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About “Submission of Income Records for Self-Employed” digital service

1. This digital service allows intermediaries to submit income information of self-
employed persons to IRAS electronically.

2. Only persons authorised via Corppass are allowed access to this digital service.
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Hardware and Software Requirements

Ensure your computer fulfils the minimum hardware/ software requirements:

Operating system
e Windows 7 and above

e MACOS X 10.10 and above

Hardware requirements
e Pentium 4 PC and above with 2 GB RAM (recommended)

e 512Kbps speed Broadband with connection to a local ISP

Browser
e Internet Explorer 11.0 and above

e Mozilla Firefox 54.0 and above
e Google Chrome 59.0 and above
e Microsoft Edge

e Safari Browser 9.0 and above

Please ensure that you have enabled Java and JavaScript for your Browser.




Submit Income Records for Self-Employed at myTax Portal (Digital Service)

Authorisation via Corppass

Additional Additional

Govt. Agency (@ Details
|| Agency 4 e-Service Description 4 Check 4+ Required

INLAMD & SUBMISSION OF INCOME  Submission of income records for Self-

REVENUE RECORDS FOR SELF- Employed Persons (SER).

OF EMPLOYED

SINGAPORE

(IRAS)

0 e-Service(s) Selected

Showing 1to 1 of 1 items

Cancel

To access the digital service, Corppass Admin will have to ensure that the specific IRAS
Digital Service — <Submission of Income Records for Self-Employed> has been
assigned to

1. your entity; and

2. selected Corppass users for “Preparer” or “Approver” role.

Access the link for guide on how to set up and assign IRAS Digital Service Access.

NOTE

User with "Approver” role can upload and submit the records to IRAS. However, user
with “Preparer” role can only upload the records and will need to approach the
Approver to submit the records to IRAS.



https://www.corppass.gov.sg/corppass/common/downloadtemplate?file=CP_User_Guide_05A_Admin_Subadmin_Set_Up_Assign_Users_Digital_Service_Access.pdf
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Step 1: Access the Digital Service

After completing the authorisation via Corppass, authorised Corppass user will be
able to log into myTax Portal to access the digital service.

7] At IRAS’ website

INLAND REVENUE

AUTHORITY WHOWE ARE CAREERS NEWS & EVENTS PUBLICATIONS USEFUL LINKS o
o | www.iras.gov.sg
A Individuals Businesses GST Property Other Taxes Schemes e-Services LOGINv |
Login to myTax Portal H
— okl it e Select Login
Tax Season 2021 is here! Dolneed tofite my taxes? — _ -00in to &-Stamping
— Youmust fyoy recelve a letter Tormoe— IRAS Digital Notices
File your taxes at myTax Portal ,SMSff;mLyw wfger:fn;in‘ﬁo"::;ﬁ* | k B
from 1 March to 18 April. —Youreceive a letter or SMS informing you COVID-19 Support
. o e C(lick <Login to

Measures and Tax
Guidance

No-Filin
edtofileatax

myTax Portal>

Corporate Tax Filing
= Season 2020

Companies

Tax Season 2021 - All You

e Select

Login to myTax Portal .
<Business Tax>

E Personal Tax \

\ I:I Business Tax ‘

., ‘% EI TaxAgentLogin ¥ ‘
\._' ]

\ /”/K > Client Notice of Transfer



http://www.iras.gov.sg/
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Password login

Singpass app
oo Scan with Singpass app
g i
Singpass ID tologin
Password

Forgot Singpass ID Reset password

Register For Singpass
Don't have Singpass app? Download now

Singapore Government
corppass Integrity « Sarvice « Excellence
A A B ComariUs | Feedback | Sitemap | FAQ
og Out &
Select UEN/Entity ID
4 H 200062017 (200011870
Frlity 1 Folity 2 Frtity 3

e Log in with
Singpass ID and
Password, or scan
the QR code with
the Singpass app.

e Select the relevant
UEN / Entity ID
This page will only
appear if you have
more than one
Corppass account.

Q! Emaills & ldzJ Notices/ v Q Account v [T} Logout

Tax Ref No. (myTax Mail) Letters

ﬁ Overview  Corporate Tax ¥ GST v Employers v Property v S45 v g Q Search

e-Submission

Submit Income Records for Self-Employed

Last Login on Wednesday, 28 Aug 2019 5:23 PM (Singapore time).

Welcome to myTax Portal!

Your safe and secure one-stop personalised portal for taxpayers to transact
with IRAS electronically.

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

e Mouse over Menu
Bar to <More>

e Click <Submit
Income Records for
Self-Employed>

Alternatively, you may
access this digital
service via this link.



https://mytax.iras.gov.sg/ESVWeb/default.aspx?GenericLink=gLMAISPreLandingPagePRedirecttoSELFEMPLOYMENTINCOME&toLoginSelection=true
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Step 2: Upload records prepared

2. Upload

1. Verify Contact Person's Details

All matters related to this digital service will be
directed to the Contact Person. Please update if the
following details are not correct.

Name
Mot Available

Designation
Mot Available

Email Address

Mot Available

Office No. Mobile No.

Mot Available Mot Available
UPDATE

e User who has
been authorised
with “Approver”
role will be able to
view the Contact
Person'’s Details.

e Click <UPDATE>
to
complete/update
the Name,
Designation, Email
Address and either
Office No. or
Mobile No. of the
Contact Person.

All matters related to
this digital service will
be directed to this
Contact Person.
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2. Upload

Update Contact Person's Details

<Back

Note

All matters related to this digital service will be directed to the Contact Person.

*

Name

Designation*

Email Address*

Please provide at least one of the following information

Office No.

Mobile No.

Please read the Terms and Conditions on the use of mobile number. If you do not wish to receive SMS notification from IRAS,

please remove your mobile number.

e C(lick
<SAVE>

Update Contact Person's Details =5 SAVE AS POF/ PRINT

Hobe

Your request to update the Contact Persan’s defails has been submitted,

Name ]
Designation ]
Email Address | ]
Office No. ]
Mobile No. I

K

e Click <BACK>
to proceed with
the upload of
records.
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2. Upload

Authorised users with either “Preparer” or “Approver” role can upload records
prepared as per the steps below:

2. Upload Income Records e Click
<UPLOAD>
. Note:
‘ You may access
the Excel
_ _ ) ) template via
Upload Private-Hire Car Drivers' income using the ‘template’
template (EXCEL, 23.8 KB). hyperlink to
prepare the
records.
UPLOAD
Submit Income Records for Self-Employed e Click

<SELECT FILE>

1. Upload File

For Private-Hire Car Drivers' income derived in 2019 (YA 2020)

Select afile to upload m

Supported File Type ~ xlsx, containing only one worksheet
Maximum File Size  2.00 MB per file
Maximum Record per Submission 5,000 records

( BACK
N
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2. Upload

& Choose File to Upload

Organize New folder

~

-
E

Mame

£ Subm of Drivers' Income 1
£ Subrm of Drivers' Income 2

£ Subm of Drivers' Income

T « Doc. » Files for upload_Y..

A

v 0 Search Files for uplead_YA 2020

== ¥

Date modified Type

9/1/2020 8:35 AM

vl oo

a7 onn

97 ey 11:53 -'1\M

16/1/2020 2:04 PM

File name: “

v‘ Custom Files (*.xlsx)

| Open |

i |

Microsoft Excel W...
Microsoft Bxcel W...

Microsoft Excel W...

Cancel

X
P
(7]

Size

e Browse to select
the desired file
for upload.

e Click <Open>
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2. Upload

Submit Income Records for Self-Employed

For Private-Hire Car Drivers' income derived in 2019 (YA 2020)

Subm of Drivers' Income 1.xlsx

Supported File Type  xlsx, containing only one worksheet
Maximum File Size  2.00 MB per file
Record per Submission 5,000 records

List of record(s) with error(s)
The file "Subm of Drivers' Income.xlsx" contains 2 error(s). Please rectify the error(s) displayed in the grid below and re-

If there is error
detected, the
record(s)
containing
error(s) will be
displayed in
data grid as
shown.

Refer to ‘Error
Description” in

BACK PROCEED

upload the file. the grld and
rectify the
Incentives/ 0rflo
Rebates/ error(s) within
Excel NRIC No. of 3 Gross Passenger Promotion e .
Row  Driver NamaictDitwer Fares Collected Payments/ Brvor Descrigrion yO ur Excel ﬂ | €.
Miscellaneous
Payments
Re-upload the
Excel file.
Gross fares must
6 [E— | 0 24 be more than
zero
ié — &7 87 Name of driver is
mandatory
BACK
SubmitIncome Records for Self-Employed g
P1oy Once the file is
free of error,
.
click
. . . . . . < >
For Private-Hire Car Drivers' income derived in 2019 (YA 2020) PROCEED
Subm of Drivers' Income 1.xlsx
Supported File Type  xlsx, containing only one worksheet
Maximum File Size  2.00 MB per file
Maximum Record per Submission 5,000 records
@ Subm of Drivers' Income 1.xlsx Total 5,000 record(s) X

N
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2. Upload

User with “Preparer” role will need to send the uploaded records to an Approver.

Submit Income Records for Self-Employed

For Private-Hire Car Drivers' income derived in 2019 (YA 2020)

Summary of records uploaded

If you have
been authorised
with ‘Preparer’
role, verify the
information in

Summary.
Total no. of Total amount of Gross Passenger Total amount of Incentives/ Rebates/ Promotion
Records Fares collected (S$) Payments/ Miscellaneous Payments (5$) . C | ICk < S E N D
5,000 52,502,500 12,612,500 FOR
APPROVAL>.
BACK
Submit Income Records for Self-Employed SAVE A5 POF) PRINT e An
acknowledgment
.
page will be
Acknowledgement displayed.
Sent for Approval .
- e Click <UPLOAD
The recond|s] wploaded has nof been submitied bo IRAS and is pending approval from an Apprower.
NEW> to upload
Mame of Orgaisation Organisation Tax Ref e. ] o g
the next file, if
Ackmswledgement Mo, ESIOIB0LIOPHCDSITTAAT3E] D) Time L Jan 2030 01:45 PM .
any, or click
<VIEW
For Private Hire Car Drivers' income derived in 2019 (YA 2020)
RECORDS> to
Summary of records uploaded view records sent
for approval or
Todal ne. of Total amount of Gross Passenger Tetal amcaunt of Incentives/ Rebetes/ Prometion
Recaids Fares collected (55) Payments) Miscellaneous Payments (55) records
submitted.
50040 52,500,500 12,513,500
e Approach your
Approver to
Note access the digital
Yo ané encouraped 1o kéep a copy ol this Acknowledgemin lor fubss reference serv|ce a nd
submit the

uploaded records
to IRAS.
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Step 3: Submit Records (for users with “Approver” role)

Users with “Approver” role can submit the uploaded records to IRAS under 2
scenarios:

a) Records uploaded by himself as Approver

Submit Income Records for Self-Employed .
o Verify the
= information i
Summary
For Private-Hire Car Drivers' income derived in 2019 (YA 2020)
Summary of records uploaded .
o Click
Total no. of Total amount of Gross Passenger Total amount of Incentives/ Rebates/ Promotion <SUBMIT>
Records Fares collected (S$) Payments/ Miscellaneous Payments (55)
30 1,491,481 15,114

Contact Person's Details

All matters related to this digital service will be directed to the following Contact Person:

Name —— vesgration
Email Address ] office No. s
Mobile No. I

( Back ) N

h. A 4

13
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User authorised with “Approver” role will access the digital service to submit the
records uploaded by Preparer.

b) Records sent for approval by "Preparer”

Approver can also click <REJECT> to reject records uploaded by Preparer.

Submit Income Records for Self-Employved
e Select* the
For Private-Hire Car Drivers' income derived in 2019 (YA 2020) records for
1. Verity Contact Person”s Details . Upload Income Records su meSSIOn by
clicking the
M prostiers relabed bo ihis digital servics will be o
airecied o e Cordact Pertan. Plesss wpdats e I releva nt radlo
— button.
I _ _
Desl " Upload Frr-'.itr-llurt.ar Drivers’ Imcome usang the
| ] template (EXCEL, 33.8 KB). ° C|ICk <SUBM|T>
Email Addrees .
— P oo to submit the
Ofice b, Mobile Mo,
[ records to IRAS.
* Approver can only
Current Records select one radio
Panding sppravsl button at one time.
1= 20f 2 ReConds
Date/Time Created by :::L‘ Fite Action
:Pr':IIJ"l 01 ESEPPREPS 5000 I‘:.':::Ii‘:;:r"
N6 S FOE G0 8 ESEPERERS 5000 Sasben of Dikvers'
P Incoma 1.xlsx
HEJECT ""—_\

14
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e An

acknowledgement
page will be
displayed once
you have
successfully
submitted the
records to IRAS as
an Approver.

Submit Income Records for Self-Employed =5 SAVE AS PDF| PRINT

Acknowledgement

Successful Submission

You have submitted the record|s) successfully and it will be processed within 5 working days.

Name of Organisation (I Orgenisation Taxeftio. (NN

Acknowledgement Mo, E519160120PHCDS3TTRETIE4 Date/ Time 16 Jan 2020 02:00 PM
e You are
For Private Hire Car Drivers' income derived in 2019 (YA 2020) encourage dto
Summary of records uploaded keep a copy of the
_ ! Acknowledgment
Tatal n, of Total ameunt of Gross Passenger Total amount of Incentives/ Rebates/ Promation
Records Fares collected (55) Payments/ Miscellaneous Payments (53] page for future
reference.
5,000 52,502 500 12,612,500

The uploaded records were submitted by
Name |
Name of Organisation [N Organisstion TaxRefNo. NN

Al matters relabed Lo this digi!al sdrnci will b directid Lo !hﬂullnwing Canlact Persod:

Name I Ocsignation I
moiaddres I Offce o ——
Mobile No. ]

Nole

You are encouraged to keep a copy of this Acknowledgement for future reference.

D CIEx
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How to view submitted records:

Submit Income Records for Self-Employed

For Private-Hire Car Drivers' income derived in 2019 (YA 2020)

1. Verify Contact Person's Details

All matters related to this digital service will be
directed to the Contact Person. Please update if the
following details are not correct.

Name

Designation

Email Address

Office No. Mobile No.

Current Records

Submitted
1-30f 3 Records
Date/Time Acknowledgement No.
16 Jan 2020 02:11
ES19160120PHCD5377867386

PM

16 Jan 2020 02:07

oM E£S19160120PHCDS377867385

16 Jan 2020 02:00

M ES19160120PHCD5377867384

2. Upload Income Records

Upload Private-Hire Car Drivers' income using the
template (EXCEL, 23.8 KB).

e Click
“Submitted” tab
under Current
Records

e Click <VIEW>

Note:

Only submissions
for current YA are
available for
viewing.

Ho. ot File Action
Records
Subm of Drivers’ —
5,000 ( w )
Income 1.xIsx N
Subm of Drivers' —
30
Income.xisx
Subm of Drivers’ g
5,000 ( view )

Income 2.dsx —

16
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Contact Information
For enquiries on this user guide, please email SE_CP@iras.gov.sg.

Published by
Inland Revenue Authority of Singapore

Published on 20 April 2021

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 20/04/2021 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
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