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Step Action/ Note

1 Log in to myTax Portal – Go to 
https://mytax.iras.gov.sg
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Step Action/ Note

Menu

1 Select the e-Service from the menu:
GST > File Statement of Claims
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Step Action/ Note

New Request for Statement of Claims

1 Enter the start and end date of the accounting 
period in DD/MM/YYYY format and click on 
REQUEST.

Notes:
The accounting period requested must be:
• Within the period of GST remission
• For a period of 3 months based on your filing 

cycle (i.e. quarterly submission)
• Within 3 back years’ from the date of request

You have up to 14 days from the date of request 
to submit the SOC. Otherwise, the record will be 
deleted and you will need to make a new request 
again.
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Step Action/ Note

File Statement of Claims (SOC)

1 Click on E-FILE to begin filing.

Legend for ‘Status’
New: SOC is not completed yet.

Draft: A draft copy of SOC is saved in the Portal.

Pending Approval: SOC has been submitted to 
Approver, pending submission to IRAS. 

SOC with Draft or Pending Approval status will be 
retained in the Portal for 14 days.

User Guide: e-Filing for Statement of Claims

5



Step Action/ Note

Declaration/ Declarant Information

1 If you are logging in as an ‘Approver’, you will need 
to complete the Declaration checkboxes and 
provide your Designation.

If you are logging in as a ‘Preparer’, the sections on 
‘Declaration’ and ‘Declarant Information’ will not 
be applicable to you.

Contact Person Information 

2 Complete the Contact Person Information and 
click on PROCEED.
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Step Action/ Note

GST Claims

1 Enter the Total purchases before GST in Box 1. 
Note: Drop the cents when completing Box 1.

2 Enter the Total GST claimable in Box 2.
Note: Total GST claimable = GST incurred x Annual 
fixed recovery rate

3 Click on SUBMIT TO IRAS if you are authorised as 
Approver
Or
Click on SUBMIT TO APPROVER if you are authorised 
as Preparer.

4 Click on Yes in the pop up message box to confirm 
your submission to IRAS or Approver.

Notes:
Submission by Preparer (pending submission to IRAS 
by Approver) will be retained in myTax Portal for 14 
days.
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Step Action/ Note

Acknowledgement Page

1 You will receive an acknowledgement upon successful 
submission.

Notes:
Click on PRINT to print or save a copy of the 
Acknowledgement page.
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