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1. Notifications 
A few days before the year-end adjustment period begins, you might receive email notifications reminding 
you of this upcoming activity, so you can start collecting the documents that you might have to provide as 
evidence (how many emails and how much time in advance they will be sent depends on the configuration 
requested by your HR department). You will also receive a notification on the day the period begins, so you 
know you can start filling your online forms. Before this period, the forms will not be available. There are 
also other types of notification that will be sent throughout the period, especially those that will alert you 
in case the submission end date is approaching but your forms have not been submitted yet (these emails 
will also depend on the configuration requested by your HR department). 

2. Login 
To start filling the online forms, you have first to login to the Employee Self Service (ESS) Portal with your 
current user ID and password. Once in the portal, you have to click on Tax Declarations in the menu on the 
left (as shown in the image below).  
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3. Tax Declarations Page 
Here you see all the four forms that can be submitted before the submission’s end date. At least two of 
these forms must be submitted: the Personal and Dependents Declarations form for the current year, and 
the equivalent form for the next year. You can notice both are mandatory because they do not display an 
“optional” tag, as is the case with the Housing Loan Declaration form (please see image below). Regarding 
the Insurance Declaration, it will be optional or not depending on the group insurance information: if your 
organization provides group insurance and this information has been preloaded into the form, this form 
will also be mandatory, even in case you do not have personal insurances to be declared. Another important 
information you will see here about the form is the due date, to let you know the final deadline when all 
the forms should be submitted. Finally, you will notice that there is a “Start” button, so you can open and 
start working on the form (this button will change to “Continue” if you start filling the form but do not 
submit it, and will change to “View” if the form was already submitted and you cannot change the content 
anymore). In this page, you will also see three additional things: 

 The most frequently asked questions, which might help you in case you need more information 
that you could not find in this guide. 

 The contact information of the approver that will be reviewing your forms, in case you want to 
contact them directly for questions or want to confirm their address. 

 A link to the screens that will allow you to update your personal information (although you should 
not worry at this stage about it, because you will have an opportunity to validate this information 
later when you open the Personal and Dependents Declarations form for the current year). 
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4. Form Status 
The initial status of any form is “Not Started”. A clear indication that a form has not been started yet is if 
the corresponding button says “Start”. When you start working on the form, the information you enter 
will be automatically saved and the status will be changed to “In Progress”. When you submit it for review 
and approval, the status changes to “Submitted”, which means that the approver can start reviewing your 
form. When he first opens the form to do it, the status will be automatically changed to “In Review” (before 
he does it, you still can open you form to make changes, but once “In Review” you will not be able to change 
it any longer). If the approver does not see any issues, he will approve it and the status will change to 
“Approved”. But in case he identifies some incorrect or missing information, he will reject the form and its 
status will change to “Rejected” (besides, you will receive a notification saying that you should fix and re-
submit the form). Once you fix the issue and the form is finally approved, the form will get its final status 
“Approved”. You can follow all this status changes for each one of your forms in the Tax Declarations page, 
as in the example below (notice the different status for each one of the forms). 
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5. Form Sections 
All forms are divided into sections. Each section is dedicated to a certain of group of related information. 
You can navigate from one section to the next by clicking on the “Save and continue” button or by clicking 
on the left menu (please see image below). You have to follow the established sequence and will not be 
allowed no skip sections (unless you are moving back to a section you have already visited before). Some 
sections are only informative, like in the example below, while other sections will ask you for information 
or to upload documents. You will not be able to move to a new section unless you complete all the required 
information on your current section. Once you move to a new section, all your progress up to this point will 
have been saved. 
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6. Evidence 
Based on the information you provided, the form might ask you to include evidence in digital format or as 
hardcopy. Depending on the type of document, a digital copy might be required (indicated by the red 
asterisk, as in the image below) or might be optional. For some documents, even when digital copies are 
allowed you still have to send the original documents to the approver. There is one section in the form to 
upload digital copies and another that will list the required hardcopies. Whenever hardcopies are required, 
you have to follow the instructions given by your HR department saying how these documents should be 
sent to the approver. 

 

7. Comments 
When you get to the end of the form, you will be able to add comments before you submit it. Whatever 
comments you enter in this section will be read by the approver reviewing your form. Your comment can 
also be a question (in case you are not sure about some required information or document, for example). If 
the approver rejects your form, he should also add a comment, so you can know exactly what should be 
fixed. In the comments section, you will see a history of all comments already added in the form. Once the 
form has been submitted, however, you will not be able to add comments anymore (unless the form is 
rejected and therefore returns to you). 
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8. Submission 
Once you have entered all your declaration information and uploaded the required evidence, you are almost 
ready to submit your form for approval. Before doing so, though, you must review all this information to 
make sure there are no mistakes. Once you submit the form, its status will be changed to “Submitted”, and 
you will still be able to make changes until the approver starts reviewing. Once the approver opens your 
form for the first time to review, the status will automatically change to “In Review” and you won’t be 
able to change the form’s content anymore (please see how your forms will look like in both situations 
below). You should expect to have your form reviewed in the next few days. You can submit your form 
until the submission end date, after which you will not be able to edit or submit forms anymore. The 
approver, however, will have a couple of more weeks afterwards to continue reviewing and approving 
forms. In case your form is rejected after the submission end date, you might be granted a few more days 
to make the corrections and submit the form again (a new submission end date will be displayed in the 
form). 

 

 
 

 

9.   Approval 
Once approved, the form status will be changed to “Approved”, and you will receive a notification. Each 
form must be reviewed and approved independently, which means that you can have one form approved 
and another rejected. We recommend you do not delay and start filling your forms as soon as you receive 
the notification that the submission period is open. Otherwise, you might risk not having enough time to 
correct an issue and resubmit, in case you have a rejected form. Finally, once all your submitted forms have 
been approved, your mission is complete, and sometime soon later your tax certificates will be generated. 

 

*                                *                                * 


