
Quick Guide on using 

Submit Employment Income Records Digital Service 

(Revision and Amendment submission methods)



▪ Login to myTax Portal at mytax.iras.gov.sg.
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▪ Mouse over “Employers” and select “Submit Employment Income Records”.
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▪ Click on the “Create” button.
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▪ 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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 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.
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▪ 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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▪ 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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Depending on your chosen option on page 5:

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

• Amendment submission
Provide only the difference in values (i.e., add the 
additional amount or subtract the over-reported 
amount). Leave unaffected field blank.
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▪ 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 on 15 Sep 2025

Published by
Inland Revenue Authority of Singapore
www.iras.gov.sg

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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