee Records PENDING Employee Records
|| || |

= Click on the “Create” button.
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Getting Started

For Income Derived In*

Izozs (YA2026) W I

What do you want to do?”

Submit new (original) records L

1

1. Select one of these methods when preparing your amendments. :
Choose carefully as it affects how your records will be processed and
the amounts that you need to submit. X

I@ Maodify previously submitted data I

1
1
1
Submit NIL Return :
1

How would you like to modify the submissions* e —— - - PR Rl R !
~ ~ - -
Amendment - To report income/deductions differences to previously reported employee records SaU-7
I@ Revision - To override previously reported employee records I

PROCEED

= Choose the correct year from the dropdown list, select “Modify previously submitted data”, choose your preferred
amendment method.
= Click on the “Proceed” button.
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) SAVE DRAFT

Submit Employment Income Records

o

1 Revise Record(s) 2 Review 3 Acknowledgement

Enter Employee Records

NEW SUBMISSION

For Income Derived In Submission Type

2025 Revision
D for Empl t Income Details
Provide the required information in the Excel template {with a maximum of 200 records), Once completed, upload the Excel file to
proceed.

¢, EMPLOYMENT INCOME DETAILS TEMPLATE (XLSX)
File Upload®
Drag and drop file(s) here
or

Supported File Type(s) XL5K
Maximum File Size 100.00 ME per file

: You can attach up to 1 file with a total file size not exceeding 10.00 MB. :
; The file name must be in English and must not exceed 50 characters. ;

A Hote: You can add up to 200 records.

+mmnsmmmmm&um&&m

= (Click on the “New Record” button. You may also use “Retrieve from Past Submission” to import the employees’
personal particulars from previously submitted records or upload the Excel file using the prescribed template.
Note: Retrieve from past submission and import using excel template feature will be available from mid-Oct 2025.
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K 2 1 Depending on your chosen option on page 5:

Other Information and Deduction Details 7 .. ..
’ * Revision submission

y Enter the full and correct values for all relevant fields, as
this will overwrite the previous record(s).

e. Remission/ Overseas Posting/ Exempt Income
Amount of Income for the Remission/ Overseas Posting/ Exempt Indicator selected 55 00 1~

Exemption Reason Select -

1
1
1
| = Amendment submission
neome Tax borme by Employer select e : Provide only the difference in values (i.e., add the
1 additional amount or subtract the over-reported
1 .
| amount). Leave unaffected field blank.
1

Amount of Employment Income for which Tax is Borne by Employer 5% -0

Fixed Amount Income Tax for which Tax is Borne by Employer 55 00

g- Section 45 (applicable to non-resident director)

Is Section 45 applicable? Select -

Deductions

Employee's compulsary contribution ta CPF/Provident Fund in the year 2025 5% .00
(Do NOT include Excess/ voluntary contributions to CPF, Voluntary contributions to
Medisave Account, Voluntary contributions to Retirement Sum Topping-up Scheme and
SRS Contributions and contributions made to cverseas pension/provident fund.

Donations Deducted from Salaries 55 00
(e.g. Yayasan Mendaki Fund/ Community Chest/ SINDA/ CDAD/ Other Tax Exempt

Donations)

Contributions Deducted from Salaries to Mosque Building Fund 55 oo

Life Insurance Premiums Deducted from Salaries 55 o0
Total Employment Income $50.00

{_ Back M [ veoste

=  For revision submission, enter the full and correct amounts for all relevant fields. For amendment submission, enter
the difference in amounts (i.e., add the additional amount or negative value to amend the over-reported amount).
Leave unaffected field blank. Prepare Appendix 8A and/or Appendix 8B where necessary.

=  (Click on the “Update” button to save the form.
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Contact Details for this Submission

Declarant Information

Authorised Person

Contact Person

Name (as in NRIC/ Passport)

Designation

Email Address

Contact No.

+65 I

Declaration

| declare that the information given in this form is true, correct and complete.”

=  Provide the contact details for this submission.
= Tick the Declaration checkbox.

= Click on the “Submit” button. Upon successful submission, you will receive an acknowledgment page with the acknowledgement number.
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Published by
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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 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 our position accordingly.

© Inland Revenue Authority of Singapore
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