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Step Action/ Note

Main Menu

1 Upon login to myTax Portal, 
select the e-Service from the 
menu: Corporate Tax >  
Submit Document.

Note:
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/irashome/uploadedFiles/IRASHome/e-Services/Businesses/Companies/Company%20Guide%20on%20How%20to%20Log%20In%20to%20myTax%20Portal.pdf


User Guide (Company): Submit Document

3

Step Action/ Note

Submit Document –
Preparer’s view 
(continue to next page)

1 Upon selecting the Year of 
Assessment from drop down list, a 
Document Submission table will 
appear.

2 Click on the       icon to display (i) the 
abbreviations used under Type of 
Document column and (ii) the 
definition of Status.

Legend for ‘Status’:
Pending: Document not uploaded 
for submission.
Pending Approval: Document 
pending Approver’s review.
Processing: Document transmitting 
to IRAS.
Received: Document submitted to 
IRAS. 
Received (ACRA): Financial 
Statements submitted in XBRL to 
ACRA.
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Step Action/ Note

Submit Document –
Preparer’s view
(continue to next page)

1 Click on Select File.

2 Select the file to be submitted and 
click on Open.

Notes:
1. Document attached has to be 

within the maximum file size and 
of acceptable file type, as 
indicated.

2. Do not attach any other 
documents that are not listed on 
this page. Please retain them and 
only submit upon request.

3. Revised tax computation not 
relating to carry-back of current 
year capital allowances/ losses 
and income not previously 
reported should be submitted via 
Revise/ Object to Assessment.
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Step Action/ Note

Submit Document –
Preparer’s view

1 A Remove button will appear after a 
file is selected.  You can remove the 
file and re-select a correct file again 
by clicking on Select File.

2 Please check the filename to 
ensure the correct file has been 
attached before submitting the 
return.

Note:
Document attached has to be within 
the maximum file size and of 
acceptable file type, as indicated.

Document.pdf
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Step Action/ Note

Submit Document –
Preparer submitting file to Approver

1 Click on Submit to Approver.

2 Click on Yes in the pop up message box 
to confirm your submission to Approver.

Notes:
1. Preparer can only submit document to 

Approver. Only Approver can submit 
document to IRAS. 

2. Approver will be able to view and 
approve document(s) submitted by 
Preparer. Approver will also be able to 
remove and re-attach document(s) 
before submission to IRAS. [Refer to 
page 8 for more details.]
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Step Action/ Note

Submit Document - Preparer’s 
view after submission of 
document to Approver 

Notes:
1. Document(s) submitted to 

Approver will be updated in the 
Document Submission table with 
the following:
- Status: Pending Approval
- Date submitted

2. Document(s) submitted by 
Preparer will be retained in the 
Portal, pending submission to 
IRAS by Approver.

3. Document(s) submitted by 
Preparer will be retained in the 
Portal until:
- Extended filing due date of 15 

Dec; or
- 21 days from the date of   

submission, whichever is the 
later date.
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Step Action/ Note

Document Submission -
Approver’s view – Download, 
Remove and Approve

1 Click on Document hyperlink to view 
the document uploaded by Preparer. 

2 To re-attach another document, click 
on Remove to remove the ‘Pending 
Approval’ document. Then, click on 
Select File to re-select another 
document.

3 To approve a “Pending Approval” 
document without performing step 2 
above, click on Document 
approved for submission 
checkbox.

4 Click on Submit to IRAS.

Note:
Approver can only view the 
document(s) uploaded by Preparer 
after IRAS’ system has scanned the 
documents. Message “Please try 
again after 30 minutes as file 
scanning is in progress.” will appear 
if scanning is in progress.
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Step Action/ Note

Document Submission -
Approver’s view – after 
submission to IRAS 

Notes:
1. Document(s) submitted to IRAS 

will be updated in the Document 
Status table (the table at the 
bottom) with the following details:

- Status: Received
- Date submitted
- Acknowledgment No.

2. Document(s) (i.e. Document 
approved for submission 
checkbox was checked) will be 
submitted to IRAS only after you 
have clicked on Submit to IRAS.
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Step Action/ Note

Ensuring documents are 
submitted before you leave 
Submit Document page

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 or 
Submit to Approver.

Note:
Document(s) will not be processed if 
you leave the Submit Document 
page without clicking on Submit to 
IRAS or Submit to Approver. 
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Contact Information

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

Published by
Inland Revenue Authority of Singapore

Published on 1 Sep 2018

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 01/09/2018 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.

© Inland Revenue Authority of Singapore

https://mytax.iras.gov.sg/ESVWeb/default.aspx
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