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User Guide (IPC): Submit Document (BIPS)

Step Action/ Note

Main Menu

1 Upon login to myTax Portal, select 

the digital service from the menu:  

More > Submit Document

Note:

1. Only staff who is authorised as  

“Approver” can upload BIPS

Service Giving Declaration Form 

and submit it to IRAS.

2. For steps on logging in to myTax

Portal, you may refer to our 

Guide on How to Log In to 

myTax Portal.
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https://www.iras.gov.sg/media/docs/default-source/uploadedfiles/pdf/company-guide-on-how-to-log-in-to-mytax-portal.pdf?sfvrsn=33aa0c59_0
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Step Action/ Note

Submit Document –

Approver’s view

1 Select IPC from the dropdown menu  

at “Filing For”.

2 Select the year for which the BIPS  

Service Giving Declaration Form is to  

be submitted, from the dropdown  

menu at “Calendar Year".

3 Click on Select File to select and  

upload the file for submission.

4 Click on Submit to IRAS.
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Step Action/ Note

Submit Document –

Approver’s view – after  

submission to IRAS

Note:

1. Document submitted to IRAS will  

be updated in the Document  

Status table (the table at the  

bottom) with the following:

• Date submitted

• Acknowledgment No.

2. Document attached has to be  

within the maximum file size and  

of acceptable file type, as  

indicated.
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Step Action/ Note

Ensuring documents are  

submitted before you leave Submit  

Document page

1 Clicking on any tabs in the Menu bar  

(e.g. Overview) will leave the  

Submit Document page.

2 A system message will be displayed  

if you attempt to leave the Submit  

Document page after you have  

selected a document and before 

clicking on Submit to IRAS.

Note:

Document will not be processed if  

you leave the Submit Document  

page without clicking on Submit to  

IRAS.
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Contact Information

For enquiries on this user guide, please call 1800 356 8622 or email at myTax Mail.
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