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Part A:
Getting Started
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1. Navigating to Onboard centre Page

Step 1: Refer to the In-Principle Approval (IPA) letter sent by MOM. Click on the
URL link within the “Book a slot to attend the Onboard programme” box.

The IPA letter will indicate if your worker needs to attend:

e medical examination only; or
e both medical examination and the Settling-in Programme (SIP) at the
Onboard centre.

What you must do to get the Work Permit card:

Before they arrive

Check their employment details in the Work
Permit application form.

If there is an error, wvisit (www.mom.gov.sg/update-
wp-details) to upload the supporting documents.

Send them the Employee's Copy of the in-
principle approval letter.

It is their visa and must be shown to Immigration to
enter Singapore.

Send them a copy of their employment
contract.

This contract must state their job scope, working days
and hours, basic monthly salary and terms such as
deductions and leave entitlements.

Buy a $5,000 security bond that is valid for
26 months from a bank or insurance
company.

Ensure your insurer sends MOM the bond before your
worker arrives. Log in to WP Online = click Enquire >
Security Bond Status to check. The bond must also
take effect when the worker arrives. If not, the worker

will be refused entry and you will have to pay to send
them home.

Buy medical insurance (hospital care and
day surgery) of at least $60,000 coverage per
year for them.

Book a slot to attend the Onboard
programme.

l Your worker will undergo their medical examination

and Settling-in Programme (SIP) at the Onboard
centre. For more details, visit
www.mom.gov.sg/onboard-centre

™~ MINISTRY OF
() MANPOWER

After they get here

Within 14 days

Ask them to attend the Construction Safety
Orientation Course or Apply Workplace
Safety and Health in Construction Sites

course.
If they already have the certificate, it must be valid for

at least 1 month from the date the work permit is
issued.

Some jobs require professional registration
(e.g. medicine, law) or licensing (e.g.
massage establishment licensing from
Police) to be carried out in Singapore. This
approval does not exempt the pass holder or
the employer from these requirements.

Log in to our Online Foreign Worker Address
Service (OFWAS) to register their Singapore
residential address and mobile number.

Log in to WP Online to get the Work Permit
card issued.

For more details, visit
www.mom.gov_sgfissue-wp.

When your request has been approved,
please print the Notification Letter.

Follow the instructions on the Motification Letter to
receive the Work Permit card.

An SMS/email alert will be sent to you before
we deliver the card.
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Step 2: When directed to the Onboard centre page, under “Book an Onboard
slot” section, click on the URL link.

Book an Onboard slot

To make an Onboard booking;:

 Ensure your worker's pre-entry housing check has been approved by MOM.

Otherwise, your bookings may be cancelled, and your company can be
debarred from hiring migrant workers.

e Login via the & OBS. -
(D) Note

Book your worker's flight to Singapore only after you have received the
pre-entry housing approval and secured an Onboard booking to avoid

unnecessary travel costs that may incur.

Step 3: You will be directed to the e-Service page to book an Onboard slot.

@ Service is online

- 4D Log in with Singpass Availability
24 hours
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2. Log in / Log out

Step 1: You will be directed to the Singpass log in website. Log in using your
Corppass Business User account either by scanning the QR Code or entering your

account ID and password.

singpass FITI|F

Beware of malware stealing login credentials saved in internet browsers ~

ond security potches up-to-date. Never disclose your passwords ond 2FA details to others.

Scan with Singpass app
Logging in os Business User

“ Log in with Singpass
B vour trusted digital identity

We are aware of mahvare stealing user IDs and passwords soved in browsers. Stay vigilont against malicious emails that con infect devices with malware. Keep software

Step 2: Upon logging in successfully, you will be directed to the system’s main

page, enabling you to start using the services.

Onboard Booking System

0 MOM officers will never ask you to transfer money or disclose bank log-in details over a phone call or email. Find out more on how to
transact safely and securely. Call the 24/7 ScamShield Helpline on 1799 if you are unsure if something is a scam.

New Booking My Bookings
Book slot(s) at the Onboard centre Manage your bookings and payments
Start Booking Manage Bookings

.
.2 USER S4001146C
Ministry of .
!{ Manpuxver ABC TESTTEST - ZHAO LAN | @ Logout h

Step 3: When you have finished using the services, click on the “Logout” button

located at the top right corner of the page to exit the system (see above).
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Part B:
Making New Booking(s)
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Step 1: Click on the “Start Booking” button within the “New Booking” box.

7 Wini USER 54001146C
Ministry of
!/ Manpower ABCTESTTEST-ZHAO LAN 1 LOBOUE

Onboard Booking System

© MOM officers will never ask you to transfer money or disclose bank log-in details over a phone call or email. Find out more on how to X
transact safely and securely. Call the 24/7 ScamShield Helpline on 1799 if you are unsure if something is a scam.

New Booking My Bookings
Book slot(s) at the Onboard centre Manage your bookings and payments
Start Booking Manage Bookings

Step 2: Complete the fields under “Booking Information” and then click on
“Check Availability”.

When you click on the “Start Booking” button, the system will prompt you if your
company is unable to make a booking e.g. if outstanding payments need to be made.

Onboard Booking System > New Booking
Workers who are working in Singapore for the first time will undergo a 3-day Onboard programme. Returning workers will undergo a 2-day Onboard programme.

The total cost per worker will vary based on the length of their Onboard programme and the services used. Refer to these tables for the estimated cost.

New Booking(s)
o

Reserve
Slot(s)

Reserve Slot(s)

» Please ensure you obtained the pre-entry housing check approval from MOM before you start booking. Booking may be cancelled without the approval.
= Please make separate bookings for workers of different citizenship/nationality.
» The booking should take less than 20 minutes to complete. If not completed within the timeframe, the reserved slot(s) will be released to other users.

Booking Information

How many workers are you booking for?

1 Upto 10

Is the worker(s) Malaysian?

No ~

What is the citizenship/nationality of your worker(s)?

Indian e

Check Availability
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Step 3: Choose your preferred available check-in date by clicking on it (shaded
in white). Then, click on “Reserve Slot(s)".

Select check-in date

Click on the calendar date below to select your check-in date

< prev August 2025 Next »

Sun Mon Tue Wed Thu Fri Sat
27 28 29 30 317 o1 02
03 04 a5 06 o7 08 09
10 ‘ 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
31 o1 02 03 04 05 06
[T Unavailable [ Limited Slots [JAvailable [ Selected
Selected check-in date:

- Reserve Slot(s)

Step 4: Complete the required fields under “Enter Worker Information”. Then,
click on “Begin Declaration” button.

The system will prompt you if you are unable to make a booking for your worker after clicking on
the "Begin Declaration" button. e.g. if worker does not need to attend Onboard programme as he
is not a Work Permit holder holding an in-principle approval (IPA).

Onboard Booking System > New Booking
Workers who are working in Singapore for the first time will undergo a 3-day Onboard programme. Returning workers will undergo a 2-day Onboard programme.

The total cost per worker will vary based on the length of their Onboard programme and the services used. Refer to these tables for the estimated cost.

New Booking(s)
o——o
Reserve Worker
Slot(s) Information

Enter Worker Information

You are booking for 1 worker(s) to check-in on 12 Aug 2025. Slot(s) are reserved for another 19:38 before they are released to other users.
Worker Information
G1234567C 101029101V
SIN Worker's FIN g v Preferred Language Dietary Requirement Cuisine Action
1. Tamil b Halal W Indian W
Cancel Booking Be, tion
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Step 5: Select Programme based on the clause shown in your worker’s IPA

letter. (This screen will only appear if OBS is experiencing a system interruption and cannoto determine your
worker(s)’ Onboard programme.)

Onboard Booking System >
Workers who are working in Singapore for the first time will undergo a 3-day Onboard programme. Returning workers will undergo a 2-day Onboard programme.

The total cost per worker will vary based on the length of their Onboard programme and the services used. Refer to these tables for the estimated cost.

New Booking(s)

- © © O © L5
Reserve Worker Programme
Slot(s) Information Selection

Programme Selection

You are booking for 1 worker(s) to check-in on 31 Jul 2025, Slot(s) are reserved for another 17 before they are released to other users,

Due to a temporary system interruption, the system is unable to determine whether your worker needs to undergo the 3-day or 2-day Onboard programme.
Please let us know what your worker’s Work Permit (WP) in-principle approval (IPA) letter says.

SIN Worker's FIN Select the clause that shows in your worker's in-principle approval (IPA) letter,

1. G1234567C v

Your worker will undergo thewr Medical Examination at the Onboard centre

Your worker will undergo ther Medical Examinaton and Setting-in Programme at the Onboard centre.

Back Begin Declaration

Step 6: Enter your company name in “Company Name” field.

Complete Declaration

‘ou are booking for 1 worker(s) to check-in en 31 Jul 2025. Slot(s) are reserved for another 18:25 before they are released to other users.
Contact Information

User Name

USER S4001146C

User NRIC
54001146C

Company UEN

R2Z5MQ3412B

Company Name

ABC COMPANY

Company Address

12 HIGH STREET 1 #4-41A, LONG BUILDING 1,
SINGAPORE 123456

Singapore Contact No,

e.g. 12345678 Verify

Contact No. OTP
Click verify to receive SMS OTP

Contact Email (Primary)

e.g. ben_sh_goh@agency.gov.sg Verify

Email QTP

Click verify to receive email OTP

Contact Email (Secondary)

e.g. ben_sh_goh@agency.gov.sg

Confirm Secondary Email

e.g. ben_sh_goh@agency.gov.sg

ragt 11U Ursu
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Step 7: Click company address to open company address form.

Complete Declaration

You are booking for 1 worker(s) to check-in on 31 Jul 2025. Slot(s) are reserved for another 15:29 before they are released to other users.
Contact Information

User Name

USER 54001146C

User NRIC
54001146C

Company UEN
R25MQ3412B

Company Name

ABC COMPANY

Company Address

12 HIGH STREET 1 #4-41A, LONG BUILDING 1,
SINGAPORE 123456

Singapore Contact No.

e.g. 12345678 Verify

Contact No, OTP

Click verify to receive SMS OTP

Contact Email (Primary)

e.g. ben_sh_goh@agency.gov.sg Verify

Email OTP

Click verify to receive email OTP
Contact Email (Secandary)

e.g. ben_sh_goh@agency gov.sg
Confirm Secondary Email

e.g. ben_sh_goh@agency. gov.sg
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Step 8: Edit company address and click on “Confirm”.

Enter your company's address

House Mo, *

1212 ABC

Street Name *

ABC STREET

Floor Mo.

10

Unit No.

10

Building Name

ABC BUILDING

Postal Code *

123456

Back Confirm -
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Step 9: Enter your 8-digit contact number in the “Singapore Contact No.” field.
Then, click on the “Verify” button. You will receive a one-time password (OTP)
via SMS to verify your phone number.

Next, Key in the OTP into the “Contact No. OTP” field.

Complete Declaration

You are booking for 1 worker(s) to check-in on 31 Jul 2025. Slot(s) are reserved for another 18:2% before they are released to other users.
Contact Information

User Name

USER 54001146C

User NRIC
54001146C

Company UEN
R25MQ3412B

Company Name

ABC COMPANY

Company Address

12 HIGH STREET 1 #4-41A, LONG BUILDING 1,
SINGAPORE 123456

Singapore Contact No.

e.g. 12345678 Verify

Contact No. OTP

Click verify to recelve SMS OTP

Contact Email (Primary)

e.g. ben_sh_goh@agency.gov.sg Verify

Email OTP

Click verify to receive email OTP
Contact Email (Secondary)
e.g. ben_sh_goh@agency.gov.sg
Confirm Secondary Email

e.g. ben_sh_goh@agency.gov.sg
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Step 10: Enter your email in the “Contact Email (Primary)” field. Then, click on
the “Verify” button. You will receive an OTP via your email inbox to verify your
email address.

Next, Key in the OTP into the “Email OTP” field.

Complete Declaration

You are booking for 1 worker(s) to check-in on 31 Jul 2025. Slot(s) are reserved for another 18:2% before they are released to other users.
Contact Information

User Name

USER S4001146C

User NRIC
54001146C

Company UEN
R25MQ3412B

Company Name

ABC COMPANY

Company Address

12 HIGH STREET 1 #4-41A, LONG BUILDING 1,
SINGAPORE 123456

Singapore Contact No.

e.g. 12345678 Verify

Contact No. OTP

Click verify to receive SMS QTP

Contact Email (Primary)

e.g. ben_sh_goh@agency.gov.sg Verify

Emall OTP

Click verify to receive email OTP
Contact Email (Secondary)

e.g. ben_sh_goh@agency.gov.sg
Confirm Secondary Email

e.g. ben_sh_goh@agency. gov.sg
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Step 11: The secondary contact email field is mandatory. If you would like
another company representative to receive the same booking-related
information, please enter a secondary email address. Otherwise, you may enter
the same email address as the primary email address.

Complete Declaration

You are booking for 1 worker(s) to check-in on 31 Jul 2025. Slot(s) are reserved for another 15:29 before they are released to other users.
Contact Information

User Name

USER 54001146C

User NRIC

54001146C

Company UEN
R25MQ3412B

Company Name

ABC COMPANY

Company Address

12 HIGH STREET 1 #4-41A, LONG BUILDING 1,
SINGAPORE 123456

Singapore Contact No.

e.g. 12345678 Verify

Contact No, OTP

Click verify to receive SMS OTP

Contact Email (Primary)

e.g. ben_sh_goh@agency.gov.sg Verify

Email OTP

Click verify to receive email OTP

Contact Email (Secandary)

e.g. ben_sh_goh@agency gov.sg
Confirm Secondary Email

e.g. ben_sh_goh@agency. gov.sg
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Step 12: Scroll down and select the checkbox to confirm that you have read and
agreed with the declaration. After that, you can click on the “Make Prepayment”
button to proceed with payment and complete the booking process.

Declaration to the Controller of Work Passes, Ministry of Manpower ["the Controller™)

I declare that:
1. | have been autharised by the above-rmentioned organisation (“the erganisation”) to submit this farm and make the declarations hersin to the Contraller
on behall of the organisation.

2, lunderstand that, by submitting this form, the infarmation given will be subrmitted to the Contralles or an autharised officer whao may act on the
inforrmation given by me. | further declare that the information that | have provided is true and acourate ta the best of my knowledge and belief. | also
understand that | rmay be liable to enforcement action if | have given any infarmation which | know to be Talse and do not beliese o be rue.

3. lgive my consent to MOM to collect and wse my data (including pessonal data) in this Term and disclose them to other Governrment mminisaries,
degartments and organs of state, stalutory boards and autharised agents for the purposes in connection with the Onbaard booking.

| declare and undertake, for and on behall of the organidatian, that

Callection, Use and Disclosure of Data

4. The arganisation has obtained written cansent fram the above-rmentioned migrant warker (*the warker®) 1o fill in his data {incdluding personal data) in
this forrm and subrmit this Tarm te MOM, and for MOM to collect and use such infarmation and disclose the infarmation o other Governmant ministries,
degartments and organs of state, statutory boards and authorised agents for the purposes in connection with the Onbaard beoking. The organisation
will furnish a copy of such written consent o MOM il regquested.

5. The organisation gives ils consent o MOM to callect and use the infarmation submitted in this form and disclose them to other Governrment minstries,
degartiments, organs of state, statutory boards and authorised agents for the purposes in connection with the Onboard booking.

Reguirernents for check-in ta the Onboard centrefs)

G. The organisation has submitted prool of acceptable accammadation far the worker to MOM and received the pre-entry housing cheds approval from
MO, The organisation understands that il it has submitted this form without receiving the pre-=ntry housing check apprasal, the workers Onboard
centre slot shall be cancelled.

7. The organisation will endeavour to engure that the worker's arrival to the Onboard centre(s) is on the same day &s the workers confirmed Onboard
centre slol and understands that if the warker arrives at the Onboard centre(s) without having confirmed an Onbaard centre slot for that day, be may
ol be allowed to check-in to the Onboard centra().

8., The arganisation understands that MOM may impase additional requirements in grder for the worker Lo enter or work in Singapore andfor to check-in
Lo the Onbaard centreis), and that MOM may cancel the warker's Onboard centre slot if the arganisation does not rmeet such reguirements as published
o MOM's website fram time to time andfar communicated 1o the organisatian in writing.

Payment and Fees

9. The arganisation acknowledges that the price schedule, in relation ta all the fees which may be inourred by a worker during the Onboard programme, is
available for viewing in the Onbeard booking system.

10. In additian to the initial payrment made at the gpoint of booking of the Cnboard pragrameme, the organization agrees 1o pay lfor any additianal fees
incurred by the warker during the pragramme. The armount of such additianal fees may be found in the invoice which can be accessed through the
Onboard booking system. These additional fees shall be deducted from the prirmary creditddebit card pravided by the organization in the Onboard
booking system an the invoice date. The invoice status will be reflected ag "Paid® once the payment of these additional fees @ successfully processed,
serving as an official receipt. The arganisation understands that failure Lo rmake such payments may resull in the denial of it access to make any new
booking in the Onboard booking system and il sccess s denied, it rmay Lake up lo 20 calendar days Tar the access to be restared.

11. The arganisation acknowledges that, if the worker's Onbaard centre shot is cancelled after the sulbsmission of this forrm, any refund of the initial payment
{either in whale ar in part) to the primary credit /£ debit card provided by the organisation in the Onboard booking system shall be subject 1o MOM's sole
discretion. The refund status and amaunt will be available for viewing in the Onbaard booking system.

12. The arganisation shall be subject Lo late pagyment interest at the prevailing government interest rate an the amount due on the invoéce Eseed, should
payment for the cast of the worker's Onboard grogramme and stay at the Onbaard centre not be made successfully by the dus date stated in the
invoice, Interest on overdue payments will subsist until the tatal outstanding amount & paid. The prevailing government interest rate is currently ab 7.2%
per anmum.

False Declaration
13. The arganisation understands that it may be liable to enforcement action if | hawve given any infarmation in this foren which | know to be Talse and do nat
befieve to be true, or il the organidation does nat Tulfill the above responsibilities. This may include your company being detsarred from hiring fareign

workers.

ﬂ | have reasd and agreed to the abowve declarations.

Make Prepaymant
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Step 13: For first-time users, go to the “Select the Payment Method” section,
select the checkbox for "New Credit Card" and add your preferred credit or debit
card information. This information will be automatically saved as the primary
card under your log in account.

Any card information previously saved in the system will also appear here — you
may also select that preferred card for payment by clicking on the correct
checkbox.

Click on the “Confirm Booking” button to make the transaction.

If you exceed the specified time for reservation or if the slot(s) is/are no longer available,
the system will prompt you that you cannot proceed with the booking confirmation.

You can refer to Part D: Credit/Debit Card Information in the user guide for more
details on how to manage your card details.

Onboard Booking Systerr New Booking
Workers who are working in Singapore for the first time will undergo a 3-day Onboard programme. Returning workers will undergo a 2-day Onboard programme.

The total cost per worker will vary based on the length of their Onboard programme and the services used. Refer to these tables for the estimated cost.

New Booking(s)

o o © o

wr
Reserve Worker Declaration Payment
Slot(s) Information

Confirm Payment Information

You are booking for 1 worker(s) to check-in on 31 Jul 2025. Slot(s) are reserved for another 1 before they are released to other users. _

The Onboard programme that you have booked for your worker(s) is subjected to possible changes with accordance to prevailing policies. Extra charges may
be incurred after your worker(s) check out of Onboard centre.

SIN Worker's FIN Programme Amount (SGD) GST (SGD) Total (SGD)
1 G1234367C 3-day Onboard Programme 500.00 45.00 545.00
Total 545.00
- Select Payment Method
New Credit Card 545,00
Card number Expiration date Security code
1234 1234 vrnnm MM [ ¥ CVC ey
Country
Singapore ~

By providing your card information, v Jllow Ministry of Manpower to charge yo 1 for future payments in ace . Aith their terms

Credit card information stored securely via stripe

|.- Back | Confirm Booking _
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Step 14: When you see this screen, your booking has been confirmed, and
payment is successful. Click on the invoice no. to view payment details. After
viewing the payment details, click on the web browser “Go back” sign to the
previous web page.

Onboard Booking System > New Booking > Payment Confirmation

@ Onboard centre Booking Success

Your booking(s) have been confirmed.

Transaction Completed

Booking Details

Payment date: 23 Jul 2025
Number of workers: 1
Check-in date: 31 Jul 2025

Warker(s)'s citizenship/

nationality: Indian
Payment method: Credit Card
Amount paid (5GD): 545,00
Onboard centre address: 20A Seletar West Road 1, Singapore 798991
Invoice(s): . .
SIN Booking Reference Worker's FIN Programme Invoice No.
1. 20250700014 (G1234567C 3-day Onboard Programme QC-PRA-20250700018 -
[§| Print
Start New Booking Go to My Bookings

What to do next?

Please remind your worker(s) to check in to the Onboard centre on the booked date,
Ensure that your worker(s) bring along the following documents to the Onboard centre:
= |PA letter - employee's copy (full set)
» Printout of Onboard booking confirmation email
® [Doc JIT'IC'HE]I"_V' |7':Jc'.-Fc'.-f vaccination

= Aworking smartphone

< O ()  https://service2.mom.gov.sg/obs/live/employerweb/invoice-template/Ix8ha311 S}
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Step 15: You will receive a confirmation email (as per the sample below) in your
email inbox once your booking has been confirmed.

Dear Emplovyer,

Your Onboard booking request for the slot indicated below has been confirmed.

Booking for: Sengkang West. Booking Reference: 20250700014

Please ensure that your worker shows the following documents when he arrives at the Onboard centre:
¢ Acopy of his booking confirmation email; and
s Acopy of his IPA letter

¢ Documentary proof of vaccination
¢ Aworking smartphone

Onboard booking detail

Worker'sFIN:  G1234567C

Booking status: Confirmed

Programme: 3-day Onboard programme
Check-in date: 31 Jul 2025

Planned Check-out date: 02 Aug 2025 (You will receive a separate email regarding the confirmed check-out date after
your worker checks-in. You can also refer to the Onboard Booking System for the check-out date.)

Worker's language: Tamil
Worker's dietary requirement: Halal

From 19 September 2023, proof of acceptable accommodation will be required for new non-Malaysian CMP WPHs
before they are allowed to enter Singapore. You had declared during the Onboard booking process that MOM has
already given you the pre-entry housing check approval. Please note that the Onboard booking for your worker may be
cancelled without this approval. If you bring your worker into Singapore without such approval, it is a breach of pre-
entry housing check requirement. Your worker's Onboard slot will be cancelled and your company will be debarred from
hiring foreign workers.

You must arrange for your own transport to send your worker directly fromthe airport to the Onboard centre on the
same day as his confirmed Onboard slot.

For Onboard location / directions, please click on this link: Onboard @Sengkang West

You may reschedule or cancel your worker's Onboard slot via your Onboard Booking System (OBS) account (under
"Manage Bookings -> "Bookings"). Refer to the user guide for more information.

This is a system-generated email. If you have additional queries, you may contact us through our feedback and enquiries
page. (Select Foreign workforce management -> About Onboard centre).

Yours sincerely
Assurance, Care and Engagement Group
Ministry of Manpower

Page 19 of 40



Ministry of Manpower

Part C:
Manage Your Bookings
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1. View Your Bookings

Step 1: To view and manage the current and past bookings, click on the
“Manage Bookings” button located in the “My Bookings” box.

USER S4001146C ~. "

o
/ Mini f
{/ M?AZ‘O'L& ABC TEST TEST - ZHAO LAN

Onboard Booking System

© MOM officers will never ask you to transfer money or disclose bank log-in details over a phone call or email. Find out more on how to X
ynsact safely and securely, Call the 24/7 ScamShield Helpline on 1799 if you are unsure if something is a scam,
New Booking My Bookings
Book slot(s) at the Onboard centre Manage your bookings and payments

Start Booking Manage Bookings -

Step 2: Click on the “Bookings” section to access and view all your bookings.
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Onboard Booking System > My Bookings

Bookings and Payments
‘ > Bookings

> Onboarding/Onboarded Worker(s)
> Payments

> Other Fees

> Credit/Debit Card Information

Page 21 of 40



Ministry of Manpower

Step 3: Click on any of the booking tabs to display all the bookings you have
made. The booking tabs indicate the current status of the booking for each

worker. You may also enter your worker’s FIN in the search box to find a specific
booking.

Tab Name Type of Records Displayed

Booking Confirmed Display the valid bookings that you are still able
to reschedule or cancel.

Booking Locked Display the valid bookings that you are unable

to reschedule but will still be able to cancel.
You are unable to reschedule 1 day before the
planned check-in date.

E.g. The deadline to reschedule the planned
check-in date for May 20th is before May 18th,
23:59hrs.

Booking Cancelled Display bookings that are cancelled by you or by
MOM. Bookings cancelled by MOM will indicate
reasons for cancellation.

Onboard Booking System > My B

Bookings and Payments
v Bookings

¢ Bookings will be under “Booking Locked” tab 3 day(s) before the check-in date. You will not be able to reschedule them.

Enter FIN and click on Search

Q Search
Booking Confirmed Booking Locked Booking Cancelled
Booking Reference Booked On Worker's FIN Programme Check-in Date Action
20250700015 23 Jul 2025 G1234567C 3-day Onboard programme 02 Aug 2025 Reschedule
20250700014 23 Jul 2025 G1234567D 3-day Onboard programme 31 Jul 2025 Reschedule

Start New Booking
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2. Reschedule an Onboard Booking

Step 1: In the “Booking Confirmed” tab, click on the “Reschedule” link if you
would like to reschedule the date for a booking. You can only reschedule one
booking at a time.

Onboard Booking System > My Booking

Bookings and Payments
v Bookings

* Bookings will be under “Booking Locked” tab 3 day(s) before the check-in date. You will not be able to reschedule them.

Enter FIN and click on Search Q Search

Booking Confirmed Booking Locked Booking Cancelled

Booking Reference Booked On Worker's FIN Programme Check-in Date
20250700015 23 Jul 2025 G1234567C 3-day Onboard programme 02 Aug 2025 Reschedule
20250700014 23 Jul 2025 G1234567D 3-day Onboard programme 31 Jul 2025 Reschedule

Start New Booking

Step 2: Ensure that you choose the correct booking that you wish to
reschedule.

Onboard Booking System > My Bookings

Bookings and Payments

v Bookings

Reschedule Booking

Booking Reference

20250700015

Worker's FIN

G1234567C

Previous check-in date

02 v Aug vl 12025 v
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Step 3: Click on your new preferred check-in date that is still available (shaded
in white). Next, click on the “Confirm Reschedule” button.

Select new check-in date

Click on the calendar date below to select your check-in date

< prev August 2025 Next >

Sun Mon Tue Wed Thu Fri Sat
27 28 29 30 31 01 0z
03 04 05 06 07 08 09
10 1 12 - 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
31 o1 02 03 04 05 06
[ Unavailable [ Limited Slots [1Available [ selected
New check-in date:
Cancel Confirm Reschedule

Step 4: You will be redirected to the “Booking Confirmed” tab. If the new date is
displayed, the change is successful. No further actions are required.

Onboard Booking System > My Bookings

Bookings and Payments

v Bookings

+ Bookings will be under “Booking Locked” tab 3 day(s) before the check-in date. You will not be able to reschedule them.

Enter FIN and click on Search Q Search

Booking Confirmed  Booking Locked Booking Cancelled

Booking Reference Booked On Worker's FIN Programme Check-in Date Action

20250700015 23 Jul 2025 (G1234567C 3-day Onboard programme 13 Aug 2025 Reschedule

Start New Booking
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3. Cancel Onboard Booking(s)

Step 1: Under the “Booking Confirmed” or “Booking Locked” tab, select the
booking(s) you want to cancel by ticking the relevant checkbox(es). Click on the
"Cancel Booking" button at the bottom to review your selected booking(s) for
cancellation.

Onboard Booking System > My Bookings

Bookings and Payments

v Bookings

* Bookings will be under “Booking Locked” tab 3 day(s) before the check-in date. You will not be able to reschedule them.
Enter FIN and click on Search Q Search

Booking Confirmed Booking Locked Booking Cancelled

Booking Reference Booked On Worker's FIN Programme Check-in Date Action

20250700015 23 Jul 2025 G1234567C 3-day Onboard programme 13 Aug 2025 Reschedule

1 booking(s) selected

‘ Cancel Booking Export (Excel)

Step 2: Verify that the correct booking(s) has been selected. The “Amount (SGD)”
shows the value that will be refunded to your credit card, which was used for the

booking. Next, click on the “Confirm Cancellation” button to complete the
cancellation.

Onboard Booking System > My Bookings > Cancel Booking

Booking Cancellation

Review Cancellation

Please note that booking cancellation cannot be undone. Reserved slot will be immediately freed up and you will need to start a new booking again.

SIN Booking Reference Worker's FIN Programme Amount to Refund (SGD) Action
1. 20250700015 G1234567C 3-day Onboard programme 545.00
Total 545.00

Back Confirm Cancellation -
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Step 3: When you see this screen, your booking cancellation is successful. Click
the “Credit Note No.” to view the refund details. After viewing the refund details,
click on the web browser “Go back” sign to the previous web page.

Onboard Booking System > Employer Portal > Refund Confirmation

@ Cancellation Successful

Transaction Completed

Cancellation Details

Cancellation date: 24 Jul 2025
Number of cancellation(s): 1

Booking email: Andy-lim@abc.gmail.com

Amount to refund (SGD): 545.00
Credit Note(s): : ;
S/N  Booking Reference We  G1a3as67C Programme Credit Note No.
1. 20250700015 G1234567C 3-day Onboard programme 0C-CNB-20250700020 _
(@ Print
Go to My Bookings
= @] ) https://service2.mom.gov.sg/obs/live/employerweb/invoice-template/Ix8ha311 Q
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The booking will be canc
20250700006 18 Jul 2025 G1234567A 3-day Onboard programme 22 Jul 2025 25 Jul 2025 if the worker
checked in.

Ministry of Manpower

4. Export Onboard Booking Records

If you wish to manage your bookings on your personal laptop or desktop
machine, you can export the records following the steps here.

Step 1: Under any booking tabs, choose the displayed record(s) to export by
clicking on the relevant checkboxes. You can also click on the top-leftmost
checkbox to select all records. Next, click on the “Export (Excel)”’ button.

Onboard Booking System > My Bookings

Bookings and Payments

v Bookings

* Bookings will be under “Booking Locked” tab 3 day(s) before the check-in date. You will not be able to reschedule them.

Enter FIN and click on Search Q) Search

Booking Confirmed  Booking Locked  Booking Cancelled

Booking Reference Booked On Worker's FIN Programme Check-in Date Remarks

The booking will be canc
20250700005 8 Jul 2025 G1234567B 3-day Onboard programme 22 Jul 2025 25 Jul 2025 if the worker
checked in.

2 booking(s) selected

Cancel Booking Export (Excel)

Step 2: After a successful download, your selected records will be launched
automatically on Microsoft Excel. You may now save the Microsoft Excel file on

1
your device.
x| @
File Home Insert Pagelayout Formulas Data Review View Automate Help Acrobat 3 Comments
& Calibri vz v - tional Formatting v & Insert  ~ $ 0128 Apry ]
r © B I U AA . G1234567A . p &J @I E{})
B -~ Data E e A tas Table FEDelete ~ Eiting Sensitivity = Add-ins  Analyze  Create
& Protection ¥ {11y v A v W@ 11 Cell Styles ~ i Format ¥ v v Data a PDF
Clipboard N Font = Alignment & Number [~ Styles Cells Sensitivity Add-ins Adobe Acrobat
B10 v i 28 Apr
A B C D B E
1 Booking Reference Booked On Worker's FIN Programme Check-in Date Remarks
r The booking w23 Aprancelled on 25
Jul 2025 if the worker has not
2 20250700006 18 Jul 2025 G1234567A 3-day Onboard programme 22 Jul 2025 checked in.
r The booking will be cancelled on 25
Jul 2025 if the r has not
3 20250700005 18 Jul 2025 G1234567B 3-day Onboard programme 22 Jul 2025 checked in.

Page 27 of 40



Ministry of Manpower

5. Status of Onboarding/Onboarded Workers

This section enables you to track the status of your worker(s) — If he is still
residing or have checked out from the Onboard centre.

Step 1: Click on “Onboarding/Onboarded Worker(s)” section.

.
- USER S4001146C
Ministry of = Logout
'/ Manpoiver aBC company 2 108

Onboard Booking System > My Bookings

Bookings and Payments
> Bookings

-> Onboarding/Onboarded Worker(s)

> Payments

> Other Fees

> Credit/Debit Card Information

Step 2: Click on either “Checked In” or “Checked Out” tab to display the checked
in or out status of your worker(s) at the Onboard centre. If your worker(s) has
not checked in, he will not appear in both tabs.

Tab Name Type of Records Displayed

Checked In Display worker(s) (by Booking Reference and
FIN) who had checked-in and is still at the
Onboard centre.

Checked Out Display worker(s) (by Booking Reference and
FIN) who had checked out from the Onboard
centre.
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v Onboarding/Onboarded Worker(s)

+ If you fail to pick your worker(s) up on the day of check-out, your company may incur additional charges.

Enter FIN and click on Search Q. Search

Checked In  Checked Out

. Planned Days of Planned Check-in Actual Check-in Plai
Booking Reference Worker's FIN Programme

Stay Date Date Dat

20250700009 G1234567A 3-day Onboard programme 4 25 Jul 2025 21 Jul 2025 23

20250700008 G12345678 3-day Onboard programme 4 25 Jul 2025 21 Jul 2025 23,

2 worker(s) selected

Export (Excel)

Step 3: You may export the records by following the same steps from Part C
Section 4: Export Onboard Booking Records.
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6. Manage Payments

i. Make Payments

Step 1: Click on “Payments” or “Other Fees” section.

.
'/ Ministry of USER 54001145¢ [3 Logout
Manpower ABC COMPANY

Onboard Bocking System > My Bookings

Bookings and Payments
> Bookings

> Onboarding/Onboarded Worker(s)

> Payments

> Other Fees

> Credit/Debit Card Information

Step 2: Click on either the “Pending Payment” or “Overdue Payment” tab to
display all payments that you are required to make.

Tab Name Type of Records Displayed

Pending Payment Invoices that are not paid and not overdue yet.

Overdue Payment Invoices that are not paid but overdue.
Refund(s) that have not yet been successfully

Failed/Pending Refund
processed.

Invoice(s) and credit note(s) that are successfully

Completed Transaction paid or refunded.
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v Payments

late payment interest will be charged for overdue payments and you will not be able to proceed with any Onboard bookings.
r refund matters, please contact us via our website.

Worker FIN or Invoice/Credit Note No Q, Search
Pending Payment  Overdue Payment Failed/Pending Refund Completed Transaction
Booking Reference Worker's FIN Worker's Name Programme Invoice No. Amou

20240200093 G1234567X Andy Lim 3-day Onboard programme QOC-POA-20250700021 $199

Step 3: Select the invoice(s) by clicking on the relevant checkboxes. You may
make multiple payments at the same time. Next, click on the “Make Payment”
button to proceed. You will be asked to confirm the payment(s).

v Payments

« Alate payment interest will be charged for overdue payments and you will not be able to proceed with any Onboard bookings.
e For refund matters, please contact us via our website.

Enter Worker FIN or Invoice/Credit Note No. Q Search

Pending Payment  Overdue Payment  Failed/Pending Refund  Completed Transaction

Booking Reference Worker's FIN Worker's Name Programme Invoice No. Amou

‘ 20240200093 G1234567X Andy Lim 3-day Onboard programme OC-POA-20250700021 $199

1 invoice(s) selected

- Make Payment Export (Excel)

Step 4: You can make payment using existing credit or debit card that you have
added or stored in the system. You can also add a new card here (also see Part
D on how to manage your card details).

Select or add a credit/debit card by clicking on the relevant checkbox. Next, click
on the "Complete Payment" button to finish the payment process.
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Onboard Booking System > My Bookings » Make Payment

Payments

Confirm Payment Information

Add new card to payment profile

Back Complete Payment -

SIN Invoice No. Amount (SGD) GST (SGD) Total (SGD) Action
1. OC-POA-20250700021 186.56 13.06 199.62
Total 199.62
Select Payment Method
Credit/Debit Card: XXXX XXXX XXXX 4242 199.62
Expiry: 12/29
New Credit Card 199.62

Step 5: When you see this screen, your payment is successful. Click on the
Invoice No. to view the payment details. After viewing the invoice, click on the
web browser “Go back” sign to the previous web page.

Onboard Booking System > Employer Portal > Payment Confirmation

@ Payment Successful

Transaction Completed

Payment Details

Payment date: 24 Jul 2025

Number of invoice(s): 1

Payment method: Credit Card

Amount paid (SGD): 199.62

Invoice(s): < 4
S/N  Booking Reference Worker's FIN Programme Invoice No.
1. 20240200093 G1234567X 3-day Onboard programme 0OC-POA-20250700021 -

(@ Print
Go to My Bookings
< O ()  https://service2. mom.gov.sg/obs/live/employerweb/invoice-template/Ix8ha311 S}
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ii. Export Payment Records

Step 1: You may export the records by following the same steps from Part C
Section 4: Export Onboard Booking Records.
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Part D:
Credit/Debit Card Information
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1. Add New Card

Step 1: Click on the “Credit/Debit Card Information” section to view the card
information you have previously added when making bookings or outstanding

payments.
. . USER 54001146C
'/ Hlanr:;tc:\!:vg: ABC COMPANY [3 Logout

Onboard Booking System > My Bookings

Bookings and Payments
> Bookings
> Onboarding/Onboarded Worker(s)
> Payments

> Other Fees

q> Credit/Debit Card Information

Step 2: Click on the “Add New Card” button to fill in your card information.

~ Credit/Debit Card Information

» Credit/Debit Card information is secured via Stripe.
= MOM will automatically refund excess payments made to the Credit/Debit card used to make prepayment.
= MOM will automatically charge outstanding payments to the primary Credit/Debit Card listed in the profile.

Credit/Debit Card: XXX )00 XXXX 4242

Expiry: 06/26

Credit/Debit Card: 300000000 000X 0005 PRIMARY

Expiry: 03/26

Credit/Debit Card: XXXX )00 XXXX 0341

Expiry: 02/29
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Step 3: Enter your card information and click on the “Add Card” button to
complete the addition of your card.

New Credit Card 345.32

Add new card to payment profile

Card number Expiration CVC
- 1234 1234 1234 1234 visa (D B MM / YY cve i

Country

Singapore
By providing your card information, you allow Ministry of Manpower to charge your card for future payments in accordance with their terms.

Credit card information stored securely via Stripe

Step 4: You will be redirected to the main credit/debit card information page,
where your card details should now be visible, indicating that they have been
successfully added.

v Credit/Debit Card Information

e Credit/Debit Card information is secured via Stripe.
o MOM will automatically refund excess payments made to the Credit/Debit card used to make prepayment.
o MOM will automatically charge outstanding payments to the primary Credit/Debit Card listed in the profile.

Credit/Debit Card: XXXX XXXX XXXX 4242
Expiry: 06/26

Credit/Debit Card: XX}XXX XXXX XXXX 0005

Expiry: 03726

Credit/Debit Card: XXXX XXXX XXXX 0341 PRIMARY
Expiry: 02/29

Add New Card
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2. Set a Primary Card

This feature will automatically select the chosen card as the default card for
future bookings. You can still select another card before proceeding with the
booking.

Step 1: In the main credit/debit card information page, designate a primary
payment card by clicking on the relevant checkbox. Next, click on the “Set
Primary Card” button to complete the selection.

v Credit/Debit Card Information

* Credit/Debit Card information is secured via Stripe.
* MOM will automatically refund excess payments made to the Credit/Debit card used to make prepayment.
* MOM will automatically charge outstanding payments to the primary Credit/Debit Card listed in the profile.

- Credit/Debit Card: XXXX XXXX XXXX 4242

Visa | USER A 1 08 Mar 2024 - 8:52am

Credit/Debit Card: XXXX XXXX XXXX 0005
Expiry

Credit/Debit Card: XXXX XXXX XXXX 0341

Remove Card Set Primary Card -

Step 2: The setting is successful when the word “PRIMARY” is reflected at the top
right-hand corner of the selected card’s box.
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~ Credit/Debit Card Information

« Credit/Debit Card information is secured via Stripe.
« MOM will automatically refund excess payments made to the Credit/Debit card used to make prepayment.
¢ MOM will automatically charge outstanding payments to the primary Credit/Debit Card listed in the profile.

Credit/Debit Card: XXXX XXXX XXXX 4242 PRIMARY
Expiry: 06/26

Card Type: Visa | Added by: USER S4001146C | Added on: 19 Mar 2024 - 10:25am

Credit/Debit Card: XXXX XXXX XXXX 0005
Expiry: 03/26

Credit/Debit Card: XXXX XXXX XXXX 0341
Expiry: 02/29

Remove Card
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3. Remove Card

Step 1: On the main credit/debit card information page, select a card to be
removed by clicking on the relevant checkbox. Next, click on the “Remove Card”
button to proceed and confirm the removal.

v Credit/Debit Card Information

« Credit/Debit Card information is secured via Stripe.
+ MOM will automatically refund excess payments made to the Credit/Debit card used to make prepayment.
* MOM will automatically charge outstanding payments to the primary Credit/Debit Card listed in the profile

‘ Credit/Debit Card: XXXX XXXX XXXX 4242
Exp 6/2

pe: Visa | USER | 08 Mar 2024 - B:52am

Credit/Debit Card: XXXX XXXX XXXX 0005
Ex Y

Credit/Debit Card: XXXX X)XXX XXXX 0341
Exp

q Remove Card Set Primary Card

Step 2: Click on the “Remove Credit/Debit Card” button to confirm and
complete the removal.

v Credit/Debit Card Information

Confirm Removal of Credit/Debit Card?

Cancel Remove Credit/Debit Card -

Step 3: You will be redirected to the main credit/debit card information page,
where the selected card will no longer appear. This indicates that the removal is
successful. The card will no longer be available for future bookings and payments,
unless you add it again (See Part D Section 1: Add a New Card).
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v Credit/Debit Card Information

» Credit/Debit Card information is secured via Stripe.
« MOM will automatically refund excess payments made to the Credit/Debit card used to make prepayment.
* MOM will automatically charge outstanding payments to the primary Credit/Debit Card listed in the profile.

Credit/Debit Card: X)XXX X}XX XXXX 0005

Expiry: 03/26

Card Type: American Express | Added by: USER S4001146C | Added on: DS Mar 2024 - 10:02am

Credit/Debit Card; XXX XXxX XXXX 0341 PRIMARY
Expiry: 02/29

Remove Card Set Primary Card
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