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1. Fill in Email Address and Password information.  Click Logon button



2. Click account id hyperlink.
3. In the Refund menu, select

Apply for Special Refund.



5. Review the Special Refund process and requirements, and then click Next.



6. In the Request A Special Refund section, fill out all applicable fields. There a 3

types of invoices that taxpayer may select when apply special refund. Click Next.



7.    At this point, an approved audit certificate is required to submit the Special Refund Application. 
Click hyperlink ‘Click here to add an audit certificate by chartered account’ to add certificate. 

8. Add a Description of the attachment. Click Choose File. Click Save.



9. The attachment is now added. Click hyperlink ‘Click here to view an

example of completed audit certification’ to view.



NOTE : THIS PAGE NEED TO BE  UPLOADED AS 

MANDATORY ATTACHMENT 



NOTE : THIS PAGE NEED TO BE  PREPARED & 

KEPT FOR AUDIT PURPOSES



11. Verify that all information is correct and click Submit.



12. Read through the declaration and input your Password to act as your signature. Click OK.



13. The registration has been submitted successfully.



14.   Click Print Acknowledgement Receipt for your records or click OK to go 

back to the page previously.


