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User Guide - Apply for EIS Cash Payout

Step Action/Note

Logging in to myTax Portal

1 Go to https://mytax.iras.gov.sg

2 For steps on logging in to myTax
Portal for Partnership and 
Company, you may refer to our 
Guide on How to Log In to 
myTax Portal.

1

https://mytax.iras.gov.sg/
https://www.iras.gov.sg/media/docs/default-source/uploadedfiles/pdf/company-guide-on-how-to-log-in-to-mytax-portal.pdf?sfvrsn=33aa0c59_4
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User Guide - Apply for EIS Cash Payout

Step Action/Note

Entering the e-Service

1 Click on “More”:

2 Select “Apply for EIS Cash Payout” under 
Enterprise Innovation Scheme (EIS)

1

2
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User Guide - Apply for EIS Cash Payout

Step Action/Note

General Info page

1 Note: 
Before you begin, please read the general 
information to ensure that your business 
meets the EIS Cash payout conditions.

2 Click <Apply> to begin your application.

1

2
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Enter Details Part 1 – Business Information

Step Action/Note
Part 1 – Business Information

1 For company/ partnership, the accounting period 
will be automatically filled by the system. If the 
period is incorrect, please edit the fields 
accordingly. 

2 Enter the Revenue for the Accounting Period 
shown

Note: You may click on the     button for 
explanations of the respective fields.

1

2
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Enter Details Part 1 – Business Information
Step Action/Note

Part 1 – Business Information 
(For company or partnership owning sole-proprietorship 
business)

1 Select from drop down if the claim is for sole-proprietorship 
business owned by company/ partnership.

Select “Not Applicable” if you are not claiming for the sole 
proprietorship business.

2 For company/ partnership, the accounting period is 
automatically filled by the system. If the period is incorrect, 
please edit the fields accordingly. 

3 Enter the Revenue for the Accounting Period shown

Note: You may click on the     button for explanations of the 
respective fields.

1

2

3
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Enter Details Part 2 – Qualifying Cost to Claim for Cash Payout

Step Action/Note

Part 2 – Qualifying Cost to Claim for Cash Payout

1 Click Add New at the relevant Activity to enter the details
to claim for EIS cash payout.

1

1

1
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Enter Details Part 2 – Qualifying Cost to Claim for Cash Payout

1

3

2

4

Step Action/ Note

Part 2A - Training

1 Click Add New and enter the following information:
• Course Name → key in at least 3 characters and click on to search for

the course. A window will pop up with a list of courses.
• Course Start and End Date
• Training Cost Incurred

2 Answer the question “Does the above training cost include course fees paid
directly by your staff which are subsequently reimbursed by you”
• Yes → enter additional information “Amount of Reimbursement” and

“Description of reimbursement”.
• No → you are not required to enter any additional information.

3 Click Add New at the bottom to enter more claims. You can submit a total of 20
entries for training. If you have exceeded the maximum number of entries,
please combine the values of all the remaining claims into the last entry and
provide details/ breakdown of the remaining claims by logging in to myTax
Portal > Email Us > Select EIS Cash Payout – Amend Filing.

4 Note:
• * denotes mandatory fields to complete
• Click <Delete> to delete the entire cart
• Click <Clear> to clear all the fields
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Enter Details Part 2 – Qualifying Cost to Claim for Cash Payout

1

3

2

Step Action/Note

2B. Innovation Projects carried out with Partner Institutions

1 Click Add New and enter the following information:
• Category of Approved Project (drop down selection)
• Name of Approved Project
• Project Start Date
• Name of Partner Institution
• Project Invoice/Debit Note/Credit Note

2 Click Add New at the bottom to enter more claims. You can submit a 
total of 10 entries for training. If you have exceeded the maximum 
number of entries, please combine the values of all the remaining 
claims into the last entry and provide details/ breakdown of the 
remaining claims by logging in to myTax Portal > Email Us > Select EIS 
Cash Payout – Amend Filing.

3 Note:
• * denotes mandatory fields to complete
• Click <Delete> to delete the entire cart
• Click <Clear> to clear all the fields
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Enter Details Part 2 – Qualifying Cost to Claim for Cash Payout
1

1

3

2

Step Action/Note

Part 2C. Acquisition and Licensing of IPRs

1 Click Add New and enter the following information:
• IPRs Activity (drop down selection)
For claim on IPRs acquired by cash and Licensing of IPRs
(excluding Trademark), enter the:
• Description of IPRs
• Qualifying Cost Incurred
• Date of Acquisition or Date of Licensing

2 Click Add New at the bottom to enter more claims. You can
submit a total of 10 entries for training. If you have exceeded
the maximum number of entries, please combine the values of
all the remaining claims into the last entry and provide details/
breakdown of the remaining claims by logging in to myTax
Portal > Email Us > Select EIS Cash Payout – Amend Filing.

3 Note:
• * denotes mandatory fields to complete
• Click <Delete> to delete the entire cart
• Click <Clear> to clear all the fields
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Enter Details Part 2 – Qualifying Cost to Claim for Cash Payout

1

3

2

1

Step Action/Note

Part 2C. Acquisition and Licensing of IPRs
(IPR acquired under instalment arrangement)

1 Click Add New and enter the following information:
• IPRs Activity (drop down selection) – select IPR acquired under

Instalment Arrangement
• Description of IPRs
• Total Cost of IPRs under Instalment Arrangement
• Total Instalment Paid for the Year
• Date of Instalment Agreement
• Duration of Instalment Agreement

2 Click Add New at the bottom to enter more claims. You can submit a
total of 10 entries for training. If you have exceeded the maximum
number of entries, please combine the values of all the remaining
claims into the last entry and provide details/ breakdown of the
remaining claims by logging in to myTax Portal > Email Us > Select EIS
Cash Payout – Amend Filing.

3 Note:
• * denotes mandatory fields to complete
• Click <Delete> to delete the entire cart
• Click <Clear> to clear all the fields
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Enter Details Part 2 – Qualifying Cost to Claim for Cash Payout

1

3

2

Step Action/Note

Part 2D. Registration of Intellectual Property (IP)

1 Click Add New and enter the following information:
• Date of completion of registration
• Description of Patents, Trademarks, Designs and Plant 

Varieties
• A. Registration Fee
• B. Service Fee and Other Fees

2 Click Add New at the bottom to enter more claims. You can 
submit a total of 10 entries for training. If you have exceeded 
the maximum number of entries, please combine the values of 
all the remaining claims into the last entry and provide details/ 
breakdown of the remaining claims by logging in to myTax
Portal > Email Us > Select EIS Cash Payout – Amend Filing.

3 Note:
• * denotes mandatory fields to complete
• Click <Delete> to delete the entire cart
• Click <Clear> to clear all the fields
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Enter Details Part 2 – Qualifying Cost to Claim for Cash Payout

1

2

Step Action/Note

2D. Research & Development (R&D) undertaken in Singapore

1 Click Add New and complete the qualifying criteria declaration 
by selecting “Yes” or “No”

2 Click “Proceed” to continue and “Cancel” to discard the claim.
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Enter Details Part 2 – Qualifying Cost to Claim for Cash Payout

3

5

4

Step Action/Note

2D. Research & Development (R&D) undertaken in Singapore
(continue from page 12)

3 Click Add New and enter the following information:
• Date Incurred
• Description of R&D Project
• A. In-House R&D Cost
• B. Outsourced R&D Cost (in Singapore)
• C. R&D Cost-Sharing Arrangement

4 Click Add New at the bottom to enter more claims. You can submit a
total of 10 entries for training. If you have exceeded the maximum
number of entries, please combine the values of all the remaining
claims into the last entry and provide details/ breakdown of the
remaining claims by logging in to myTax Portal > Email Us > Select EIS
Cash Payout – Amend Filing.

5 Note:
• * denotes mandatory fields to complete
• Click <Delete> to delete the entire cart
• Click <Clear> to clear all the fields
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Enter Details Part 2 – Qualifying Cost to Claim for Cash Payout

Step Action/Note

Part 2 – Qualifying Cost to Claim for Cash Payout 

1 After entering all the details, click “Continue” to proceed

2 To Save Draft or Cancel Filing, please click on the respective 
buttons.

1

2

2
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Confirmation - Submission Summary

Step Action/Note

Submission Summary (Confirmation page)

1 Verify that the information entered is correct

2 For business/ tax agent’s Preparer, you will see the Next Step at the 
bottom of the summary page, click on Back to review claim details 
or Submit to Approver if all information is correct.

Note: If you have claimed for IPRs acquired under Instalment 
Arrangement and/or R&D - click on Continue to proceed.
You will be directed to the ‘Submit Document’ page for you to 
upload the relevant documents. 

1

2
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Confirmation – Declaration by Approver

Step Action/Note

Declaration - For business/ tax agent’s Approver

1 Complete the Declaration

2 Complete the Details of Filer & Contact Person

3 Click Amend to make changes to application or 
Submit To IRAS to proceed with your application. 

4 If you have claimed for IPRs acquired under Instalment Arrangement 
and/or R&D - click on Continue to proceed.
You will be directed to the ‘Submit Document’ page for you to upload 
the relevant documents. 

Note: If you are authorized as the business/ tax agent’s “Preparer”, you 
will not see Declaration and Details of Filer and Contact Person.

1

2

3 4
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Submit Document (if applicable)

1

2

3

3

Step Action/Note

Submit Document (if applicable)

1 Click Select File to upload the:
• Instalment Arrangement Template, if you are claiming costs 

incurred on IPRs acquired under Instalment Arrangement.
• R&D Claim Form, if you are claiming R&D costs.

2 Click Back to review or amend filing.

3 Click Submit to submit the application to IRAS if you are authorized as 
the business/ tax agent’s “Approver”.

Click Submit to Approver to submit the application for Approver’s 
review and submission to IRAS if you are authorized as the business/ 
tax agent’s “Preparer”.

Note:
i. Each document must not exceed 4MB and must be in PDF 

format.
ii. You need not submit other supporting documents. However, 

please retain and submit them upon request.
iii. Only “Approver” can review and submit the application to IRAS.
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Submit Document (if applicable) – For Approver

Step Action/Note

Submit Document (if applicable) – For business/ tax agent’s Approver

1 Click on the <Document> approved for submission to review the 
document attached by preparer.
If the document is the correct document, proceed to tick on the 
‘checkbox’

2 If the Preparer has uploaded/submitted the wrong document, click 
Remove.
• Approver must re-upload the correct document before submitting 

the record to IRAS. For documents uploaded by the approver, the 
checkbox will not be shown. 

• The document submitted must not exceeded 4MB and must be in 
PDF format. You do not need to submit other supporting 
documents. However, please retain and submit them upon 
request by IRAS.

3 Click Submit to submit the application to IRAS.

2

1

3 4
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Acknowledgement – For Preparer

2

1

Step Action/Note

Acknowledgement Page

1 When the application has been successfully submitted to 
Approver.

2 Please save/ print a copy of the acknowledgement page 
for your record.

Note:
Acknowledgement number will only be shown for 
successful submission to IRAS. 

Tan ABC
Tan ABC

-

1

2
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Acknowledgement – For Approver

2

1

Step Action/Note

Acknowledgement Page

1 You will receive an acknowledgement upon successful 
submission to IRAS.

2 Please save/ print a copy of the acknowledgement page 
for your record.

Note:
Acknowledgement number will only be shown for 
successful submission to IRAS. 


	User Guide –�Apply for EIS Cash Payout Digital Service�for Companies and/or Partnership Businesses�
	User Guide - Apply for EIS Cash Payout
	User Guide - Apply for EIS Cash Payout
	User Guide - Apply for EIS Cash Payout
	Enter Details Part 1 – Business Information
	Enter Details Part 1 – Business Information
	Enter Details Part 2 – Qualifying Cost to Claim for Cash Payout
	Enter Details Part 2 – Qualifying Cost to Claim for Cash Payout
	Enter Details Part 2 – Qualifying Cost to Claim for Cash Payout
	Enter Details Part 2 – Qualifying Cost to Claim for Cash Payout
	Enter Details Part 2 – Qualifying Cost to Claim for Cash Payout
	Enter Details Part 2 – Qualifying Cost to Claim for Cash Payout
	Enter Details Part 2 – Qualifying Cost to Claim for Cash Payout
	Enter Details Part 2 – Qualifying Cost to Claim for Cash Payout
	Enter Details Part 2 – Qualifying Cost to Claim for Cash Payout
	Confirmation - Submission Summary
	Confirmation – Declaration by Approver
	Submit Document (if applicable)
	Submit Document (if applicable) – For Approver
	Acknowledgement – For Preparer
	Acknowledgement – For Approver

