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About Submit Employment Income Records Digital Service

1. Submit Employment Income Records Digital Service allows employers to prepare and submit their employees’ 
employment income information online.

2. It is suitable for employers who:

• Are not using payroll software that is integrated with the AIS API and are submitting the income records 
manually;

• Have to make amendments to records submitted previously; or

• Have registered for the Data Link-up Service, which allows income details of employers’ NRIC employees to be 
obtained from CPF Board and pre-filled. From Jan 2026, this service also allows personal particulars of your 
foreign employees that are obtained from Ministry of Manpower (MOM) to be pre-filled in the Digital Service

Submit Employment Income Records

https://www.iras.gov.sg/taxes/individual-income-tax/employers/auto-inclusion-scheme-(ais)-for-employment-income/amend-submitted-records
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Hardware and Software Requirements

Ensure your computer fulfils the minimum hardware/ software requirements:

Operating system
• Windows 7 and above
• MAC OS X 10.7 and above
• Java Runtime Environment 7 and above

Hardware requirements
• Pentium 4 PC and above with 2 GB RAM (recommended)
• 512Kbps speed Broadband with connection to a local ISP

Browser
• Internet Explorer 6.0 and above
• Mozilla Firefox 18.0 and above
• Google Chrome 24 and above
• Safari Browser 4.0 to 5.1.3, and 5.1.7 and above

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

Submit Employment Income Records
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• Login to myTax Portal

• Select ‘Company/ Business Tax’

• You will be directed to the Singpass login page

• After you have completed the Singpass authentication, 
you will be directed back to myTax Portal homepage

Amend Tax Bill (Object to Assessment) 
Step 1: Access Submit Employment Income Records Digital Service

Before accessing Submit Employment Income Records Digital 
Service, ensure that the authorisation for the “SUBMISSION OF 
EMPLOYMENT INCOME RECORDS” e-service is completed via 
Corppass. Learn how to authorise staff via the Corppass 
systems.

Table of 
Contents

1. Access Submit Employment Income Records 2. Preparation 3. Submission

https://mytax.iras.gov.sg/ESVWeb/default.aspx
https://www.corppass.gov.sg/portal
https://www.iras.gov.sg/media/docs/default-source/uploadedfiles/pdf/corppass-authorisation-user-guide_employment-income.pdf?sfvrsn=61dfe5b5_2
https://www.iras.gov.sg/media/docs/default-source/uploadedfiles/pdf/corppass-authorisation-user-guide_employment-income.pdf?sfvrsn=61dfe5b5_2
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Login using:

• Singpass App, or

• Password login

Amend Tax Bill (Object to Assessment) 
Step 1: Access Submit Employment Income Records 

Table of Contents
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• Mouse over to <Employers>

• Click <Submit Employment Income Records>

Note:

Only staff who has been authorised with the “Approver” or 
“Preparer” role for the Submission of Employment Income 
Records e-Service  in Corppass will be able to view the 
Employers tab and the link.

Amend Tax Bill (Object to Assessment) 
Step 1: Access Submit Employment Income Records 

Table of Contents
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You will reach the landing page for the ‘Submit 
Employment Income Records’ Digital Service.

New Submission of Employment Income Records
• To create a new submission, click <CREATE>  

(proceed to page 9 for Step 2: Preparation – 
Create Employee Records)

View Past Submissions & Retrieve Draft
• To view and retrieve past submission records, 

click on the relevant tab(s) under ‘Summary of 
Records’ for the respective years. By default, the 
current year tab is selected

• To retrieve and continue working on a draft 
submission, click <CONTINUE>

Amend Tax Bill (Object to Assessment) 
Step 1: Access Submit Employment Income Records 

Table of Contents
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Update AIS Contact Details 

Employers logging in for the first time or do not have 
existing contact details will be redirected to the ‘Update 
Contact Details’ page to update the AIS contact details:

• Update the particulars of the main contact person for 
AIS matters

• Scroll to the bottom of the page and tick the checkbox 
to agree to the Terms and Conditions of Use

• Click <SAVE CHANGES>

Step 2: Access Submit Employment Income Records 

Table of Contents

Table of 
Contents

1. Access Submit Employment Income Records 2. Preparation 3. Submission



10

Verify AIS Contact Details

For employers with existing contact details saved, ensure 
that the contact person’s details are correct so that you 
will continue to receive the AIS notifications. If updates are 
required:

• Click <How do I update the contact details> for 
instructions, then click <Update Contact Details for 
Submission of Employment Income/Self-Employment 
Income/Donation> to access the contact details 
update service (page 9)

Step 2: Access Submit Employment Income Records 

Table of Contents
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At the ‘Getting Started’ section 

• Select the correct year from the dropdown list under <For 
Income Derived In>

• Select <Submit new (original) records> 

• Click <PROCEED> 

Step 2: Preparation – Create Employee Records

Table of Contents
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Submit Employment Income Records 

• There are 3 ways to add employee records:

1. Enter each employee record manually
2. Import records with prescribed Excel template*
3. Retrieve From Past Submission*

* These features will be ready in Oct 2025

• Each submission file can have up to 200 records. If 
there are more than 200 records to be submitted, 
prepare a separate file for submission

• .
• Click <Add New Record(s)> to continue

Step 2: Preparation – Create Employee Records

Table of Contents
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Add/Edit Employee Records

• Choose the ID Type and fill in the employee’s personal 
details accordingly

• Address details are optional. If you need to enter 
address, choose Mailing Address <Singapore> or 
<Other (for Foreign or P.O. Box Address>

• If  <Singapore> is chosen, enter Postal Code and  
click <Find Address>

• If <Other (for Foreign or P.O. Box Address> is 
chosen, fill in the address details accordingly

Amend Tax Bill (Object to Assessment) 
Step 2: Preparation – Create Employee Records

Table of Contents
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Add/Edit Employee Records

Select the different tabs to prepare the employee’s Form 
IR8A, Appendix 8A and Appendix 8B

• IR8A Details for Income and Deduction Details
• Appendix 8A for Benefits-In-Kind
• Appendix 8B for Share Option Gains 

Note: Appendix 8A and 8B only need to be filled if applicable 
to the employee

Step 2: Preparation – Create Employee Records

Table of Contents
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Add/Edit Employee Records

IR8A Details:
• Fill in the Income details where applicable 

Step 2: Preparation – Create Employee Records
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Add/Edit Employee Records

• If required, click <EDIT APPENDIX 8B> in <7. Gains and 
Profits from Share Option> to create Appendix 8B

• If required, click <EDIT APPENDIX 8A> in <8. Value of 
Benefits-in-Kind> to create Appendix 8A record

Alternatively, click on the Appendix 8A or Appendix 8B tab at 
the top of the record to access the forms.

Amend Tax Bill (Object to Assessment) 
Step 2: Preparation – Create Employee Records
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Add/Edit Employee Records

IR8A Details:

• Fill in <Additional Information> and <Deductions> 
where applicable

• Click <UPDATE> to save changes

Amend Tax Bill (Object to Assessment) 
Step 2: Preparation – Create Employee Records
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Appendix 8A

• Click <ADD NEW> to create and enter accommodation 
details. You can add up to 10 accommodation records, 
where applicable

• Fill in the other details where applicable

• Click <UPDATE> to save changes

Note:
Submission of Appendix 8A with Annual Value (AV) of 
premises will be available in Oct 2025.

Step 2: Preparation – Create Employee Records

Table of Contents
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Appendix 8B

• Click <ADD NEW> to create and enter the information 
relating to the Employee Equity-Based Remuneration 
Scheme. You can add up to 30 transaction records where 
applicable

• Click <UPDATE> to save changes

Step 2: Preparation – Create Employee Records

Table of Contents
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Add/Edit Employee Records

• After completing all relevant fields and information, click 
<UPDATE> to save the employee’s record

Step 2: Preparation – Create Employee Records
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Listing of Employee Records Created

After an employee record is created, the list of saved 
employee record(s) will be shown.

• Click <EDIT> to amend the saved record, where 
necessary 

• Click <DELETE> to delete the record

• Click <ADD RECORD> to add a new employee record

• Click <CONTINUE> to proceed to review the summary 
of submission

• Click <SAVE DRAFT> to save your progress. You can 
continue with the submission without losing any 
changes, when you return later to the Digital Service

Step 2: Preparation – Create Employee Records
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Review Your Submission

• Verify that the information in the summary of submission 
is correct

Step 3: Submission
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Review Your Submission

• Click <EDIT> to amend any record(s)

Amend Tax Bill (Object to Assessment) 
Step 3: Submission
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Contact Details for this Submission

• The contact details entered here apply only to this 
specific submission. To update the primary AIS contact 
person for future communications, please navigate to 
Update Contact details. Refer to page 10 for the steps

• The contact details is prefilled with the main contact 
details for AIS

• If there is different contact person handling for this 
submission, update the contact details accordingly

Table of Contents
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Declaration

After reviewing all details and when ready to submit:

• Acknowledge the declaration by ticking the checkbox

• Click < SUBMIT>

Confirm Submission

• Click <SUBMIT> to confirm and proceed with the 
submission

Table of Contents
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Acknowledgement

• The acknowledgement page displays details of the 
successful submission along with the 
acknowledgement number

Note: If you are the preparer, the submission will be 
sent to your approver for submission. There will be no 
acknowledgement number generated at this stage.

• Click <SAVE AS PDF/PRINT> to save a copy of the 
acknowledgement page

• You can also click <View Notices> to retrieve a copy of 
the acknowledgement

Table of Contents
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Submission Completed

• Click <Submit Employment Income Record> to go back to 
the Summary of Records page

Table of Contents
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View Submitted Records

• The submitted records will be populated under 
Summary of Records

• Click <VIEW> to view past submitted records

Amend Tax Bill (Object to Assessment) 
Step 1: Access Submit Employment Income Records 
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View Submitted Records

• Under Employee IR8A Records, select the specific records 
you need or click <Select all record(s)> to choose all 
records

• Click <DOWNLOAD SELECTED (PDF)> to generate the 
corresponding IR8A, Appendix 8A and Appendix 8B forms 
for your selected records

Table of Contents
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Table of Contents
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Amend Tax Bill (Object to Assessment) 
Step 3: Submission

For enquiries on the submission process, you may chat with us online at go.gov.sg/iraschat-login.

https://www.iras.gov.sg/contact-us/individual-income-tax#LiveChatAnchor
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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 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 our position accordingly.
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