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Viewing S45 Form

Step Action/ Note

1 Select S45

2 Select View/Amend S45 Form

Note:
• Information such as the 

filing status, details of the 
records and the balance 
payable for processed 
records will be displayed

• Processed records 
submitted within two back 
years from current date are 
available for viewing and 
amendment online
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Step Action/ Note

1 Search for submitted records 
by Date of Submission or 
Acknowledgement No.

2 Select Status of the record to 
refine search (optional)

Note:
• The latest 200 submissions 

will be displayed by default 
• To narrow your search, use 

the fields as mentioned in 
Steps 1 and 2

Viewing S45 Form – Retrieving Submitted 
Records
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Viewing a Processed Submission

Step Action/ Note

1 Select View for the list of 
records submitted within the 
submission

Note:
• Select i button for the 

description of submission 
status

• Only processed submissions 
are available for viewing and 
amendment. The View
button will not be available 
for selection if the 
submission status shows 
“Submitted” or “In-
Progress”
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Viewing a Processed Submission

Step Action/ Note

1 Select View under Submission 
Record for the list of records with 
the same month of payment to 
Payee

2 Select View under Amendment 
History for the amendment details

Note:
a) Displays the filing information 

of the selected submission
b) Displays Total Balance Payable 

of all the records in the 
selected submission

c) Displays the number of 
amendments made via the e-
Service for the selected 
submission

d) Displays information of records 
grouped based on the Month 
of Payment to Payee

e) Records filed under Form 
IR37B or Form PMP are not 
available for viewing 

a

b c

d

e
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Viewing a Processed Submission 

Step Action/ Note

f) Provides an overview of the 
amendments made via the e-Service 
for the selected submission

f
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Step Action/ Note

1 Search for specific record(s) using either
• Payee Name by keying in 5 characters that 

the name begins with or contains, or
• Date of Payment by selecting the range of 

dates

2 Use the drop-down arrow at the Viewing box 
to display the next 200 records (if the 
submission has more than 200 payee records)

3 Select Edit to view details of the selected 
record

Note:
• View details of latest record will be 

displayed if there was amendment made 
to the record. Click on it to go to the 
corresponding Record Details page

• To view the filing details without making 
amendment, select No to the question “Is 
there a change in Nature of Payment”

Viewing a Processed Submission 
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Step Action/ Note

1 Filing details are displayed for viewing or 
amendment. Select Cancel to return to 
Record Details page without amendment

Viewing a Processed Submission –
Viewing Filing Details
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Viewing a Submission with Error Status
Step Action/ Note

1 Select View for more details

Note:
A submission with “Error” Status 
denotes that one or more records 
within that submission cannot be 
processed
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Viewing a Submission with Error Status
Step Action/ Note

1 Select View to retrieve the 
Payee record with “Error” 
Status
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Viewing a Submission with Error Status
Step Action/ Note

Note:
• For records that cannot be 

processed, no tax and balance 
payable amount will be displayed

• Reason for the error is reflected 
in the “Action” column
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Amending S45 Form by Preparer

Step Action/ Note

1 Refer to page 2 to 8 for the guide to 
retrieve a record for amendment

2 • Select No to view filing details and/or 
making amendment where there is no 
change in the nature of payment

• Select Yes to make amendment where 
there is a change of nature of payment 

Note: 
• If an amendment is made to the Nature 

of Payment resulting in a change to the 
form type, a new form will be 
generated  and the Withholding Tax 
information will need to be entered 
again
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Amending S45 Form by Preparer

Step Action/ Note

1 • Amend field(s) where applicable; or
• Enter Withholding Tax information 

required if a new form was generated 
due to a change in form type

2 Select Continue to proceed to 
Consolidated Statement page

3 Select Save Draft and Exit to save a draft 
of the changes made to submit at a later 
time

Note:
• Refer to pages 17 and 18 for steps on 

retrieving a saved draft for submission
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Step Action/ Note

Note:
• Verify that the information furnished is 

correct
• Information in the fields with changes 

made will be underlined

Amending S45 Form by Preparer 
- Consolidated Statement
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Step Action/ Note

1 Select Submit to Approver to proceed with 
the submission of the amendment to the 
approver

2 Select Amend Entries to go back to the Main 
Form to make changes (if any)

Amending S45 Form by Preparer 
- Consolidated Statement
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Step Action/ Note

Note:
• Upon successful submission to the 

approver, you will receive an 
Acknowledgement Page

• Amendments submitted to the approver 
will be saved up to 60 days after which it 
will be deleted

• A submission to the approver is not 
considered as a submission to IRAS

Amending S45 Form by Preparer 
- Acknowledgment Page
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Amending S45 Form by Preparer 
– Retrieving a Draft

Step Action/ Note

1 Select S45

2 Select Retrieve S45 Form 
(Draft)

Note:
• Saved drafts that have yet to 

be submitted to the 
Approver/IRAS are available 
for submission here

• Drafts will be deleted in 60 
days. A saved draft is not 
considered as a submission 
to the Approver/IRAS
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Amending S45 Form by Preparer 
– Retrieving a Draft

Step Action/ Note

1 Select Amended for Type of 
Record, and to display all draft 
amendments

2 Select Search

3 Fill in search criteria to refine 
search (optional)

4 Refer to page 13, steps 1 and 2 to 
continue to Consolidated 
Statement

Note:
Counter will reset to another 60 
days if Save Draft and Exit is 
selected after retrieval of the draft 
record
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Approving and Submitting S45 Amended 
Form by Approver

Step Action/ Note

1 Select S45

2 Select Approve S45 Form
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Approving and Submitting S45 Amended 
Form by Approver

Step Action/ Note

1 Select Amended for Type of 
Record, and to display all 
amendments that were submitted 
by the Preparer

2 Select Search

3 Fill in search criteria to refine 
search (optional)
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Approving and Submitting S45 Amended 
Form by Approver

Step Action/ Note

1 Select View to retrieve the 
amendment record
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Approving and Submitting S45 Amended 
Form by Approver - Consolidated Statement

Step Action/ Note

1 Verify that the information furnished is 
correct. Information in the fields with 
changes made will be underlined
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Approving and Submitting S45 Amended 
Form by Approver - Consolidated Statement

Step Action/ Note

2 Enter your designation, contact 
number and email when approving the 
submission

3 Select Amend Entries to go back to the 
Main Form to make changes (if any)

4 Select Submit to submit the 
amendment to IRAS

5 Select OK to proceed with the 
amendment submission
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Step Action/ Note

Note:
• Refer to the instructions under Next Steps

for information or follow up action (if any)
• A copy of this Acknowledgement Page will 

be available for view and download via S45 
Notices/Letters in myTax Portal

Approving and Submitting S45 Amended Form by 
Approver - Acknowledgment Page
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Amending S45 Form by Approver

Step Action/ Note

1 Refer to page 2 to 8 for the guide to 
retrieve a record for amendment

2 • Select No to view filing details and/or 
making amendment where there is no 
change in the nature of payment

• Select Yes to make amendment where 
there is a change of nature of payment 

Note: 
• If an amendment is made to the Nature 

of Payment resulting in a change to the 
form type, a new form will be 
generated and the Withholding Tax 
information will need to be entered 
again
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Amending S45 Form by Approver

Step Action/ Note

1 • Amend field(s) where applicable; or
• Enter Withholding Tax information 

required if a new form was generated 
due to a change in form type

2 Select Continue to proceed to Consolidated 
Statement page

3 Select Save Draft and Exit to save a draft of 
the changes made to submit at a later time 

Note:
• Refer to pages 17 and 18 for steps on 

retrieving a saved draft for submission
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Step Action/ Note

1 Verify that the information furnished is 
correct. Information in the fields with 
changes made will be underlined

Amending S45 Form by Approver 
- Consolidated Statement
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Step Action/ Note

2 Enter your designation, contact 
number and email when submitting 
the amendment

3 Select Amend Entries to go back to the 
Main Form to make changes (if any)

4 Select Submit to submit the 
amendment to IRAS

5 Select OK to proceed with the 
amendment submission

Amending S45 Form by Approver 
- Consolidated Statement
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Step Action/ Note

Note:
• Refer to the instructions under Next Steps

for information or follow up action (if any)
• A copy of this Acknowledgement Page will 

be available for view and download via S45 
Notices/Letters in myTax Portal

Amending S45 Form by Approver -
Acknowledgment Page
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Amending S45 Form - REITs

Step Action/ Note

1 Refer to page 2 to 8 for the guide to retrieve a record for amendment. 

2 • Select No to view filing details and/or making amendment where there 
is no change in the nature of payment

• Select Yes to make amendment where there is a change of nature of 
payment 

3 You will need to locate the records relevant to your amendments. Please 
see the example at page 31 and 32.

Note: 
Refer to page 12 to 24 if amending the S45 Form as a preparer and page 
25 to 29 if amending the form as an approver.
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Amending S45 Form – REITs (Example)

An example showing the amendments required due to over-deduction of Withholding Tax (WHT) for 3 unit 
holders (unit holder A, B and C) 

The table below shows the unit holders and amendments details. 
Assumed that the 3 records in the table were previously compiled with other records that are subjected to 
Withholding Tax of 17% and filed in 1 submission.
Refer to page 32 for the guide to withdraw the WHT previously declared at 17% followed by declaring the WHT at 
the correct tax rate of 10%.
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Amending S45 Form – REITs (Example)
Step 1 : To withdraw the WHT previously declared at 17% for the 3 unit holders
• Locate the relevant record(s) filed at 17%, for the date of payment and period of payment, using the original filing 

acknowledgement number
• Based on the example in page 31, assumed that a total gross taxable income of $10,000 were previously declared, 

amend the gross taxable income by subtracting the gross distribution amount ($3,000) eligible for the lower tax 
rate (0% or 10%) 

Step 2 : To declare the WHT with the correct tax rate of 10% for unit holder A and unit holder B
• Locate the relevant record(s) filed at 10% based on the date of payment and period of payment
• Based on the example in page 31, assumed that a total gross taxable income of $5,000 for records withheld at 

10% were previously submitted, amend the gross taxable income by adding the gross distribution amount 
($2,000) that is subjected to tax at 10%. 

Once both amendments have been approved and processed by IRAS, the net refundable amount will be refunded 
accordingly if payment was made on the original records.



33

Amend S45 Status Definitions

Status Definition

Amendment 
Submitted

Amendment submission has been received by IRAS, and is pending 
processing

Amendment In 
Progress 

Amendment submission is being processed

Processed Amendment submission has been processed and the amended record 
has been updated in myTax Portal

Error Amendment submission was not processed as it contains invalid data

Disapproved Amendment disapproved. Access “Notices/Letters” in myTax Portal to 
retrieve notification for more information 

Under Review Amendment pending IRAS review

Amendment Cancelled Amendment cancelled by IRAS for manual processing



Contact information
For enquiries on this user guide, please call (65) 63567012 (Withholding Tax) or email myTax mail

Published on 10 Jan 2022
By Inland Revenue Authority of Singapore

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 10 Jan 2022 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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https://mytax.iras.gov.sg/ESVWeb/default.aspx?target=MPORLoginSelection&returnUrl=target%3dMTAXMMain%26toLoginSelection%3dtrue

