( 7 Ministry of
I Manpower

NAVIGATION TIPS FOR
EP ESERVICE TO
APPLY FOR, RENEW, ISSUE OR CANCEL
A PASS

Last updated: 11 July 2024



Navigation tips for new e-Service

Contents
O =Y 1 1Y =40 1 o Yo ISPt 3
2. Log-in: Corppass and MYMOM POItal .......ccccuieieiiiiiieeiiiee ettt e e e e e aae e e e aaneeean 5
3. Apply for Employment Pass (EP) & S PasS....ccccueieiiiuieieeiiieeeciiieeeesittee e e sitteeeessateeesssnsaeesensaeesennnenas 6
3.1 How to apply for an Employment Pass (EP) O S Pass.......ccceeceervieeiiieeeiieeciee e eseeeesvee e 6
3.2 PN o] o] [Tor= Yo o J (] 1= ) SR 7
3.3 PN o] o] [or=YuToT o I ] =Y ={= 10 SR 11
34 SUMIMIAIY ittt e e e e e e e et e e e e e et e e e e e e e et e e e e e e e e e e e e et e e e e e e eeeeeeeeeeeeeeeeaaeees 24
3.4.4 Payment & ACKNOWIEAZEMENT .....oeiiiiieiiecee e e e e e e eaee e 25
4.  Apply for a Dependant’s Pass/LoNg-Term Visit Pass........cccceieerieriieeiieenieenieeseeseesnesreesveesseesnns 27
4.1 How to apply for a Dependant’s Pass/Long-Term Visit Pass .......ccccccveerveiiveeiieeseesieeseesneens 27
4.2 Stage: Identification of main Pass KOIder ........ccueiiiiiiii e 28
4.3 Y =Y cE Y oo [or= Y o o ISPt 29
4.4 1010000 =T PPN 31
4.5 Payment & AckNOWIEAZEMENT ........oviieieeeee e e et e e e 32
5. Apply for a Letter 0f CONSENT ....cciiiiii e e e sre e e e e e 34
5.1 How to apply for a Letter of CONSENT........coiviiiiiiciie e 34
5.2 Stage 1: 1dentifiCation ..o iiei i e e e 35
53 Y =Y A 1Y o] o] [ Tot- 1 4 o] o HPU SRRSOt 36
54 10100 00 =T VN 38
5.5 ACKNOWIEAZEMENT ...t e et e e e e e bt e e e e e bt e e e e ebteeeeebteeaessranaeeanes 41
6.  Apply for a Training Employment Pass (TEP) .....cccuieicieiiieeciee ettt ettt et e e 42
7. Renewal Request for Employment Pass (EP) & S PasS...cccuvciieeeieeerieeeieecciieeeieeecire e e svee e 54
7.1 How to renew an Employment Pass (EP) OF S Pass......c.ccccueeiiieicieeiiee et ecee e evee s 54
7.2 ReNeWal REQUEST (STAZE 1) ...uuriiieeiiie ettt tee e et e e e e e e s are e e e e abae e e eareeeeenrenas 55
7.3 ReENEWaAl REQUEST (STAZE 2) ...uuriiieeiiie ettt e e sttt e e e te e e e et e e e e e are e e s enaraeeeeabeeeeenrenas 55
7.4 SUMMANY ittt e et et e ettt et et e e et e eeeeseeeee e e e et eeeeeeeeeeeeaeeeeeaeeeeeseeeesseeseeeeeneees 60
7.5 ACKNOWIEAZEMENT ...t e e e e et e e s ata e e e eataeeeennssaeeennnaeeeeas 61
8. Request Renewal of a Dependant’s Pass (DP) or Long-Term Visit Pass (LTVP).....cccccccvveevvveernnenn. 62
9. Request Renewal of a Letter of Consent (LOC) ........ueiiieiiiiieiiiie ettt e et 69
10. Appeal for an Employment Pass (EP) OF S PasS.....cccccuiiiiiiieieeeiieee ettt 74

11. Appeal for Training Employment Pass (TEP), Dependant’s Pass (DP) or Long-Term Visit Pass
(LTVP) 81

12. RELFEVING DIafLs .uveiiiiiie ittt et e e e tee e e s ba e e e et ae e e eeabeee e e sabaeeeenareeas 86

Page 1 of 143



Navigation tips for new e-Service

13. U= I oI [ PPPPPPPPPUPRE 87
13.1  HOW tO BT A PASS ISSUBA...ceiiiiiieeiceiiee e cettee ettt eetre e e et e e e e etee e e s etae e e esabaee s esabaeeeeenbaeeeeearenas 87
13.2  ISSUANCE TOMM ..iiiiiietee ettt ettt s e st e e st e s bt e e sateesabe e e sabeesbeeesnseesareeesnnes 89
S . Y ¥ {010 0 =1 PPNt 91
13.4  Payment & AckNowIedZemMENT ........eeiiiiiiiie e 92
13.5 Checking Issuance Request & PaymMeNT ........cccuiiiiiiiiiiiciiie ettt 94

14. (07 Lo Tol = I T o ¥- 11PN 96
I 0 R o o VYA o o= T ol <] I T o X- RS S 96
14.2  CanCellation fOrM ... i ittt ettt e s bt e e sab e sbe e e snee e sre e e sanas 97
14.3  Acknowledgement of cancellation.........ccueiiiiiiiii i 100
14.4  Withdraw Advance Cancellation REQUEST.......c.uveiieciiiei i 101
14.5 Request for Short-Term Visit Pass (STVP) ...ccoccuiieiiciiee et ecttee e et e et e e e cnree e 102
14.6  Payment & Acknowledgement Of STVP ......coo ittt 104
14.7 Check Cancellation and STVP REQUEST.......ciiiiiiiieiiciiee ettt e et e e e e ssnree e eanes 105

15. Withdraw @ TranSaCtioN.......iiciei ettt ettt st e e sab e sbeesbeeesbeeenns 105

16. Cancel an In-Principle APProval (IPA) .......oe ettt et tee e e e s ta e esaaeesbae e 109

17. Check the status of submitted Application / Renewal / Appeal.......ccoeeeveeeveeiieeecieecreeen, 112

18. Access Pass HOIAEr's Profile.......cooee ettt 116

19. Access Organisation Profile (including details such as financial, S Pass quota and S Pass

Yol [0 [T 1=1V AV ) IR R SRRSO 119

20. VIEW PayMENT RECOTAS ..vvviiiiiiiiitiieeee ettt eeeectttre e e e e e e et e ee e e e e e eebabaeeeeeeeessnssraaeeeeas 125

21. Request a Card REPIACEMENT........coii ettt e e e e tre e e e e bae e e e ebreeeeennes 132

22. Retrieve In-Principle Approval (IPA) LETEEI .....cccuiii e ettt e e eree e 134

23. Extend In-Principle Approval (IPA) Validity........ccceeeeciiieiiiiie e 136

24, Update Travel Document DetailS.......cuueiieciiiiiiiiiiie ettt sree e e 138

25. Update Contact DetailS.....cc.ueeiiiiiiee ettt ettt e e ette e e e sree e e s sbae e e e saraeeeeanes 140

Page 2 of 143



Navigation tips for new e-Service

1.

11

1.2

13

1.4

Getting Started

When
You can now use the EP eService to perform transactions related to:

e Apply for EP, S Pass, Dependant's Pass, Training Employment Pass, Long-Term Visit
Pass or Letter of Consent
e Renew an EP, S Pass, Dependant’s Pass, Long-Term Visit Pass or Letter of Consent
e Issue a pass (for all pass types, except Work Permit)
e Cancel a pass (for all pass types, except Work Permit)
e Appeal for rejected EP and related applications
e Withdraw an application
e Cancel an in-principle approval (IPA)
e Replace work pass card
e Extend an IPA’s validity
e View pass holder’s profile where you can:
o update pass holder’s travel document, contact details
o view card delivery status
e Manage organisation’s profile to:
o update turnover and contact details
o view S Pass quota

What must be done
Ensure that your organisation’s users have access to the myMOM Portal e-Service by
referring to this onboarding guide.

Browser Requirements

For the best user experience, please use any of these browsers and enable JavaScript:
o Chrome version 81 or higher (recommended)

o Firefox version 75 or higher

Safari version 13.1 or higher

Edge version 81 or higher

Getting Help and Giving Feedback

If you encounter problems or navigation issues while using the new e-Service, please refer to
the FAQs at go.gov.sg/ep-eservice.

If you are unable to find the answers you need, you may contact us at go.gov.sg/mom-
efeedback

To troubleshoot your issues quickly, please:
o Take a screenshot of the error or page in question;
o State the login user, company UEN and date/time when error or issue occurred; and
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o Provide the URL of the page when the error or issue occurred
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2. Log-in: Corppass and myMOM Portal

2.1 Log in to myMOM Portal

2.2 Do not click on your browser’s “Back” and “Refresh” buttons as it may result in data loss.
23 Do not open concurrent sessions using the same Corppass ID as you may be logged out from
all sessions.

lllustrations and Highlights

Remarks

.
MINISTRY OF
(‘ MANPOWER

= MENU @ > eservices >

myMOM Portal

myMOM Portal allows business employers to centrally access eServices and view
transactions with one login.

@ Service is online
<l Log in with CarpPass Availability

24 hours

Log in with Corppass to
myMOM Portal.

myMOM Portal

Welcome

Work passes

T Logout

Your organization's workforce profile

DISTRIBUTION DISTRIBUTION DISTRIBUTION
OF LOCALS BY OF LOCALS BY OF WORK PASS
AGE WAGE’ 235 TYPE

- - £ Dot

Upon successful log in,
you will be directed to
myMOM Portal.

Click on ‘Work Passes’
tab or icon on the left-
hand menu

Work Passes

A work Passes

b=

3% eppbeation, e sefresh this page alter 15 minute for the apsfication o be shoem n e deshboan

s . Perdingbsuance —  Exsting/ Expired passes .. Ewpring passés .. Advanced search

@ Loading...

Select the organisation
that you are transacting
for.

Employment Agencies
(EAs) can select to
transact for themselves
or for the client’s
organisation.
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3. Apply for Employment Pass (EP) & S pass

3.1 How to apply for an Employment Pass (EP) or S Pass

lllustrations and Highlights

Remarks

Before you apply, get these done

Check eligibility Update company profile

Erewre wour compary profile

(Eg. turmg

applicaticn.

Things to note

* Processing time for most applications is 3weeks,

= Weacoepd payment by GIRD,VISA or Mastercard,

{7) Takes about 30 minutes to complete

Start application

Prepare documents

E]

Havi docwsments ready to
load with your
Pass [#] o

application,

e Make sure you get
these done before
starting the application
process:

v’ Use the self-
assessment tool
(SAT) to ensure that
the candidate is
eligible for an
Employment or S
Pass

v Update your
company’s profile (in
particular, the
turnover and
contact
information). Please
wait for at least 30
minutes before
returning to this
page to submit the
application.

v’ Prepare the required
documents you need

to upload
5] Docs for EP
=] Docs for S Pass

° Click = Ssrtapeiication  \when
you are ready to start.
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3.2 Application (Stage 1)

3.2.1 You must answer all questions in Stage 1 before you can proceed to Stage 2.

3.2.2 You cannot save draft while at Stage 1.

3.2.3 A copy of the application will be auto-saved when you proceed to Stage 2.

Sample Questions / Fields

Remarks

Apply for an Employment Pass or S Pass

@ Application (Stage 1}

Has the candidate ever studied, worked or stayed long-term (not as a tourist) in

This is the first question in
Application (Stage 1) — Let us
know if the candidate has
ever studied, worked or
stayed long-term (not as a
tourist) in Singapore.

O Work Permit no.

Continue

e You can use the
Singapore?
gap breadcrumbs at the top of
O Yes.candiua:eis current! \,-"r.-orklin@-smcyirjg.”staylns in ISinsapore the page tO return tO
O Yes, candidate has worked/studied/stayed in Singapore in the past
O no myMOM Portal.
O Mo, but candidate has a Foreign ldentlfication Mumber (FIN) Issued by Singapore
Continue
(only for Employment Agencies acting on behalf of client) )
MOMPortal S W e For Employment Agencies,
myMOMPortal » Work Passes >
ou will also be prompted to
Apply for an Employment Pass or S Pass y D€ promp
enter your client
organisation’s UEN.
Which client are you transacting for?
Employing company UEN
Continue
Has the candidate ever studied, worked or stayed long-term (not as a tourist) in e After each queStion is
Singapore? answered, you will be shown
Yes, candidate is currently working/studying/staying in Singapore a S u mm a W V|eW .
e You will be shown the next
What is the candidate's FIN or Work Permit no.? question to be answered.
@ 1 the candidate has both FIN and Work Permit no, please enter the FIN e FIN or Work Permit number
O is mandatory if the

candidate is currently
working/studying/staying in
Singapore.
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e |f the candidate had

Has the candidate ever studied, worked or stayed long-term (not as a tourist) in

Singapore? previously
r e e worked/studied/stayed in
Singapore but is unable to
What is the candidate's FIN or Work Permit no.? recall the FIN or Work
B i e o T P ot o e Tl Permit number, you can

select “Candidate can’t

OFIN ”
remember both”.

O Work Permit no.

O Candidate can't remember both

Continue

Has the candidate ever studied, worked or stayed long-term (not as a tourist) in e You must declare the
Singapore? candidate’s FIN if one has

Mo, but candidate has a Foreign Identification Number (FIN) issued by Singapore a I rea dy bee n iss u ed

What is the candidate's FIN?

FIN

Continue

e |If the candidate is a partner,

Is the candidate a partner, sole proprietor or director of any Singapore-registered soIe—p rop rietor or director

company?

” of a company registered in
Singapore, you can only
submit an EP application

Whichipasearsyou apphring Tor (see information in the blue

b Canmot ol an's pass & & directon, SO banner).

0 The candi
r

ompany, but can hold an Employment

@ Employment Pass only $105

Continue
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Occupation

Manager, Administration

Company name

ABCD PTELTD

Gross monthly salary range

SGD 3,300 - SGD 6,300

Job posting expiry date
09 Jan 2020

e If you are applying foranS
. . » -
Which pass are you applying for? Pass, you will not be able to
§Passonly select CPF submission
numbers if the business
activity has not yet been
Select the business activity the candidate will be employed under Y y
declared.
o Only CPF submission numbers with a declared business activity can be selected.
Find out how to declare your business activity [] .
Company CPF Business activity
MName submission
no.
O MINISTRY OF T - E GOVERNMENT
MANPOWER ADMIN
[ }
Continue
e Pass duration must be
What is the duration of pass applied for? © between 1 month and 5
years.
> v B e If you see an error message,
[+ N t exceed the maxin please rectify the error
before you can continue.
e You can mouse over the ®
Continue for useful information or tips
related to the question.
Tell us about your job advertisement. e If you are applying for an EP
Job posting 10 orS I.Dass, you neecfi to
provide a Job posting ID as
MCF ~ - 2020 - 1234567 .
part of the Fair
O 1 do not need a job advertisement. Learn more [/} Consideration requirements_
e The job ad details displayed

are from your job ad in
WSG’s myCareersFuture.sg
portal.
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Tell us about your job advertisement.

| do not need a job advertisement.

Is the candidate currently working for a branch, affiliate or subsidary of the
employing company?

OYP‘. @ Mo

A Your application will likely be rejected unless the hiring company or job is exempted from the

obs Bank advertising requirement.

Save and continue

Indicate if the candidate is
currently working for an
overseas branch/ affiliate
or subsidiary of the
employing company. If you
select “Yes”, you will be
required to submit an
organisation chart later in
Application (Stage 2).

You will see a warning

message on Fair

Consideration

requirements while

applying for an EP or S Pass,
if:

o You do not have a valid
job posting ID.

o The candidate is not
transferring from a
branch/affiliate or
subsidiary.

What is the duration of pass applied for? ©

2years D months.

Tell us about your job advertisement.

Ido nat need a job advertlsement.

Is the candidate currently working for a branch, affiliate or subsidary of the
employing company?

QO ves @ No

A Youra

lobs B

Save and continue

# Eat

You may edit previous
questions by clicking "
You are at the last question
of Stage 1 when you see the

Save and continue
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3.3 Application (Stage 2)

3.3.1 You canfill up the questions and sections in Stage 2 in a non-sequential manner
3.3.2 You may be asked to upload relevant documents in the respective sections. Please note that:
a. Documents should be clear and correct. If not, you may be asked to resubmit them.

b. Each document upload should be less than 2MB in file size.

c. Documents that are not in English should be submitted together with an official

English translation.

3.3.3 You can save draft when in Stage 2

Sample Questions / Fields

Remarks

(((' R
App|y Lr an Employment Pass or S Pass

© ~pplication (Stage 1 @Appl’\calial'!ﬁtagel
> Job advertisement and recruitment efforts
> Position details
> Candidate particulars
> Work experience
> Educational qualifications
> Membership/professional details

> Candidate declarations

[ Logout

e Youwillseeuptoa
total of 7 sections in
Stage 2.

e The first section will be
expanded for you.

e You may save draft in
Stage 2 by clicking the
“Save Draft” button at
the top right-hand
corner of the page.

e At any time, you may
return to myMOM
Portal by clicking at the
link on the top left-
hand corner of the
page, under the MOM
logo.

o Application (Stage 1) — @ Application (Stage 2)
v Job advertisement and recruitment efforts

Tell us how you advertised for this position

Select up to 3 recruitment channels you have used
QOther job advertising websites

Trade publications/magazines

Others

e If you are applying for
an EP or S Pass, you
need to tell us your
recruitment efforts
(even if you are
exempted from the job
ad requirement, e.g.
your candidate is an
intra-corporate
transferee).

Continue

e Click after you
have completed this
section.

e The next section (top-
down order) will be
expanded for you once
you have successfully
completed any section
in Stage 2.
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@ 2ppiicatian [stage 1) @.e.pp ication (Stage 7)
» Job advertisement and recruitment efforts

~ Position details

Occupation and salary details
Occupation

Manager, Administration

Each section will be

marked with a ©

when it is successfully
completed.
Occupation: You need
to select an occupation
from the drop-down
list (choose the closest
match if you cannot
find it on the list).
Occupation will be pre-
populated if you had
indicated a valid job
posting ID in Stage 1.
This information is
taken from “Job
Classification” in your
job ad at
MyCareersFuture.sg
portal

Fixed monthly salary e Fixed monthly salary:
6,000 you need to enter a
. [ number from 0 -
Sk mrsaiay 999,999.
- e Basic monthly salary
will be displayed after
Sw'sm y allowances you have indicated a
Fixed monthly salary
Srwida (similarly, enter a
g;’:r”;as number from 0 —
QO Both locally and overseas 999,999).

e Fixed monthly
allowances will be
computed.

Work location e Work location: Enter
— the postal code of the
candidate’s workplace.
os89e7 e The address will be
i retrieved automatically
7 (Building name may
Strectiiand not be shown) and you
TEMASEKBOULEVARD can enter the floor and
Floor no Unit no unit number, if
applicable.
;L‘JN{'!}C"I"OWER ONE
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Is the premises (at the above address) a food establishment?

@ Yes O No

MNEA/Singapore Food Agency (SFA) licence type
@ Food shop

O Food stall

O Cold drink shop

Tell us whether the
workplace is a food
establishment (you
may be required to
upload the NEA/SFA
licence).

Agency support

Is this application supported by any relevant professional bodies or

vetting/accreditation agencies? @
@ Yes O No
Agency support 1
Name of professional body or vetting/accreditation agency

Singapore Medical Council v

Upload registration or support letter

D\ Dragand drop or browse files.
t
pg, png or pdf only. Total file size must not exceed 2MB

° Add another supporting agency

Agency support:
Healthcare
professionals, lawyers,
football players or
coaches will need
supporting documents
from the respective
professional bodies.
You will see a
document upload
feature if we require
you to upload a
document.

Each agency can only
be selected once.

Deployment details

Is the employing company an employment agency/headhunter or does it supply
employees to supplement another company’s manpower resources?

@ Yes o No

Is the candidate going to supplement another company's manpower?

@ Yes O No

Client company UEN

Client company name

MINISTRY OF MANPOWER

Deployment details:
please let us know if
the candidate will be
deployed to another
company to
supplement its
manpower.

Employment agency
recruitment: if the
services of an EA* was
used in the hiring
process, tell us the EA’s
licence number.

* this includes introduction
or recommendation of the
applicant, recruitment of the
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Employment agency recruitment

Has the applicant used the services of a Singapore-registered employment agency? (O

@ Yes O No
Employment agency licence number

14C6050

Employment agency name

BEST EMPLOYMENT AGENCY

Continue

foreigner and application of
the work pass of the

foreigner

Continue
Click after
you have completed
this section.

~ Candidate particulars

Travel document details
Full name (in the same order of appearance as travel document) O

Kevin

Alias (only if printed on travel document

Date of birth
05Jan1970 [A

O Female
® Male

Fill in the details as
stated in the travel
document. Please refer
to the actual document
when doing so.

Name should be
entered in full
(including surname)
and in the same
sequence as stated in
the travel document
Date of Birth: You can
either select a date
from the date picker or
input in DD MMM YYYY
format.

Mationality/Citizenship

Malaysian x

State/Province

Old Malaysian identity card number

Mew Malaysian identity card number

Malaysian identity card colour

o Blue
@ Pink

You may need to
provide additional
information, such as
the Malaysian,
Chinese, or
Bangladeshi identity
card number
depending on the
candidate’s
nationality/citizenship.
You will also need to
indicate the
State/Province* when
Nationality/Citizenship
is Chinese, Malaysian,
or Indian.

* Refers to the
State/Province the person
was residing in when he
acquired citizenship of that
country
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Travel document type

International Passport v

Travel document number @

Travel document issue date

01Mar2020 [0

Travel document expiry date

06Feb2025 [

Click “Next” after you
have completed this
section —the system
will then check if you
need to upload a copy
of the candidate’s
travel document.

A second set of
questions will be asked
after you have clicked
“Next”.

Travel document expiry date

06Feb2025 [4]

Country/Region of birth

Malaysia X

State/Province of birth

Penang x

Country/Region of origin @

Singapore X
Race

Chinese X
Religion

Others v

Marital status

Married -

If the candidate’s
Country/Region of
Birth or
Country/Region of
Origin is United
Kingdom, China,
Malaysia, or India, you
need to indicate the
State/Province of
birth/origin.
“Country/Region of
Origin” refers to the
place where the person
obtained his first
citizenship (by birth or
parentage).

Marital status

Married w

Is spouse a Singapore Citizen, Permanent Resident, EF, S Pass or WP
holder?

@ Yes O No
Full name of spouse (in the same order of appearance as travel document)

Sisley

Spouse ID type

® NRIC
OrFn

Spouse NRIC

S9000000A

You need to provide
more information if the
candidate is married
and his/her spouse is a
Singapore Citizen, PR,
or work pass holder.
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Candidate’s contact details
Email

kevinxyz@gmail.com

Singapore mobile number (optional)

Continue

e Provide the candidate’s
personal contact
details and click

Continue

to proceed.

v Work experience

o Add work experience

Skip, no work experience to add

Include 2 most recent work experience.

e Youcanaddupto?2
sets of information
under “Work
experience”.

e You can skip this part if
the candidate does not
have any work
experience — click

Skip, no work experience to add

e If you have a work
experience to add, click

~ Work experience

Total wiork experience

PRars monthe

Relevant work experience

PEAME monthe

¢ You will need to
indicate the
candidate’s length of
total and relevant work
experience, if you are
adding a work
experience.
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nelude 2 mast recent work experience

Work experience 1

Nams of comgsny

CountryRegionaf employment

Oceupation

[ O candidate's currant position ]

Last crawn fosed manthiy salary

Continue

You can click “Remove”
to delete details of a
work experience that
you have added.

Click “Add another
work experience”, if
applicable.

If the candidate is
currently still working
in the company, tick
“Candidate’s current
position” — You do not
need to indicate a “To”
date.

Click “Continue” to
proceed.

Work experience 1

Name of comparny

Country/Region of employment

Occupation

Period of employment

From

B - Present

Last drawn fixed monthly salary

If you have declared
(Stage 1) that the
candidate is currently
working for an
overseas
branch/affiliate or
subsidiary of the
employing company,
you will need to fill in
his/her current
employment details
and upload an
organisation chart.

Read the guidelines
before you fill in this
section (see bullet
points just under the
header)

You can skip this
section by clicking

Skip, no qualifications to add |f
you do not wish to
declare any of the
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Vv Educational qualifications candidate’s
qualifications.

If you are applying for 'Employment Pass (EP) only’, or 'EP or S Pass":

* Diploma and above qualifications declared to MOM will have to be supported with

orif
verif

ofs to confirm their authenticity.

* Enter the details as they appear on the educational certificate and the verification proof.
* For an awarding institution not found in the list, you must provide, from a background
creening company:
i. Verification proof of authenticity of the educational qualification, and
ii. The awarding institution’s accreditation status.
* For a'degree equivalent’ professional qualification, please select the recognised qualification
level.
* For selected professional occupations (e.g. healthcare), verification proofs from Singapore's

professional bodies are also accepted.

If you are applying for 'S Pass only":

= Enter the details as they appear on the educational certificate. If a verification proof is
required, enter the details as they appear on the educational certificate and the verification
proof.
= For an awarding institution not found in the list, you must provide, from a background
sCreening company:
i. verification proof of authenticity of the educational qualification, and
iil. The awarding institution's accreditation status,

() Add a qualification

Skip, no qualifications to add

e Type the awarding
Qualification 1 1 Remave institution name
prardrern @ exactly as stated in the
educational certificate
or verification proof.

natlanal unlversity of singapare *

Narional University OF Singapare [NUS)
vale Mus College OF The Naticnal University Of Singapare

Nenz of the above. Use "national university of singapore"

Continue

e C(lick on the awarding
Qualification 1 institution as it appears
on the list.

Awarding institution @

National University Of Singapore (NUS) X

e You will be required to
upload verification
proof based on the
verification method
you have selected.

e |f your awarding
institution is not on the
drop-down list, you will
need to submit
verification proof from
a background
screening company.
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Qualification 1
Awarding institution @

National University Of Singapore (NUS) >

Country/Region of awarding institution

Singapore
Qualification

Bachelor's Degree X
Faculty

Accountancy X

Verification method
C) Background screening company

C_) Government/awarding institution's verification portal or verification by a professional
body

() Digital certificate verified through OpenCerts portal

Learn more about the verification methods.

Did the candidate attend classes on campus?

.
() ves () No

Qualification 1

Awarding institution @
National University Of Singapore (NUS) X
Country/Region of awarding institution
Singapore

Qualification @

Bachelor's Degree X
Faculty
Accountancy X

Verification method
(@ Background screening company

() Government/awarding institution's verification portal or verification by a professional
body

() Digital certificate verified through OpenCerts portal

Learn more about the verification methods.

Verification reference number

Enter the reference number found on the verification proof.

Upload verification proof from background screening company

lﬁ Drag and drop or browse files.

Jpeg. png or pdf only. Total file size must not exceed 2MB.

If you have selected
“Background screening
company” as the
verification method,
key in the MOM
“Verification reference
number” as stated on
the verification proof.
Upload the verification
proof from the
background screening
company.
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Qualification 1

Awarding institution @
National University Of Singapore (NUS) X
Country/Region of awarding institution
Singapore

Qualification @

Bachelor's Degree X
Faculty
Accountancy X

Verification method
(O Background screening company

(@ Government/awarding institution’s verification portal or verification by a professional
body

(O Digital certificate verified through OpenCerts portal

Learn more about the verification methods.

Upload verification proof from government/awarding institution's
verification portal or verification by a professional body

Drag and drop or browse files.

Jpeg, png or pdf only. Total file size must not exceed 2MB.

Did the candidate attend classes on campus?

O vyes (O No

If you have selected
“Government/
awarding institution’s
verification portal or
verification by a
professional body” as
the verification
method, then upload
the respective
verification proof.
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Qualification 1

e |f you have selected
Awarding institution @ “Digital certificate
o ) verified through
National University Of Singapore (NUS) X OpenCerts portal” as
Country/Region of awarding institution the verification
Singapore method, then upload
Qualiication @ the digital certificate in
OpenCerts format.
Bachelor's Degree X
Faculty
Accountancy X
Verification method
(O Background screening company
(O Government/awarding institution's verification portal or verification by a professional
body
@) Digital certificate verified through OpenCerts portal
Learn more about the verification methods.
Upload digital certificate
Drag and drop or browse files.
OpenCerts only. Total file size must not exceed 2MB.
Did the candidate attend classes on campus?
O Yes (O No
e Click “Add another
Qualification 1 O Remove qualification” if the
T rm— . candidate has another
- qualification to declare.
e Where applicable, tell
Quefeien @ us if the candidate is
fadhors pesree currently serving a
Tuition Grant bond
— ‘ with MOE.
_"” e You can click “Remove”
() Governmentawarding institution's verification portal or verificaton by a professiona to delete a
ol et v o e Cort st qualification that you
have added.
A e Click on “Continue” to

aference number found on the verification proof

proceed.

Page 21 of 143




Navigation tips for new e-Service

Upload verification proof from background screening company
L- Drag and drop or browse files.
Ipeg. png or pdf only. Total file size must not exceed 2MB.
Did the candidate attend classes on campus?
® Yes (O No

Is the campus in Singapore?

® Yes (O No

Mode of study
@ Full-time

() Part-time

Period of study

Fram To

Feb 2000 i Feb 2002 -]

(¥ Add another qualification

Is the candidate currently serving a Tuition Grant bond with the Ministry of Education (Singapore)?

' Y
() Yes (@ No

Continue

v Membership/professional details

Include 2 most recent memberships with societies/organisations with the past 5 years.

° Add a society/organisation

Skip. no memberships to add

You can declare up to 2
professional
memberships with
organisations/societies.
You can skip this
section if it is not
applicable.

v Membership/professional details

Include 2most recent memberships with socicties/organisations with the past S years
Society/organisation 1 B Remove
Society/organisation

The Chartered Institute of Marketing (CIM)

Position held

Associate v

! Periodheld

From To

01Mar2020 [ 18Mar2020 [

O cCandidate is currently a member

You can click “Remove”
to delete the details
added.

Click “Add another
society/organisation” if
the candidate has
more than 1
membership or
professional position to
declare.

Click “Continue” to
proceed.
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v Candidate declarations

a) Has the candidate ever been refused entry into or deported from any country?

O Yes @ No

b} Has the candidate ever been convicted in a court of law in any country?

O Yes @ No

C) Has the candidate ever been prohibited from entering Singapore?

QOvYes @®No

d) Has the candidate ever entered Singapore using a passport issued by a different country?

QOYes @ Neo

&) Has the foreigner ever entered Singapore using 2 different name?

QOYes @ No

f] Has the foreigner ever been 2 Singapore Citizen or Singapore Permanent Resident?

OYes @ No

Continue to summary

Reportvulnerability Termsofuse Privacy policy Contactus

You are at the last
section of Stage 2
when you see

Continue to summary

Ensure that you check
with the applicant
before answering the
guestions in this
section.

If you answer “Yes” to
any of the
declarations, you must
provide information
(as detailed as
possible) on it.
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3.4 Summary

3.4.1 Youcanreview all the information entered for the application here and edit if necessary
3.4.2 You can download a copy of the application details
3.4.3 You need to confirm and acknowledge the declarations

Sample Questions / Fields

Remarks

((( e Bu
mMOMPortal > Work Passes >
Apply for an Employment Pass or S Pass
@ Avplication (stage 1) — @) Avplication (stage2) — (3) Summary
Application summary £ Edit
sver studied, worked or stayed long-term (not as a No
Istl e a partner, sole proprietor ordirector of any Singapore- No
VWhich pass are you applying for? Employment Pass only
‘What durationof pass applied for? 2years Omonths
Job pesting I Ido not need a job advertisement.
Is the candidate currently working for a branch, affiliate or subsidary of No
the employing company?
Joh advertisement and recruitment efforts # it

Tell us how you advertised for this position

Select up to 3 recruftment channels you have used « Newspaper

How many candidates were there at each stage of the recruitment process?

e You can review all the
information entered for
this application.

e You can click s e if
you need to make
changes. You will be
brought back to the
relevant section.

Notification

Emai

test@gmail com

Confirmation

Iwish to confirm that

Continue to paymant

e You must provide us
with an email address,
so that we can notify
you of the application
outcome, or ask for
more documents for our
assessment. All
notifications will now be
done via email instead
of SMS.

e You need to confirm and
acknowledge the
declarations.

e You can download a
copy of the application
summary when you click

¥ Download form summary as PDF

e You should also save a
copy of the supporting
documents that are
submitted with this
application.
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3.4.4 Payment & Acknowledgement

3.4.5 You may pay by GIRO (this option will be available if you have an existing GIRO arrangement

with EP eService) or credit card (Amex, Mastercard or Visa)

3.4.6 You will receive an email from MOM to acknowledge successful submission of your
application. A PDF copy of the application summary will be attached in this email for your

reference.

Sample Questions / Fields

Remarks

& Application submitted successfully

¢ Returnto myMOM§

andidate’s full name kelvin
te's FIN/Work t

type Employment Pass or S Pass
Application no A290520502601
Date and time of application 29 May 2020, 1:23pm (GMT +0800)
Payment mode Visa/Mastercard
Total amount paid $105
Payment reference number 20502601

eceive an emall acknowledgement with a summary of the application

Processing time usually takes about 3 weeks, but may be longer during peak periods or if we need to

fy the application

e Your application
has been submitted
when you see this
acknowledgement
page.

e You may return to
myMOM Portal to
put another
application or log
out of the e-Service.

e After you have
submitted an
application and do
not see it appear on
the myMOM Portal,
please refresh the
page after 15
minutes.

& Application subi

Candidate's full name

Candidate's FIN/Work Permit

Application no.

Date and time of application
Payment mode

Total amount paid

Payment reference number

You will receive an email acknowh
ng time usually takes a
% verify the application deta
Rate your transaction :
You will be notified when there is

What do you want to do n¢

e You can give us
your feedback after
you have submitted
the application.
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----------

"(((\ MANPOWER

Thank you for using myMOM Portal.

You have been successfully logged out.

Go to MOM Website

myMOM Portal

e Onceyou are
logged out, you
would need to log
in through myMOM
Portal to access the
EP & S pass
application eService
again.

Page 26 of 143




Navigation tips for new e-Service

4. Apply for a Dependant’s Pass/Long-Term Visit

Pass

4.1 How to apply for a Dependant’s Pass/Long-Term Visit Pass

Screenshots

Remarks

¥ Quick Meru >

Apply for a Dependant's Pass/Long Term Visit Pass

Before you apply, get these done

AT Prepare Fulfil vaccination requirements
Check eligibility documents (Foreign-born child)
= = (o) 2=

Check if the family Have documents ready

1 with your

the pass instead

Things to note

» Processing time for most applications is 3 weeks.
= We accept payment by GIRO, Visa or Mastercard,
» The duration of the pass will be tied to that of the main pass holder.

Start application

I the child is holding a lang
term pass [e.g. Student’s

m Visit Pas [ from the Health immigration & Checkpoints
application Promation Board. Authority), upload a copy of

e Make sure you get
these done before
starting the application
process:

v’ Check the candidate
is eligible for a
Dependant’s Pass or

Long-Term Visit Pass
= Fligibility for
Dependant’s Pass
= Eligibility for Long-
Term Visit Pass

v’ Prepare the required
documents you need

to upload
5] Docs for DP
g) Docs for LTVP

v" Fulfil HPB
vaccination
requirements if the
applicantis a
foreign-born child
aged 12 years and
below

e C(Click I satspslication . when
you are ready to start

(only for Employment Agencies acting on behalf of client)

| declare that | have obtained written authorisation from the employer and/or foreigner to
perform this transaction, and that the employer and/or foresgner has/have consentad in
writing to pre-fill and display their data (including personal data) in this form.

Start application

e Employment agencies
acting on behalf of
client must read and
acknowledge the
declaration by ticking
the checkbox.
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4.2 Stage: Identification of main pass holder

Screenshots

Remarks

»

Apply for a Dependant's Pass/Long Term Visit Pass

>

o

Identification

What is the main pass holder's FIN or application number?

You need to enter a
valid main pass holder’s
FIN or application
number.

FIN or Application number again 15 minutes later.

latest application details are shown. If the latest details are not shown, please enter the

e If the application or

® FIN

) Application number renewal had jUSt been

submitted, try again

O e e e after 15 minutes.

Continue
I ; ki 5 s e If the main pass holder’s
A or a Dependant's Pass/Long Term Visit Pass . .

i P & record displayed is not
- the latest, please wait
Identification

for 15 minutes and try
What is the main pass holder's FIN or application number? .
again.
8 FIN
Application number
e |If the application for the
Dependant’s Pass is
l\am;.\chal'\r--\f,sllalder apprOVed, its eXpiry date
L i will be the same as the
Date of appication main pass holder’s.
29 Nov 2018
: e If the main pass holder’s
Continue
application is still in
progress, the validity of
the Dependant’s pass
The date of expiry of the dependant’s pass, if W|” be Capped to the
ted, will be tied to tt S: . g .
bbb At validity of the main pass
Date of expiry @ applied for.
29 Dec 2021
@ f an application has just been made for the main pass holder, please check that the ° Please check all

information before
proceeding.
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4.3 Stage: Application

4.3.1 You must fill up all the questions and sections in this stage.

4.3.2  You may be asked to upload relevant documents in the respective sections. Please note that:

a. Documents should be clear, complete, and correct. If not, you may be asked to

resubmit them.
Each document upload should be less than 2MB in file size.

c. Documents that are not in English should be submitted together with an official

English translation.
4.3.3 You can save your draft in Application stage.

Screenshots

Apply for a Dependant's Pass
[ o
dentsfication Application
Dependant particulars Q

Passport application details

port iy ' 0

16 Jun 2021

e You may save draft in

Application stage by
clicking the “Save
Draft” button at the
top right-hand corner
of the page

At any time, you may
return to myMOM
Portal by clicking the
link on the top left-
hand corner of the
page

Each section will be

marked witha ©

when all relevant
fields are completed.
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For foreign-born children

pUOMortal > Quick Mens > aged 12 years old and
Apply for a Dependant's Pass

below:
S— ‘ e You need to fulfil
Dependant particulars (] Health PromOtion
v Health Promotion Board's (HPB) vaccination requirements @ Board’S (HPB)
vaccination

@ roreign-born children aged 12 years old and below must submit proof of vaccination or
evidence of immunity for diphtheria and measles to the Health Promotion Board (HPB).

requirements by

The child must be issued the Verification of V ytion Requirements (VR) document
[7 be! u can apply for a DP / LTVP. For assistance, you may contact HPB at 1800 p rov|d | ng e |ther .
2231313 (locally) or +65-62231313 {from overseas).
v' valid HPB
HPE reference number @

wsen @ reference number,

The dependant does not have 3 HPB reference number

or
v’ other necessary
Continue
information if the
> Proof of relationsh o
Satotrelationsiip dependant does
> Dependant declarations °
not have a HPB
reference number.
e You will see a
WHMOM Portal > Quick Menu >

L document upload
Apply for a Long Term Visit Pass

feature if we need you

= to upload a

Identification Application

document.

> Dependant particulars (] &J Docs tOf DP
Highest educational qualification (] £J Docs for LTVP

v Proof of relationship <

For non-English documents, you must submit the original document and an English translation.
The translation can be done by a translation service provider.

ass holder's birth centificat

Drag and drop or browse file

B B

Continue

Dependant declarations ®
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e Inthe Dependant

Ak declarations section,

Apply for a Long Term Visit Pass
please check with the

> > applicant before you

Identification Application

answer the questions.

Dependant particulars (] ° |f you answer uYeSn to
Highest educational qualification (] any Of the
roof of relationshi; .
" i ¢ declarations, you
v Dependant declarations ry .
must provide
L information (as
). Has the depariden aver been comvictad in & court of i in any country detailed as possible).
Yes ® N

1) Has the dey: port 1t ,
®) Yes No
€) Has the dependant ever entered Singapore using a different naeme
® Yes No
M) Has the dependant ever been a Singapore Citizen or Singapore Permanent Resident?
8 Ye: N
ar y of the qu lease provide detail

Sample details

486 characters left)

Continue to summary

4.4 Summary

4.4.1 You can review all the information entered for the application here and edit, if necessary.
4.4.2 You can download a copy of the application details.
4.4.3 You must confirm and acknowledge the declarations.

Screenshots Remarks

myMOM Portal > Quick Menu >

. # Edit |
‘ e Please click if you
Apply for a Dependant's Pass

need to make any
[ o 2 changes. You will be
Identification Application Summary

brought back to the

Identification & relevant section.
What is the main pass holder’s FIN or application number? s

How is the dependant related to the main pass holder? Unmarried biological child under 21 years

What is the dependant's date of birth? 09 Jun 2021

Is the dependant born in Singapore? No

Has the dependant ever studied, worked or stayed long-term (notas  No
a taurist) in Singapore before?

Dependant particulars

Travel document details

Full name (in the same order of appearance as travel document) dependant
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Notification

we will notify you of the application outcome or if we need more documents. The emall address

wide must belong 1o a user autharised to transart for your company.

Declaration

Please read and acknowledge the following:

* | am the registered user of this EP Online account and personally filled in the information in

this Application for a Dependant’s Pass and in any related appeals,
* | declare that the information in this Applicavon for a Depend
appeals is, 10 the best of my kn
in support for this Applic

curate.

« All data entered in this Application form is
* All documents uploaded (If any) are correct, rand complete.
* With referenc i
foreigner has given the cons:
the information with any person, o

nt's Pass and residence in Singapore, the

v ent of Singapore to obtain from and verify

ation, or any other source for assessing the
Application

* | have explained to the foreigner that a SingPass will help him/her to access Government ¢

s in Singapore, and | confirm that | have obtained the foreigner's consent for the

y of Manpower to share r personal detalls to the Sing

ingPass account at a later time if nesshe is eligible for

Ing agency In
of the foreigner 10 apply

a5ingPass
« | declare that should this Application be approved, | vall make an applicaton to the Ministry
of Manpawer 1o allow this foreigner to enter Singapore subject to prevailing entry

requirements at the point of entry into Singapore.

3 | declare that all of the above is true.

Continue to payment

&, Download form summary as PDF

You must provide a valid
and correct email
address for us to notify
you of the application
outcome or ask for more
documents for our
assessment. All
notifications will be
done via email.
You must read and
acknowledge the
declaration by ticking
the checkbox.
You can download a
copy of the application
summary when you click
¥ Download form summary as PDF .
Please keep the copy of
the supporting
document(s) that are
submitted with this
application.

4.5 Payment & Acknowledgement

4.5.1 You may pay by GIRO (this option will be available if you have an existing GIRO arrangement

with EP eService) or credit card (Amex, Mastercard or Visa).

4.5.2  You will receive an email from MOM to acknowledge successful submission of your
application. A PDF copy of the application summary will be attached in this email for your

reference.

Screenshots

Remarks

e Your application has

been successfully
submitted when you see
this acknowledgement

page.

After you have
submitted an
application and do not
see it appear on the
myMOM Portal, please
refresh the page after
15 minutes.

You are encouraged to
download and save a
copy of the
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Apply for a Long Term Visit Pass

@ Application submitted successfully

Dependant’s FIN/Work Permit

number
Pass type

Application number

Date and time of application
Payment mode

Total amount paid

Payment reference number

dpltvp dependant

Long Term Visit Pass
A230621500000

23 Jun 2021, 1:51pm (GMT +0800)
Visa/Mastercard

$105

95a498d7f50c41

You will receive an email acknowledgement with a summary of the application

Processing time usually takes about 3 weeks, but may be longer during peak periods or if we

need to verify the application detalls.

You will be notified when there is an outcome or if we need more documents

What do you want to do next?

acknowledgement and
summary as PDF.

You may return to
myMOM Portal to
submit another
application or perform
another transaction.
Else, to log out of the
eService, press the “Log
Out’ button at the top
of the page.
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5. Apply for a Letter of Consent

5.1 How to apply for a Letter of Consent

Screenshots

Remarks

OM Portal ) O

Apply for a Letter of Consent

Start application

Check eligibility

Before you start, remember to do this

Update company profile Prepare documents

I §

e Make sure you get
these done before
starting the application
process:

v’ Check that the
candidate is eligible
for a Letter of

Consent (LOC)
= Eligibility for ICA-
issued LTVP/LTVP+
holders
= Fligibility for
Dependant’s Pass

v’ Prepare the required

documents you need

to upload

&) Docs for ICA-issued
LTVP/LTVP+ holders

v' If the candidate is an
eligible Dependant’s
Pass (DP) holder,
ensure that the
request to apply for
a LOC has been
approved

e Click I Samzpelication . when
you are ready to start
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5.2 Stage 1: Identification

Apply for a Letter of Consent
| |

Identification

‘What is the candidate's Foreign ldentification Number (FIN)?
G12345672

Is the candidate applying to work in a restricted occupation?

@ Pre-approved Letier of Consent (PLOC) holders can stan work after submitling a PLOC
notificabon. For cted employers would need to apply for a Letter ot
Consent

) Yes ® No
@ The candudate has a Pre-approved Letter of Consent (PLOC) 1o work in 8 non-resiricted

occupation. Please submita PLOC nofification instead

=

Screenshots Remarks
e You need to enter a
valid DP or ICA-issued
Apply for a Letter of Consent LTVP/LTVP+ FIN.
o e (Candidate who is a DP
Identification holder and wishes to
operate a business will
What is the candidate's Foreign Identification Number (FIN)? .
need to submit a
FIN
request before
G1234567Z request
: applying for LOC.
o Dependant’s Pass holders will need to apply for an Employment Pass, S Pass or Work Permit
if they wish to work in Singapore. Eligible Dependant’s Pass holders who wish to operate a
business need to first submit a request and be approved before applying for a Letter of
Consent
Continue
e Ifthe candidateis a

Pre-approved Letter of
Consent (PLOC) holder,
submit a LOC
application only if the
candidate is applying to
work in a restricted
occupation. Otherwise,
please submit a PLOC
notification.
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5.3 Stage 2: Application

5.3.1 You must fill up all the questions and sections in this stage.
5.3.2 You may be asked to upload relevant documents in the respective sections. Please note that:
a. Documents should be clear, complete, and correct. If not, you may be asked to
resubmit them.
Each document upload should be less than 2MB in file size.
c. Documents that are not in English should be submitted with an official English
translation.
5.3.3  You can save your draft in the Application stage.

Screenshots
e You may save draft in
P A singapore Government Agency Website
. . Application stage b
((( B J B PP ge by

clicking the “Save draft”
Apply for a Letter of Consent button at the top right-
[ o ] . hand corner of the

° e page.

dentification Application

» Candidate particulars

e At any time, you may
return to myMOM
Portal by clicking the
“myMOM Potal” link on
the top left-hand corner

> Position detalls )
Work experience o
Highest educational qualification

Candidate declarations

of the page.

e Each section will be
marked witha ® when
all relevant fields are
completed.
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~ Candidate particulars

Full name (in the same order of appearance s fravel document) @@
tan ah kow

Exclude salutations

Date of birth
01Jan 1900 [

Sex

() Female
@ Male

Mationality/Citizenship

Australian -

o Please check thal the candidate’s particulars are correct. If so, notify MOM to update our
records before you can proceed with this application

Continue

‘v Candidate particulars

Full name (in the same order of appearance as travel document) @
Tan Ah Kow

Exclude salutavon:

Date of birth
01 Jan 1990 8

Sex

) Female

@ Male

Nationality/Citizenship

Australian

° Please check that the candidate's particulars are correct. If so, notify the Immigration &
Checkpoints Authority to update their records, You may proceed with this application 2
days after updating ICA

Continue

Ensure that the
candidate’s particulars
are entered correctly.

If the candidate’s
particulars differ from
our records, please
notify MOM or ICA to
update the particulars
before you proceed
with the application.
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Apply for a Letter of Consent
l | gl iom et

(] ©

Identification Application

» Candidate particulars

(4]
Position details Q
> Work experience o
> Highest educational qualification o

v Candidate declarations ]

(a) Has the candidae ever been refused entry ino o deported from ary county?

e Inthe “Candidate

e If you answer “Yes” to

declarations” section,
please check with the
candidate before you
answer the questions.

any of the declarations,
you must provide
information (as
detailed as possible).

Continue to summary
5.4 Summary
5.4.1 You can review all the information entered for the application here and edit if necessary.
5.4.2  You can download a copy of the application details.
5.4.3  You must confirm and acknowledge the declarations.
Screenshots Remarks
Edit
TR s e Please click s if
Apply for a Letter of Consent you need to make any
[ | changes. You will be
P o P brought back to the
Identification Application Summary .
relevant section.
Identification @k
What is the candidate's Foreign Identification Number (FIN)?
Candidate particulars G
Full name (in the same order of appearance as travel document
Date of birth 21 Jul 1982
Sex Female
Nationality/Citizenship Malaysian

Position details

Occupation and salary details
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Declaration Form

The Declaration Form must be signad by the candidate, employer and employment agent (if

applicablz). and uploaded with the application

Pleass check that the information provided is corract before you gensrats the Declaration Form

Generate Declaration Form

Jpioad signed Dedaration Form V1 ¢ View uplood guide

e Click “Generate

Declaration Form”

o You will need to
re-generate the
declaration form if
you amend the
candidate’s
particulars,
occupation or
salary.

e You need to upload a
signed copy of the
declaration form. We
accept both electronic
(Adobe Sign or
equivalent) or wet-ink
signatures.

Declaration Form

The Declaration Form must be signed by the candidate. smployer and

applicable), and uploadod the application
Please check that the information provided is commect before you gener
Generate Declaration Form

Upload signed Declaration Form V1

Declaration Form upload guide

Declaration Form

e Click on “View upload
guide” for tips to
generate and upload
the declaration form
correctly.
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Notification

you of the application outcome or if we need more documents.

u pravide must belang te a user authorised to fransact

for your company.

Email

Declaration

Pleaze read and acknowlad,
® | amthe registered u
tion for a Let

appeals is, to the be:

in suppert for thi

By submitting this application on behalf
n for Letter of G

pertaining

reguired, | am able to provide documentary proof in the fi

ed by my client.

entered in this Application form is accurate

tion.
® | declare that | have obtained written co

perform this transaction. | will produce

ould this Application be appr

* | declare that | have informed client tha

required to make applic Manpawer to allow this cand

Singapore subject to prevailing entry reguirements at the point of entry i

] I declare that all of the above is true.

Submit application

b, Downlosd form summary as PDF

e You must provide a valid
and correct email
address for us to notify
you of the application
outcome or ask for more
documents for our
assessment. All
notifications will be
done via email.

e You must read and
acknowledge the
declaration by ticking
the checkbox.

s You can download a
copy of the application
summary when you click

¥ Download form summary as PDF

e Please keep a copy of
the supporting
document(s) that are
submitted with this
application.
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5.5 Acknowledgement

5.5.1 You will receive an email from MOM to acknowledge successful submission of your
application. A PDF copy of the application summary will be attached in this email for your

reference.

Screenshots

Remarks

What do you want to do next?

Apply for a Letter of Consent

@ Application submitted successfully

KELVIN TAN

G1234567Z

Letter of Consent

A150222862779

15 Feb 2022, 11:40am (GMT +0800)

ement with a summary of the apphication

e Your application has
been submitted
successfully when you
see this
acknowledgement page.

e [f you have submitted
an application but do
not see it appear on the
myMOM Portal, please
refresh the page after
15 minutes.

e You are encouraged to
download and save a
copy of the
acknowledgement and
summary as PDF.

e You may returnto
myMOM Portal to
submit another
application or perform
another transaction.
Else, to log out of the
eService, click the “Log
Out” button at the top
of the page.
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6. Apply for a Training Employment Pass (TEP)

Before you apply, get these done * Make sure you complete
the following before
Check eligibility Update company profile Prepare documents Starting the application
process:
=) v’ Ensure that the
The Training Employment Pass (TEP) e dacuments ready o uplaad candidate is eligible for
T ekt a TEP.

v’ Update your company’s
profile (in particular,

Things to nate the annual turnover

+ If the candidate is a foreign student, check on the list of acceptable institutions. and contact

B information). Please

wait for at least 30

applications iz 3 weeks.

= We accept payment by GIRD, Visa, Mastercard or Amex,

 Takes Sbout 30 minutes to complete. minutes before
Start application returning to this page
to submit the
application.

v’ Prepare the required
documents you need to

upload.
gl Docs for TEP

e Click “Start application”
when you are ready to
start.

e This is the first question in

(o porta > "Quecwend) > Application (Stage 1) -
Apply for a Training Employment Pass Declare if the candidate has
ever studied, worked or
o stayed long-term (not as a

Identification

tourist) in Singapore.

Has the candidate ever studied, worked or stayed long-term (not as a

tourist) in Singapore? e At anytime, you may

() Yes, candidate is currently working/studying/staying in Singapore return to myMOM Portal

() Yes, candidate has worked/studied/stayed in Singapore in the past by CliCking on the ||nk at

O No the top left-hand corner of

(O Mo, but candidate has a Forelgn Identification Number (FIN) issued by Singapore

the page, under the MOM
logo.

Continue
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Has the candidate ever studied, worked or stayed long-term (not as a
tourist) in Singapore?

Yes, candidate is currently working/studying/staying in Singapore

What is the candidate's FIN or Work Permit number?

@ I the candidate has both FIN and Work Permit number, please enter the FIN.

O FIN

() Work Permit number

Continue

e After each question is
answered, you will see its
summary view.

e You will be shown the next
question to be answered.

e If the candidate is currently
working/studying/staying
in Singapore, it is
mandatory to provide the
FIN or Work Permit
number.

Has the candidate ever studied, worked or stayed long-term (not as a
tourist) in Singapore?

Yes, candidate has worked/studied/stayed in Singapore in the past

What is the candidate's FIN or Work Permit number?

© Ifthe candidate has both FIN and Work Permit number, please enter the FIN.

) FIN

() work Permit number
() Candidate can't remember both

Continue

If the candidate had previously
worked/studied/stayed in
Singapore but cannot
remember their FIN or Work
Permit number, you can select
“Candidate can’t remember
both”.

Has the candidate ever studied, worked or stayed long-term (not as a
tourist) in Singapore?

No, but candidate has a Foreign Identification Number (FIN) issued by Singapore

What Is the candidate's FIN?

FIN

Continue

You must provide the
candidate’s FIN if it has
already been issued.

Which describes the candidate?

© fthe candidate has held a Training Employment Pass before, you cannot apply for
another one for the same type of training.

() Forelgn student
(O Foreign trainee

7) None of the above

Continue

Select which category your
candidate belongs to for this
application.

Note: If the candidate has
held a TEP before, you cannot
apply for another one for the
same type of training.
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What is the pass duration you are applying for?

months

Most passes are granted up to 3 months.

Save and continue

Pass duration must be
between 1 month and 12
months.

If you see an error
message, please rectify the
error before you continue.

App|y 'or a Training Employment Pass

o ©

dentification Application
Candidate particulars
> Training details
> Work experience
> Educational qualifications
Membership/professional details

> Candidate declarations

You will see up to 6
sections in Stage 2. Each
section will be marked with

a © when it is
successfully completed.

You may save draft in Stage
2 by clicking the “Save
draft” button at the top
right-hand corner of the

page.

At any time, you may
return to myMOM Portal
by clicking on the link at
the top left-hand corner of
the page, under the MOM
logo.

v Candidate particulars

Travel document details

Full name (in the same order of appearance as travel document) @@
Exclude salutations
Alias (only if printed on travel document)
Date of birth
. y &
Sex
_) Female
) Male

Fill in the details as stated
in the travel document.
Please refer to the actual
document when doing so.

Name should be entered in
full (including surname)
and in the same sequence
as stated in the travel
document.

Date of birth: You can
either select a date from
the date picker or input in
dd mmm yyyy format.
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Mationality/Citizenship

Malaysian

State/Province

Johore

Old Malaysian identity card number

MNew Malaysian identity card number

Malaysian identity card colour
(_) Blue

() Pink

You may need to provide
additional information,
such as the Malaysian,
Chinese, or Bangladeshi
identity card number
depending on the
candidate’s
nationality/citizenship.

You will also need to
indicate the
State/Province* when
Nationality/Citizenship is
Chinese, Malaysian, or
Indian.

* Refers to the State/Province the
person was residing in when he
acquired citizenship of that
country

Travel document type

International Passport

Travel document number )

Travel document issue date

01 Mar2020 B

Travel document expiry date

06 Feb 2025 [

Next

Click “Next” after you have
completed this section —
the system will then check
if you need to upload a
copy of the candidate’s
travel document.

A second set of questions
will be asked after you
have clicked “Next”.

Country/Region of birth

Malaysia

State/Province of birth

Penang

Country/Region of origin @

Singapore
Race

Chinese X
Religion

Others v

If the candidate’s
Country/Region of birth or
Country/Region of origin is
United Kingdom, China,
Malaysia, or India, you
need to indicate the
State/Province of
birth/origin.

“Country/Region of origin”
refers to the place where
the person obtained his
first citizenship (by birth or
parentage).
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Marital status

Married %

Is spouse a Singapore Citizen, Permanent Resident, EP, S Pass or WP
holder?

ves (O No

Full name of spouse (in the same order of appearance as travel
document)

Mary Jane

Exclude salutations

Spouse ID type
NRIC

O FIN

Spouse NRIC

‘ 512345677 ‘

Continue

e You need to provide more

information if the
candidate is married and
their spouse is a Singapore
Citizen, Permanent
Resident, or work pass
holder.

Click on “Continue” to
proceed.

Vv Training details

Occupation and salary details

Occupation

Research Fellow X

Select an occupation that best matches

Fixed monthly salary
SGD 3,000

Basic salary and fixed allowances, excluding variables. Learn more

Basic monthly salary

SGD 3,000

Fixed monthly allowances

SGDO
Salary paid
Locally

(O Overseas

(O Both locally and overseas

Occupation: You need to
select an occupation from
the drop-down list (choose
the closest match if you
cannot find it on the list).

Fixed monthly salary: you
need to enter a number
from 0 —999,999.

Basic monthly salary will be
displayed after you have
indicated a Fixed monthly
salary (similarly, enter a
number from 0 — 999,999).

Fixed monthly allowances
will be computed.
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Training location
Primary training address
Postal code

038987

Block/house no.

!

Street name

TEMASEK BOULEVARD
Floor no. Unit no.

#01 01

Building name
SUNTEC TOWER ONE

(®) Add another training address

e Training location: Enter the
postal code of the
candidate’s workplace.

e The address will be
retrieved automatically
(Building name may not be
shown) and you can enter
the floor and unit number,
if applicable.

e Click on “Add another
training address” if you
wish to provide another of
the candidate’s workplace.

Yes O No

Singapore Food Agency (SFA) licence type
Food shop

(O Food stall

() Cold drink shop

Upload licence

lﬁ Drag and drop or browse files.

Is any of the training location mentioned above a food establishment?

Jpeg. png or pdf only. Total file size must not exceed 2MB.

Tell us whether the workplace
is a food establishment (you
may be required to upload the
SFA licence).

Agency support

ves () No

Agency support 1

Name of professional body or vetting/accreditation agency

Upload registration or support letter

Drag and drop or browse files.
Jpeg. png or pdf only. Total file size must not exceed 2MB.

(¥) Add another supporting agency

Continue

Is this application supported by any relevant professional bodies or vetting/accreditation agencies? @@

Singapore Medical Council N

e Agency support: Healthcare
professionals, lawyers,
football players or coaches
will need supporting
documents from the
respective professional
bodies.

¢ If we require you to upload
a document, you will see a
document upload feature.

e Each agency can only be
selected once.

e C(Click on “Continue” after
you have completed this
section.
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v Work experience

Include up to 2 most recent work experience.

(*) Add work experience

Skip, no work experience to add

e You can add up to 2 sets of
information under “Work
experience”.

e You can skip this part if the
candidate does not have
any work experience — click
on “Skip, no work
experience to add”.

e If you have a work
experience to add, click
o Add work experience

v Work experience

Total work experience

years months

Relevant work experience

years months

If you are adding a work
experience, you will need to
indicate the candidate’s length
of total and relevant work
experience.

nclude up ta 2 mast recent wark experience.

Work cxpericnce 1 must be the joh details that the foreign tra

nee is currently werking at.

Work experience 1

Hame of company

Coureryanglon of cployrart

Continue

e Click “Add another work
experience”, if applicable.

e |If the candidate is currently
working in the company,
tick “Candidate’s current
position” — You do not
need to indicate a “To”
date.

e You can click “Remove” to
delete details of a work
experience that you have
added.

e Click on “Continue” to
proceed.

Note: It is mandatory to enter
the details of their current
employer for candidate that is
applying TEP under the
“Foreign Trainee” selection.
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Work experience 2

Name of company

Regron of employment

Ocapation

Period of employment

from fo

Last drawn fixed monthly salary

Basic monthly salary + flxed monthly aliowance. Learn more

Continue

v Educational qualifications

Include up to 2 qualifications awarded to the candidate.

Things to note
* Enter the details as they appear on the educational

ate
* Select the awardi din the drop-down list whenever

possible. Otherwi

to confirm that the qualification is
genuine and was av

For non-English documents, pl | document with an English translated

copy. The translation can be done by a translation service provider

This application will be rejected if any of the qualifications are doubtful or from aninstitution
that is unaccredited or not recognised by its country's education authorities,

To avoid a long;

r processing time or rejection of the application, ensure that infarmation

and documents submitted are accurate and complete

(® Add a qualification

Skip, no qualifications to add

~ Educational qualifications

Include up to 2 qualifications awarded to the candidate.

Things to note:

Enter the details as they appear on the educational certificate.

Qualification 1 must be the course of study that the foreign student is currently pursuing.

Select the awarding institution from the matches suggested in the drop-down list whenever
possible. Otherwise, you must upload verification proof to confirm that the qualification is
genuine and was awarded by an accredited institution.

For non-English documents, please upload the original document with an English translated
copy. The translation can be done by a translation service provider.

This application will be rejected if any of the qualifications are doubtful or from an institution
that Is unaccredited or not recognised by its country’s education authorities.

To avoid a longer processing time or rejection of the application, ensure that information
and decuments submitted are accurate and complete.

Qualification 1

Awarding institution

typing to search... Q

(® Add another qualification

Continue

e Read the guidelines before
you fill in this section (see
bullet points just under the
header).

e You can skip this section by
clicking “Skip, no
qualifications to add” if you
do not wish to declare any
of the candidate’s
qualifications.

Note: If the candidate is
applying TEP under the
“Foreign Student” selection, it
is mandatory to enter the
course of study they are
currently pursuing.
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Qualification 1

Awarding institution @

Singapore International Umiverzity{

University"

A A L A A

No matches found. Use "Singapore International

If you cannot find the
awarding institution on the
list, click on “No matches
found. Use...” to use what you
had keyed in instead.

Qualification 1
Awarding institution @

Singapore International University

Your input will be displayed
once you have clicked on “No
matches found. Use...”.

Qualification 1
Awarding institution @

Singapore International University

Country/Region of awarding institution

Singapore

Qualification @

Bachelor's Degree

Faculty

Business Administration

Upload verification proof @)

lﬁ Drag and drop or browse files.

Jpeg. png or pdf only. Total file size must not exceed 2MB.

You will be required to upload
relevant documents, such as
verification proof.
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Did the candidate attend classes on campus? ) Addltlonal Informatlon |S
® Yes O No required for the candidate
s the campus in Singapore? that |S app|y|ng fOI’ a TEP

@ yes (O no under the “Foreign
Mode of study Student" Se|eCtI0n
@ Full-time

(O Parttime

Period of study o C||Ck ”Add another

rom Frpecied gracustion dere qualification” if the
ln2020 B |[bec202s B candidate has another

Matriculztion card number qualification to declare.
T1234567

e Where applicable, tell us if
the candidate is currently
serving a Tuition Grant

Mame of institution's contact person bond Wlth MOE.

John Doe

= the training attachment part of the candidate’s course of study?

.:= Yes O No

e You can click “Remove” to
delete a qualification that
you have added.

Email of institution's contact person

John.Doe@testmail.com

(®) Add another qualification

e Click on “Continue” to

Is the candidate currently serving a Tuition Grant bond with the Ministry of Education (Singapore)? p *
@ ves () No
Continue
“ Educational qualifications =
indude up to 2 qualifications awarded 1o the candidate,
Things to note
» Enter the details as they appear on the educational certificate
* Select the awarding institution from the matches suggested in the drop-down list whenever
possible, Otherwise, must upload verification proaf to confirm that the qualification is
genuine and was awarded by an accredited institution.
* For non-English documents, please upload the original document with an English translated
copy. The transiation can be done by a trans on service provider
* This application will be rejec If any of the qualifications are doubtful or from an institution
that is unaccredited or not recognised by its country’s education authorities.
* To avoid a longer processing time or rejection of the application, ensure that information
and document: bmitted are accurate and complete.
Qualification 1
Awarding institution @
® Add another qual
Continue
~ Membership/professional details e You can declare up to 2

professional memberships
with
© Add a society/organisation societies/organisations.

Include up to 2 most recent memberships with socleties/organisations within the past 5 years.

e You can skip this section if

Skip, no memberships to add ey s .
# = it is not applicable.
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~ Membership/professional details

nilude up to 2 most recent memberships with socetissionganisations within the past 5 years.

e You can click “Remove” to
delete the details added.

Candidate particulars

Travel document details
Full name {in the same arder of appearance as fravel dacument] Testing TEP

rinted on avel document)

o1 Jan 1970

Sex Female
Matlonality/Citlizenship Australian
Travel document type International Passport

Society/organisation 1 1 Rer
e e Click “Add another
o society/organisation” if the
candidate has more than 1
S—— membership or
e professional position to
01Jen2021 £ | - Present
oretare e declare.
' e Click on “Continue” to
— proceed.
“ Candidate declarations e You are at the last section
of Stage 2 when you see
(a) Has the candidate ever been refused entry into or deported from any country? llcontinue tO Summary”
O Yes No
(b) Has the candidate ever been convicted in a court of law in any country? PY Ensure that you Check
.4".‘ Y N . .
= ° with the candidate before
() Has the candidate ever been prohibited from entering Singapore? answering the questions in
Oves @ no this section.
(d) Has the candidate ever entered Singapore using a passpart issued by a different country?
O ves @ Mo e If you answer “Yes” to any
(e) Has the foreigner ever entered Singapore using a different name? Of the dec|arati0nS, you
O Yes No must provide information
(f) Has the foreigner ever been a Singapore Citizen or Singapore Permanent Resident? (as detailed as pOSSible)
O ves (O No on it.
Continue to summary
AI ; T - Empl P e You can review all the
or a lIraining Employment Fass . .
PPY 8 =mploy information entered for
= o s this application on the
summary page.
Identification [# Edie
Has the |I!-I"rl-:1llrl- worked o stayed long-term fnat— No e You can click on “Edit” if
Which dscribes the candldate? Foreign student you need to make changes.
What is the pass duration yau are applying far? 12 months You W|“ be brought back to
G the relevant section.
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Notification email

We will send all netifications to wpdtest@mom.gov.sg

[& update email

Updating this email address will affect notifications sent for all transactions.

Declaration

Please read and acknowledge the following:

o All data entered in this Application form is accurate.

All documents uploaded are correct (if any) are correct, clear and complete.

With reference to this Application for Training Employment Pass and residence in Singapore,
the candidate has given his/her consent to the Government of Singapore to obtain from and
verify the information with any person, organisation, or any other source for assessing the
Application.

1 have explained to the candidate that a SingPass will help him/her to access Government e-
services in Singapere, and | confirm that | have obtained the candidate’s consent for the
Ministry of Manpower to share his/her personal details to the SingPass issuing agency in
order for the candidate to apply for a SingPass account at a later time if he/she is eligible for
a SingPass.

| have obtained written consent from the candidate to apply for a Training Employment Pass
for him/her. | will produce this consent when requested by the authority.

The candidate has not used the services of 2 Singapore Registered Employment Agency or
EA personnel for this application.

| declare that should this Application be approved, | will make an application to Ministry of
Manpower to allow this candidate to enter Singapore subject te prevailing entry
requirements at the point of entry into Singapore.

S

I:‘ I declare that all of the above is true.]

Continue to payment

A, Download form summary (PDF, —100KB)

If you need to amend the
email address shown, click
on the “Update email” link
to perform the update. All
notifications will now be
sent by email instead of
SMS.

You need to confirm and
acknowledge the
declarations by ticking the
box.

You can download a copy
of the application summary
when you click on
“Download form
summary”.

You should also save a copy
of the supporting
documents that are
submitted with this
application.

AP

ortal > QuikMenu

ply for a Training Employment Pass

@ Application submitted successfully

Candidate’s full name Testing TER

Candidate's FIN/Work Permit

number

Training Employment Pass

Application numbear A110423809548

d time submimed 11 Apr 2023, 12:14pm [GMT +0800)
ment melhod GIRQ

mount pald $105

Payrment reference number

Yeeu will receivee an emnail acknowledgernent with a summary of the application

Processing time usually lakes about 3 weeks, bul may be longer during pesk pericds or if we
rieed o verify the application details.

You will be naotified when there is an cutcome or if we nzed more documents

‘What do you want to do next?

When you see this
acknowledgement page,
your application has been
submitted.

You may return to myMOM
Portal to submit another
application or log out of
the eService.

After you have submitted
an application and do not
see it appear on the
myMOM Portal, please
refresh the page after 15
minutes.
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7. Renewal Request for Employment Pass (EP) & S pass

7.1 How to renew an Employment Pass (EP) or S Pass

lllustrations and Highlights

Remarks

Before you start, remember to do this

Check eligibility

Things to note

» Processing time for most renewals is 3 weeks.

w5 abuoul 30 mins Lo complele

Start renewal

Update company profile

may affect the renswal.

Prepare documents

e Make sure you get
these done before
starting the renewal
request process:

v Update your
company’s profile (in
particular, the
turnover and
contact
information). Please
wait for at least 30
minutes before
returning to this
page to submit the
renewal request.

v’ Prepare the required
documents you need
to upload.

e Click on the “Start

III

renewal” button when
you are ready to start.

e To perform any of the

following transactions,

please wait for at least

20 minutes after

submitting this renewal

request.

- Apply for new
DP/LTVP using
myMOM Portal

- Renew DP/LTVP
using EP eService
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7.2 Renewal Request (Stage 1)

7.2.1 You must answer all questions in Stage 1 before you can proceed to Stage 2.
7.2.2 A copy of the renewal request will be auto-saved when you proceed to Stage 2.

Sample Questions / Fields

Remarks

myMOM Partal > Quick Menu >

Request for renewal of an Employment Pass

JOSEPH JACKSON JUNIOR (F1234555K)

o

Renewal (Stage 1)

How long would you like to renew this pass for?

years | | | manths

an be renewed for up to 3 years. If the renewal is approved, the period granted may be shorter
have indicated.

Save and continue

e This is the first question
in the renewal request
(Stage 1) — Let us know
how long you would like
to renew this pass for.

e You can use the
breadcrumbs at the top
of the page to return to
myMOM Portal.

e You may also click on the

“Save and continue”
button to navigate to the
next stage.

7.3 Renewal Request (Stage 2)

7.3.1 You can fill up the questions and sections in Stage 2 in a non-sequential manner.

7.3.2  You may be asked to upload relevant documents in the respective sections. Please note that:
a. Documents should be clear and correct. If not, you may be asked to resubmit them.
b. Each document upload should be less than 2MB in file size.
c. Documents that are not in English should be submitted together with an official

English translation.
7.3.3  You can save draft at any point.

Sample Questions / Fields

Remarks

O——————9©

Renewal (Stage 1) Renewal (Stage 2)

\v Candidate particulars

@ I the particulars displayed are different from those in the candidate’s current travel
document (e.g. name, nationality/citizenship), submit a request Lo change the details.
Please wait for our reply before continuing with the renewal of this pass.

Upload travel document photos

Q:
]

Iﬁ Drag and drop or browse files.

e The personal
particulars of the pass
holder will be
automatically
retrieved and
displayed for
verification.

e Aclear copy of the
travel document will
be required to be
uploaded, if you have
not submitted it to us
previously.
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Sample Questions / Fields Remarks

Full name (in the same order of appearance as travel document) °
JOSEPH JACKSON JUNIOR

FIN
F1234555X

Date of birth
02 Mar 1975

Sex °
Male

Nationality/Citizenship
Belgian

Travel document type

°
International Passport v
Travel document number @)
AXKXXTT77
°

Travel document issue date

dd mmm yyyy £

Travel document expiry date

22 Aug2023 5

Continue

If your travel
document details has
changed, please enter
the latest
information.

You will need to enter
the Travel document
issue date if it is
blank.

You may save a draft
copy of this request if
you wish to continue
another day.

Click on the
“Continue” button to
proceed to the next
section.

Work location

Postal code
188537
Block/house no.
15

Street name
QUEEN STREET

Floor no. Unit no.
#03 -1 05

Building name
TAN CHONG TOWER

Is the premises (at the above address) a food establishment?

() Yes No

e Work location:
Edit and update
the workplace
address, if
applicable.

e The address will
be retrieved
automatically
(Building name
may not be
shown) and you
can enter the floor
and unit number,
if applicable.

e Agency support:
Edit and update
the list of agency

Page 56 of 143



Navigation tips for new e-Service

Agency support

Is this renewal supported by any relevant professional bodies or vetting/accreditation agencies? @@

() Yes No

Agency support
Is this renewal supported by any relevant professional bodies or vetting/accreditation agencies?

Yes () Mo

Agency support 1

Mame of professional body or vetting/accreditation agency

hd [ remove

Upload registration or support letter

@ Drag and drop or browse files.

Jpeg, png or pdf only. Total file size must not exceed 2MB.

(+) Add another supporting agency

support you have
received that is
different from the
current pass.

You will see a
document upload
feature if we
require you to
upload a
document.

Each agency can
only be selected
once.

v Work experience

Total work experience

You may edit and
update the pass
holder’s length of

total and
3 years 0 months
relevant work
‘ experience.
Relevant work experience
1 years 5 months
The existing

gualifications
from current pass
is retrieved and
displayed,
excluding those
with awarding
institution not in
the standard
listing.

You will be
required to upload
relevant
documents, such
as the educational
certificate and
verification proof
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~ Educational qualifications

Include up to 2 of the candidate’s qualifications:
® Enter the details exactly as they appear on the educational certificate.
* Select from the drop-down list whenever possible. Otherwise, you must upload werification
procf to confirm that the qualification is genuine and was awarded by an accradited
institution.

For non-English documents, you must upload the original document with an English
translated copy. The translation can be done by a translation service provider.
* This application will be rejected if any of the qualifications are doubtful or from an institution
that is not accredited or recognised by its country's education authorities.
Qualification 1
Awarding institution

Royal Melbourne Institute Of Technology (ALSO KNOW... X

Country/Region of awarding institution

Australia
Qualification

Bachelor's Degree X
Faculty

Science (Computer Studies) X

Did the candidate amend classes on campus?

Yes O Mo

Is the campus in Australia?

Yes O Mo

Mode of study
Full-time

O Part-time

Pericd of study
From Ta

Jan 2017 B Feb 2019

(® Add another qualification

for each new
gualification that
is added.

You can click
“Remove” icon to
delete a
gualification that
you have added.

Click “Add another
qualification” if
the candidate has
another
gualification to
declare.

Page 58 of 143



Navigation tips for new e-Service

v Membership/professional details * You can declare up to
2 professional
Include up to 2 most recent memberships with societies/organisations within the past 5 years. memberships with
organisations

(®) Add a society/organisation

/societies.

e You can skip this
section, if it is not
applicable.

Skip, no memberships to add

v Candidate declarations e Ensure that you

check with the
applicant before
O ves O No answering the
guestions in this

(a) Has the candidate ever been refused entry into or deported from any country?

(b) Has the candidate ever been convicted in a court of law in any country?

O ves O No section.
(c) Has the candidate ever been prohibited from entering Singapore? o If you answer “Yes”
O Yes () No to any of the

declarations, you
must provide
detailed
explanations.

e If your declaration
Your declarations have changed answer has changed

o“ ”

As the answer(s) to the declarations have changed, it may affect the from “Yes” in the
outcome of the renewal. Do you wish to continue? current pass to “No”
in the renewal
request, you will be

) prompted to confirm

Cancel Continue

L ) that your
declarations have
changed.

e C(Click on the
“Continue” button if
you wish to continue
with the change.
Otherwise, click the
“Cancel” button to
return to the main
form to edit the
answer.
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7.4 Summary

7.4.1 You can review all the information entered for the renewal request here and edit, if necessary.
7.4.2 You can download a copy of the renewal request details.

7.4.3 You need to confirm and acknowledge the declarations.

lllustrations and Highlights

Remarks

mytaMPortal ¥ Quick Meau 3

Request for renewal of an Employment Pass

JOSEPH JACKSON JUNIDR (F1234555K)

o o ]

Renewal {Stage 1) Remeweal [Stage 2) Summary

A\ Based on the information provided, the candidate is unlikely to qualify for
an Employment Pass or S Pass. You are strongly advised not to submit this
renewal as it will most likely be rejected.

Renewal request summary @ ko

How long would you like tn renew this pass for? 2 years 0 months

Candidate particulars @ e

Full narme {in the sarme order of appearance as travel doosment) JOSEPH JACKSON JUNIOR

FIN F1234555%

from ary country?

b) Has the pass holder ever been canvicted in a court of law in any No

Date of birth 02 Mar 1975

Sex Male

Matlonaling' Citizenship Belgian
Pass holder declarations [ et
al Has the pass halder ever been refused entry inte or departed Yes

e You can review all the
information entered
for this renewal
request.

e [f the candidate is
unlikely to qualify for
an Employment Pass or
S Pass based on the
information provided,
the system will show
an alert at the top of
the summary form.

Edit

e You can click s if

you need to make
changes. You will be
brought back to the
relevant section.

e If you have confirmed

earlier that your
declarations have
changed, it will be

We will notify you of the renewal outcome or if we need more documents. The email address
you provide must belong to a user authorised to transact for your company.

Email

highlighted in the
i Has the pass halder ever been prohibired from entering Mo
Singapore? - summary form.
A\ You have changed your answer for this question, it may affect
the autceme of the renewal.
Notification e You must provide us

with an email address,
so that we can notify
you of the renewal
request outcome or ask
for more documents for
our assessment. All
notifications will now be
sent via email instead of
SMS.

e You need to confirm

and acknowledge the
declaration clauses.
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Declaration

Please read and acknowledge the following:

» | am the registered user of this EP Online account and personally filled in the information in
this Renewal for an Employment Pass and in any related appeals.

» | declare that the informaticn in this Renewal for an Employment Pass and any related
appeals is, to the best of my knowledge, true and correct; and that all documents submitted
in support for this Renewal, and any related appeals, are true copies of the originals.

» All data entered in this Renewal form is accurate.

» All documents uploaded (if any) are correct, clear and complete.

» With reference to this Renewal for an Employment Pass and residence in Singapore, the
candidate has given his/her consent to the Government of Singapore to obtain from and

verify the information with any person, organisation, or any other source for assessing the
Renewal.

» | have obtained written consent from the candidate to apply for an Employment Pass for
him/her. | will produce this consent when requested by the authority.

» | declare that should this Renewal be approved, | will make an application to Ministry of
Manpower to allow this candidate to enter Singapore subject to prevailing entry
requirements at the point of entry into Singapore.

[] 1 declare that all of the above is true.

Submit renewal

L, Download form summary as PDF

e You can download a
copy of the renewal
request summary when
you click

* Dowrload form summary as PDF

e You should also save a
copy of the supporting
documents that are
submitted with this
renewal request.

7.5 Acknowledgement
7.5.1

You will receive an email from MOM to acknowledge successful submission of your

application. A PDF copy of the application summary will be attached in this email.

lllustrations and Highlights

Remarks

Request for renewal of an Employment Pass

JOSEPH JACKSON JUNIOR (F1234555X

@ Renewal request submitted successfully

JOSEPH JACKSON JUNIOR umméry as POF
F1234555X

Employment Pass

R120122519469

12 Jan 2022, 5:35pm (GMT +0800)

owledgement with 3 summary of renew

3l request

= longer during peak periods or if we

You will be ny

tcome or if we need more documents.

What do you want to do next?

e After you have

e Your renewal request
has been submitted
when you see this
acknowledgement

page.

e You may return to
myMOM Portal to
make another renewal
request or log out of
the eService.

submitted a renewal
request and do not see
it appear on the
myMOM Portal, please
refresh the page after
15 minutes.
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8. Request Renewal of a Dependant’s Pass (DP) or Long-
Term Visit Pass (LTVP)

1. Login with Corppass to (((“w
access myMOM Portal.
= MENU O > eservices > m

myMOM Portal

myMOM Portal allows business employers to centrally access eServices and view
transactions with one login.

@ Service is online
Click here to log in D Loginwith CorpPass Availabiliey
24 hours

2. After loggingin, you will (= myMOM Portal B Logont
be directed to myMOM

Portal.

Welcome

Click on ‘Work Passes’ tab

Your organization's workforce profile

DISTRIBUTION DISTRIBUTION DISTRIBUTION
OF LOCALS BY OF LOCALS BY OF WORK PASS
AGE WAGE' 235 TYPE

P P - :. .......

3. Select the organisation 9 Work Passes
that you are transacting
for.
Select organisation a1 v —
Applcation Appeals . Pending ksuance —  Existing ¢ Expired passes ... Expiring passes .. Advanced search

@ Loading...
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4. Click on ‘Expiring passes’
tab. For the pass that you
need to renew, go to
'Select action’ and click on
‘Renew’.

Application / Appeals (70)  Pending issuance (2) Expiring passes (4)  Advanced search

=)

Name FIN Date of expiry Pass type Submitted by Action

13 APR 2023 Dependant's Pass select action =

View details

15 APR 2023 Long-term Visit Pass

Cancel

Dependant’s Pass CliCk here Renew

08 MAY 2023

5. Alternatively, you may
also access renew
DP/LTVP by clicking on
“Go to Quick Menu”.

Start Transactions

For transactions related to Employment Pass, S Pass and passes for family members

Go to Quick Menu

6. Within Quick Menu:

i. Select Action “Renew a

pass”

ii. Select pass type
“Dependant’s
Pass/Long-Term Visit
Pass”

Enter the FIN

Select Action

. Click “Continue”

button.
Select pass type

Enter FIN

Click here

(

myMOM Partal >

Welcome, what would you like to do?

MINISTRY OF
MANPOWER

[ Logout

Start a transaction

I want to
Action

Renew a pass X

For this pass

Dependant's Pass/Long-Term Visit Pass v

For this foreigner

FIN

Continue
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7. You will enter the starting

page for renewal of the
DP/LTVP.

Make sure you get these

done before starting the

renewal process:

v Submit renewal for the
main pass holder first.

v’ Prepare the required
documents.

Click on the “Start renewal”

button when you are

ready.

If the main pass holder is
changing pass type (S Pass
to EP) or (EP to S Pass),
please apply for a new DP
or LTVP under the new
main pass holder’s pass
type, instead of renewing.

Before you start, remember to do this

Renew main pass Prepare documents

=)

It the dependant has a new travel document
that differs from the one provided in the
ariginal application, have the new travel

document ready for upload,

Renew the main pass as the duration of the
depandant's pass will be tied to that of the
main pass,

Things to note

« Processing lime for most applications is 3 weeks,

{5 Takes abou

15 minutes to complete

Click here Start renawal

Fill in the required fields in
the Dependant particulars
section.

The main pass holder’s and
dependant’s particulars will
be auto-populated and
displayed for verification.

If the dependant’s
particulars differ from the
current travel document,
please submit a change
request before continuing
with the renewal request.

If the dependant’s renewal
request is submitted
before the main pass
holder’s, the dependant’s
pass duration (if granted),
will be tied to the expiry of
the current main pass.

Therefore, for a longer pass
duration, always renew the
main pass first.

Request renewal of a Dependant's Pass

Renewal

v Dependant particulars

@ f the particulars displayed are different from those in the pass holders' current travel
documents (e.g. name, nationality/citizenship), submit a requast to change the details. Please
wait for our reply before continuing with the renewal of this pass.

Main pass holder's particulars

Full name {in the same order of appearance a3 travel document)
FIM

Ongeing transaction
Renewal

A\ The main pass holder's pass is expiring within 6 months. The dependant's pass, if
successfully renewed, will be granted the same duration as the current main pass. For a
longer pass duration, renew the main pass first before you renew the dependant's pass.
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If the information differs
from our records, you will
be prompted to upload
the dependant’s travel
document. Please ensure
to upload a clear copy of
the travel document.

If dependant’s travel
document details have
changed, please enter the
latest information.

You will need to enter the
Travel document issue date
if it is blank.

You will also need to
update the State/Province
of Nationality/Citizenship if
it is blank. (This applies to
Chinese/Indian/Malaysian
nationals only).

If the dependant’s
relationship to the main
pass holder has changed,
please apply for a new
DP/LTVP instead of
renewing it.

You may save a draft copy
of this request if you wish
to continue another day.

Dependant's particulars

Upload travel document photos O View upload guide

Drag and drop or browse files.
|-— Jpeg, png or pdf only. Total file size must not exceed 2MB
Full name (in the same order of appearance as travel document)
FIN
Date of birth
Sex
Female

Nationality/Citizenship

State/Province

Start typing to search... Q

Relationship to main pass holder
Legally married spouse

% ~

o If the relationship has changed, apply for a new pass.

\ /

Marital status
Married

Travel document type

International Passport s

Travel document number @

Travel document issue date

dd mmm yyyy 6

Travel document expiry date

05Mar2030

Click here to continue Continue

10. Click on the “Continue”

button to proceed to the
next section.

> Highest educational qualification

> Dependant declarations
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11. Existing qualifications o
from the current pass is
retrieved and displayed. If > Dependant particulars
there is a change in the “ Highest educational qualification

dependant’s highest
educational qualification,
you may edit it.

Previde the dependant's highest qualification stained

Cuaalifeation

Start typing to eearch. .. L

Click here to continue Continue

» Dependant declarations

12. Ensure that you check o
with the dependant Renewal
before answering the )

. . . . > Dependant particulars

guestions in this section.

> Highest educational qualification

e |f you answer “Yes” to any

of the declarations, you
must provide detailed @

explanations. ® ves O No

~ Dependant declarations

Has the dependant ever been refused entry into or deported from any country?

b

Has the dependant ever been convicted in a court of law in any country?

. ) )
e If your declaration has OYes @ Mo

changed from “Yes” in the {6) Has the depandant ever bean prohibited from entering Singapore?
current pass to “No” in the O Yes @ No
ren ewal req uest, you Wi ” If you answered "Yes' to any of the questions, please provide details

be prompted to confirm
that your declarations
have changed.

(500 characters left)

Your declarations have changed

As the answer(s) to the declarations have changed, it may affect the
outcome of the renewal request.

Cancel . Continue
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13. You can review all the
information entered in
this renewal request form.

e You can click “Edit” if you
need to make changes. You
will be brought back to the
relevant section.

e Should there be a change
in declaration from the last
transaction with us, a
warning banner will be
reflected under the
respective question, in the
form summary page.
Please ensure you have
clearly explained why the
declarations have
changed.

e After submission, we will
send a notification to the
personnel’s email address
registered in our system.

o [f the email address is
outdated, you should
update and verify the
changes first before
submitting the renewal.

Request renewal of a Dependant's Pass

EP G3924643R (G3924643R)

——— —— 0

Renewal Summary

Dependant particulars [ Edit

Main pass holder's particulars

Full name (in the same order of appearance as travel document)

FIN

Ongoing transaction Renewal
Dependant's particulars

Full name (in the same order of appearance as travel document)

FIN

Date of birth 03 Jul 2017
Sex Male
Nationality/Citizenship Indian

State/Province Andhra Pradesh

Relationship to main pass holder Unmarried biological child under 21 years
Marital status. Single
Travel document type International Passport

Travel document number

Travel document issue date 01 Oct 2022
Dependant declarations [ et
a) Haz the dependant ever been refused entry into or deported from HNo
any country?
A\ You have changed your enewer for this queston, it may affect the

outeome of the renswal request.
) Has the dependant ever been convicted in a court of law in amy HNe
country?
) Hae the depandant ever bean prohibitad from antering Singapore? Ho
A ou have changed your answer for this question, it may affect the

outcome of the renswal requast

*fou must provide detais if you have answered “Yes' to any of the Explain why you have changed the answer
above guestione. Please also explsin why you have changed the

anawer(s) a3 you have alao praviously declared “Yes' for a) and c).

Notification email

We will send all notifications to
(£, Update email

Updating this email address will affect notifications sent for all transactions.
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14. Before submitting,
confirm and acknowledge
the declaration clauses.

e You can download a copy
of the renewal request
summary when you click
“Download form
summary”.

e You should also save a copy

of the supporting
documents that are
submitted with this
renewal request.

Click here to submit

Declaration

Please read and acknowledgs the following:
» | am the registered user of thiz EF Online account and peracnally filed in the informaticon in this
Renewal for a Dependant’s Fass and in any related appeals.
= | declare that the informaticn in this Renewal for a Dependant's Pass and any relsted appesls i,
bt best of ry knewledge, true ane eorect; and that all documents sabmitted in suppert for this

Rz and arry ielaled appeals, Irue copies al The originats,

= Al ciata entered in this Renewal form is acourate.

= Al documents upleaded (if any) are corect. clear and complata.

» \With reference to this Renewal for a Dependant's Pass and residence in Singapors, the faregner
haz given histhar consent to the Governmant of Singapore o obtain from and verify the
informaton with any person, arganisation, or any other source for asseszing the Ranewal.

will help bimdher To acoess Govamment e

wplained Lo the forelgner thal a SingP,

50 in Singaporsz, and | confirn bal | hove obined the oreigners consent Ter the Ministry
of Manpowsar to share hisher peraonal detaila to the SingPass issuing agency in arder for the
faresgnes i apaly for a SingPass account &t a later time if heishe is eligible far a SingPass.

» | daclare that | have informad the Main Pazs Holder of this foreigner, that in retation to the
COVID-19 vactination statua of the forsigner. the Main Pase Holder will inform anc ensure that

the foresgner will adhere o all vace nation requiremeants, as selaul in

bl st vsnss o g sl regmls.

Thiz is undertaken in accordance with the following where applicable - the prevailing guideines
of tha Singaposs Ministy of Health and Ministry of Manpower, or the Emplayment of Foreign
Manpower (Work Passes | Regulations 2012,

To et the requirements aheve, | decare that | have read the guidelines contained in

| declara that all of the above is frus.

Submit renewal

e, Dol Tarmn summany

15. Your renewal request has
been submitted
successfully when you see
this acknowledgement

page.

e You will receive an email
from MOM to
acknowledge successful
submission of your
renewal request. A PDF
copy of the renewal
request summary will be
attached in this email.

e You may return to
myMOM Portal to make
another renewal request
or log out of the eService.

e If you do not see the

submitted renewal request

in myMOM Portal, please

wait for 15 minutes before

refreshing the page.

® Renewal request submitted successfully

Dependant's full name
Dependant's FIN

Pass type Dependant’'s Pass
Renewal request number

Date and time submitted 02 Jun 2022, 10:40am (GMT +0800)

You will receive an email acknowledgement with a summary of your renewal request.

Processing time is usually 3 weeks, but may be longer during peak periods or if we need to verify
any details.

You will be notified when there is an outcome or if we need more documents.
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9.

Request Renewal of a Letter of Consent (LOC)

Before you start, remember to do this

Update organisation profile

Ensure the arganisation pro

and contact dertalls) Is up-to erwise, [t may affect

the outcome of yo ewal racuest.

Things to note

£. turnover information Have these documents r

Prepare documents

o upload with your renewa

+ Processing time for most renewals is within 1 week for LTVE/LTVP+ holders and 3 weeks for

DP holders.

Notification email

We will send all notifications to wpdtest@mom gov.sg
[# update ema

Updating this email address will affect notifications sent for all transactions.

| declare that | have isation from the emplay

perform this he e ‘or candidate ave consented in

writing to pre-fill an

sonal data) in this form.

akes ahout 20 minutes o ¢ ete

Start renewal

for candidate to

Make sure you get
these done before
starting the application
process:

v Check that the
Dependant’s Pass
(DP), LTVP (Long-
Term Visit
Pass)/LTVP+ is valid
for at least 3
months.

v’ Prepare the required
documents you need

to upload.

g Docs for ICA-issued
LTVP/LTVP+ holders

v' If the candidate is an
eligible DP holder,
ensure that the
request to apply for
an LOC has been
approved.

Click “Start renewal”
when you are ready to
start your renewal
request.
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o

Renewal

v Candidate particulars

© I the particulars displayed are different from those in the candic
Pass card (e.g. Name, Nationality/Citizenship), approach Imm

CA) to update the record. You may proceed with this renewal request 5
updated the information

vorking days after ICA

Full name (in the same order of appearance as travel document)
JOHN DOE

F12345672

01 Jan 1990
Male
Nationality/Citizenship

Malaysian

Continue

o

Renewal

v Candidate particulars

© I the particulars displayed are different from those in the candidate’s current travel document
(e.g. Name, Nationality/Citizenship), submit a
reply before continuing with the renewal of this pass.

to change the details. Please wait for our

Full name (in the same order of appearance as travel document
JOHN DOE

FIN

F12345672

Date of birtf

01 Jan 1990

Male

Nationality/Citizenship

Malaysian

Continue

The candidate’s
personal particulars
will be automatically
retrieved and displayed
for verification.

If any of the
information shown on
screen are not correct,
please do not proceed
with the application.
You need to update the
information with the
relevant agencies (i.e.,
MOM for DP holders,
ICA for LTVP/LTVP+
holders).

Click “Continue” if all
the information
displayed are accurate.

Page 70 of 143




Navigation tips for new e-Service

“ Position details

Occupation and salary details
Occupation
Cook X

Select an occupation that best matches
Fixed monthly salary
SGD 1,800
Basic salary and fixed allowances, excluding variables. Learn maore
Basic monthly salary
SGD 1,800

Fixed monthly allowances

SGD O
Salary paid
Locally
(O overseas

(O Both locally and overseas

Most of the fields will
be pre-populated with
the information from
candidate’s existing
LOC application.

You may edit and
update the information
where applicable.

v Candidate declarations

(a) Has the candidate ever been refused entry into or deported from any country?

(O ves () No

(b) Has the candidate ever been convicted in a court of law in any country?

(O ves () No

(c) Has the candidate ever been prohibited from entering Singapore?

(O ves () No

Ensure that you check
with the candidate
before answering the
guestions in this
section.

If you answer “Yes” to
any of the declarations,
you must provide
detailed explanations.

Your declarations have changed

As the answer(s) to the declarations have changed, it may affect the
outcome of the renewal. Do you wish ta continue?

Cancel Continue

If your declaration has
changed from “Yes” in
the current pass to
“No” in the renewal
request, you will be
asked to confirm that
your declarations have
changed.

Click on the “Continue”
button if you wish to
continue with the
change. Otherwise,
click the “Cancel”
button to return to the
main form to edit the
answer.

Please click “edit” if you
need to make any changes.
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o o

Renewa Summary

Candidate particulars

Request renewal of a Letter of Consent

JOHN DOE (F1234567Z), TEST HOLDINGS PTE. LTD. [123412345W-00-000)

You will be brought back to
the relevant section.

Singapare?

A\ You have changed your answer for this question, it may affect
the outcome of the renewal.

Full name {in the same order of appearance as travel document] JOHN DOE
FIN F12345672
te of birt 01 Jan 1550
Sex Male
ationa rvsh Malaysian
Position details @
Occupation and salary details
Occupation Cook
SGD 1,500
5GD 1,800
S5GD O
alary paid Locally
Work location
Postal code 757437
Pass holder declarations e | |f you have confirmed
_ earlier that your
al Has the pass halder ever been refused entry inte or departed Yes
fram any country? declarations have changed,
by ,I_:f:,,t:;;!ms halder ever been canvicted In a court of law inany  No It W||| be hlghllghted in the
©} Has the pass halder ever been prohibited from entering Mo summa I'y fO rm.

Declaration Form

applicable), and uploaded with the renewal request.

Generate Declaration Form (PDF, ~350KB)

Uplead signed Declaration Form V1 9

The Declaration Form must be signed by the candidate, employer and employment agent (if

Please check that the information provided is correct before you generate the Declaration Form.

View upload guide

e Click “Generate

Declaration Form”

o You will need to
re-generate the
declaration form if
you amend the
candidate’s
particulars,
occupation or
salary.

e You need to upload a
signed copy of the
declaration form. We
accept either electronic
(Adobe Sign or
equivalent) or wet-ink
signature.
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SRS Click on “View upload

i “ ' guide” for tips to generate
it Fonn and upload the declaration
The Daclaraion Form must b sigaad by the candiate,smployer and \L form correctly.

applicable). and uploaded with the application

Ploase check that the information provided is correct before you gener

Generate Declaration Form

:

Declaration Form upload guide
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10. Appeal for an Employment Pass (EP) or S Pass

myMOM Portal Dashboard

Application ; dppesls (938)  Pending ks 88} Eaml sses [0

ri2zi672 | m

LOHK DOE BESERES )i 2023 Erndugamun: Fauss

Quick Menu

Start a transaction

| want to

Action

View details

For this foreigner

Search by Application number

Application number

A100123795376| ‘

Continue

You have 3 months to
appeal against an
unsuccessful
application, but you
should do so only if you
can address the reasons
for rejection.

To appeal against an
unsuccessful
application, you will
need to proceed to
“View details” page.

You may reach the
“View details” page by
using the dashboard
page at myMOM Portal
or through Quick Menu.

Search for the foreigner
by using the
transaction’s
“Application number”
or “FIN” and “Date of
application” to proceed.

Page 74 of 143




Navigation tips for new e-Service

Start a transaction

I want to

Action

View detadls

For this organisation

My organisation

For this foreigner

Search by AN

View details
JOHN DOE (F1234567Z)

Your application is unsuccessful

Employing organization TESTING HOLDING PTE.LTD.
(12341234X-00-00)

Full Name JOMN DOE

FIN F1234567Z

Pass type Employment Pass
Application number A180323809357

Status Rejected

Date of application 18 Mar 2023

Date of outcame 13 Apr 2023

Submesion arganization TESTING HOLDING PTE. LTD.

{12341234%-00-00)
Submission user CORPPASS TEST ACCOUNT

Al dates are Dased on Singapare time (GMT

Reason(s) for outcome

e This candidate does not qualify for an Employment Pass. Before submitting an application o

2 Tool 10 fing cut the salary required for each candidate 10

& t this vacancy on MyCareersFuture for at least 14 days first. Then. if you

n aft

y foreign candidate(s) for this p you have considered 3
spplicants fairly. you may wish to provide the advertisement ID in your subsequent

application o apped

Reoson(s) accurcte os ot time of outcome.

When to consider submitting an appeal

You may consider appealing by 12 Jul 2023 if you are able 1o 3ddress the reason(s) for rejection

wal reQuests date

You can appealupte 2t within 3 monzhs of the original appiicasion

of outcome.

Ensure that you have
the necessary
information/documents
to address the issues in
your rejection advisory.

Click on “Submit an
appeal” to start the
submission.
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Appeal for an Employment Pass

JOHN DOE (F12345677)

5. Please use our onling services (e.§. @

Before you start, remember to do this

Review outcome Check eligibility Prepare documents

Things to note

* Processing time for most appeals are at least 6 weeks, sometimes longer

Start appeal

Make sure you get
these done before
starting the appeal
process:

v’ Use the self-
assessment tool
(SAT) to ensure that
the candidate is
eligible foran EP or S
Pass

v Prepare the
necessary
information you
need to provide to
address the
reason(s) for
rejection.

Click on “Start appeal”
when you are ready to
start.
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¢ Information based on the
Appeal for an Employment Pass last rejected transaction
rorm00x Lzsse7 will be retrieved
-— automatically and
displayed for verification.
Which pass are you applying for?
Employment Pass only .
e You may edit and update
What is the pass duration you are applying for? the irlforlmationl if
2 yoars 0 months appllcable
Tell us abou: ur job advertisement. .
o e adeement e Click on “Save and
I do not need a job advertisement.
continue” to navigate to
Are you seeking an exemption from the FCF job advertising requirement the neXt Stage .
on the basis that the candidate is a local transferee @, or choosing to
apply as an overseas intra-corporate transferee (ICT) under the World
Trade Organisation's General Agreement on Trade in Services (WTO GATS)
or an applicable Free Trade Agreement (FTA) (see definition here)?
tion or job position
Save and continue
e You will see up to a total
Appeal for an Employment Pass of 6 sections in Stage 2.
JOHN DOE [F12345672) 22
o——o ¢ Information based on the
Appeal (Stage 1) Appeal (Stage 2) . . . .
rejected application will
> Job advertisement and recruitment efforts L] be retrieved
» Position details ] automatica”y and
> Work experience . displayed for verification.
» Educational qualifications .
» Membership/professional details * [ ] You may edit and update
» Candidate declarations . any Of the information, if
applicable.
Expand sections to make edits
" . e To save the appeal draft
* Position details ]

Occupation and salary details
Occupaman

tart typing to search

Select an ccoup

a0 5,000

#® Both locally and overseas

in Stage 2, click the “Save
draft” button at the top
right-hand corner of the

page.
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[ 17}

Appeal (Stage 1) Appeal (Stage 2)
2 Job advertisement and recruitment efforts
» Position details
> Work experience
» Educational qualifications
# Membership/professional details
 Candidate declarations

(3] Has the candidace ever been refused erry ines or departed fram any cauntry?

ercered Sgapare using & passpart Issued by & diffsrent counzny?

ntered Sngspare using & diferert ramal

Save and continue

o 0 0 0 0 o

e Once all the information
is provided, click on “Save
and continue” to
continue to the next
stage.

Appeal for an Employment Pass

JOHM DOE (F12345577)

o———0 ©

Appeal [Stage 1) Appeal (Stage 2) Supporting information

Supporting information

You may include up ta § dacumants far your appeal:

Additional remarks

5 there amyhing mare you went to add? [Cptienall

000 characters lef)

Continue to summary

e This section allows you to
provide relevant
information to address
the reason(s) for
rejection.

e Click on “Add document”
if you wish to upload any
documents for the
appeal.

e Click on “Continue to
summary” if there are no
additional information to
provide and proceed to
the Summary page.
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¢ |f you have documents to
upload, select the
“Category” from the
drop-down list to help
oo dome by filter the document type
0 remane that you wish to provide.

Appesl (Stage 1) Appesl (Stage 2) Supporting information

Supporting information

inal document with an English

can be done by

Applicant's educstion relsted documen:s

e Alternatively, you may

Document type

Verificstion proct for edusations| carficate x perfo rm a Ssea rCh Under
fcad st 2 fr adcanzns cxtcce the “Document type”

D oy o e o s 2 field.

Testing PDF.p K8 view [

e You may include up to5
oY T —— documents in your
appeal.

Additional remarks

= there anything mare you want to add” (Optional)

e |f you wish to provide

Testing remark]

p new
information/explanation
for the appeal, you can
foneuse ey do so by entering the
information in the
textbox shown.
e Click on “Continue to
summary” to proceed to
Summary page.
. . e You can review all the
Candidate particulars . .
information entered for
Full name (in the same arder of appearance as travel document) Peter Tan thlS appea| request.
FIN M4253889W
Date of birth 01 )an 1980
e You can click on “Edit” if
Mationality/Citizenship Malawian you need to make
Appeal summary [ ean changes. You will be
brought back to the
Which pass are you applying for? Employment Pass only .
Wrnatis the pass durstian you sre spplying far? 2years 0 months relevant section.
Job posting ID 1 do not need a job advertisement

No

e If you have confirmed
earlier that your

Trade in S

JA ’ declarations have

changed, it will be
highlighted in the
summary form.

Job advertisement and recruitment efforts [&

Tell us how you advertised for this position

Select up to 3 recruitment channels you have ussd « Jobs Bank / MyCareersFuture.sg

How many candidates were there at each stage of the recruitment
process?

Flease indicate the number of candidates interviewsd, ofered and Interviewed Offered Hired

hired for each group.
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Pass holder declarations [ edit

al Has the pass halder ever been refused entry inte or departed Yes
from ary country?

b) Has the pass holder ever been canvicted In a court of law inany Mo

country?
©} Has the pass halder ever been prohibited from entering Mo
Singapore? f
A\ You have changed your answer for this question, it may affect
the autcome of the renewal.
Notification email e |[f you require to amend

the email address shown,
click on the “Update
email” link to perform
the update. All
notifications will be sent
by email.

We will send all notifications to test@testmail.com

Updating this emall acaress will afect notfications sent for all ransacuions

e You must read and

s ki acknowledge the
pisiiapininy : declaration by ticking the
checkbox.

e You can download a copy
of the appeal summary
when you click
“Download summary”.

IM

e Click on “Submit appea
AR o) to submit the appeal
o, Download summary (POF. ~100KE request.

e Your appeal request has
been submitted when

@ Appeal submitted successfully you see this

acknowledgement page.

Full name JOHN DOE
FIN F12345672
Pass type Employment Pass
o e You may return to
Application number A100123795376
Date and time submitted 13 Apr 2023, 2:40pm (GMT +0800) myMOM Portal to make

another appeal request
or log out of the
eService.

You will receive an email acknowledgement with a summary of the appeal

Processing time usually takes about 3 weeks, but may be lenger during peak periods or if we
nead to verify the appeal details

*fou will be notified when there Is an outcome or if we need more documents

e After you have
submitted an appeal
request and do not see
it appear on the
myMOM Portal, please
refresh the page after 15
minutes.

What do you want to do next?
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11. Appeal for Training Employment Pass (TEP),
Dependant’s Pass (DP) or Long-Term Visit Pass (LTVP)

myMOM Portal Dashboard e You have 3 months to
i e (38 et e B ot o e 1 e peee 5 Adhoncetseaen appeal against an
=3 unsuccessful application,
Dt e s s but you should do so only
e o if you can address the

reasons for rejection.

e To appeal against an

Quickmenu unsuccessful application,

please proceed to the

Start a transaction “View details” page.

I want to e To reach the “View

ction details” page, use the
dashboard page at

View details X myMOM Portal or

Quickmenu.

For this foreigner

Search by Application number N

Application number

A100123795376| ‘

Continue
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View details

e Ensure that you have the
JOHN DOE [F12345672Z) necessary
information/documents
Your application is unsuccessful to address the reason(s)
Employing organisation TESTING HOLDING PTE. LTD. {123412345W- ) for the reJeCtlon'
i 00-00)
ull name John Doe . “« .
F12345672 e Click on “Submit an
I BT e e appeal” to start the
Application numbe A100123795376 ..
submission.
10 Jan 2023
10 Jan 2023
ubmission or, 4l TESTING HOLDING PTE, LTD. {123412345W-
00-00)
ubmission Mary lane
All dates are based on Singapore tme (GMT +0800]
Reason(s) for outcome
You may proceed to appeal
You may appeal by 11 May 2023 if you are
Before you start, remember to do this * Before you start the
appeal process, prepare
Review outcome Prepare relevant information the necessa ry
information you need to
(07 =) provide to address the
‘When you appeal, please address the reason(s) for rejaction We ara looking for information that addresses the reason(s) for reason(s) for rejeCtion‘
rejection. Giving us unrelatsd information may incraass the
processing lime
e If you require to amend
: the email address
Things to note .
= Processing time for most appeals is al least 3 wesks. ShOWﬂ, CIICk on the
“ HUAH
Notification email Update emall llnk to
We will send all nofifications to testfitest.com perform the update.
[ Update emal
Updating this email address wil affsct nofifications sent for all fransactions [ All notifications will now
be sent by email instead
akes aboul 10 minutes It 1l Ble OfSMS.
Start appeal
e C(lick on “Start appeal”
when you are ready to
start.
e This is the section that

allows you to provide
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~ Supporting infarmation

Please g
application detalls

t information to address the reason(s) for rejection and tell us if any
ve changed.

f we have acknowledged and approved your salary amendment requesz 7] for the main pass
«aldar, you do not need to add remarks or the approval documents.

€ 1 document

(%) Add remarks

Skip, no information oo add

relevant information to
address the reason(s) for
rejection. Amendments
to the rejected
applications are not
allowed.

Click on “Add document”
or “Add remarks” if you
wish to provide any
information to support
the appeal.

You may also click on
“Skip, no information to
add” if there is no
additional information to
provide. This will bring
you to the next section.

~ Supporting information

Please give us relew

application datails have changed,

nlermation 1o address the reasons) for rejection and tell us it any

fwe have acknowledged and approved your salary smendment request [% for the main pass
helder, you do not need 1o add remarks or the approval documents.

‘You may incluce up to § documents for your appeal:

ac

Sa search for a decument type,
+ Far non-C

drop-down list or type

st uplaar the original document with an Englhsn translated

Continue

copy. The tra by @ n service provider,
Document 1 U Remove
s emplayment information
Document type
Candidate’s employrment contract with salary informa.,

If you have documents to
upload, select the
“Category” from the
drop-down list to help
filter the document type
that you wish to provide.

Alternatively, you may
perform a search under
the “Document type”
field.

You may include up to 5
documents in your
appeal.

Click on “Continue” to
proceed to the next
section.
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|

v supporting information . ¢ If you wish to provide
new
information/explanation
for the appeal, click on
s e “Add remarks”. A textbox
ent i anEngl asitd will appear.

ddress the reasonis) for rejection and tell us if any

I we have acknowledged and approved your 5al et request [ 7 for the main pass

holder, you do not need 1o add remarks or the appr

transhation can b

Document 1 (] Remove

e Enter the necessary
Candidate's employment information information in the
e — textbox shown.

Candidate’s employment contract with salary informa
 smother document e Click the “Continue”

PoP—— 5 hemen button to proceed to the

next section.

there anything more you want to add? (Cptional)

Remarks were added here,

(976 characters left)

Continue

Et¥pori iormaticn © e |f you need to amend the
email address shown,
click on the “Update

@ Upia email” link to perform the
Updating is el address wil effec nofcatons senfoc o ransectins update. All notifications
will be sent by email.

Notification email

We will send all notifications to test@test.com

Declaration

Please read and acknowledge the folowing

- e s o e s e You must read and

AR G AR g S S o o G acknowledge the
declaration by ticking the
checkbox.

« With reference to thi
candidate has giv
information with any

+ 1 have explained

of Manpower to share his/her parsonal detalls
candidate to apply for a SingPass

« I have obtsined writen ¢ sining Employment Pass for

himvher | will produce this by the authorkty . .
T e e i e e i B A e Click on “Submit appeal”
persannel for this application .
S to submit the appeal
| declare that all of the above is true
request.

Submit appeal
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Appeal for a Training Employment Pass
JOHN DOE (F1234567Z)

@ Appeal submitted successfully

Full name JOHN DOE
FIN F12345672

Pass typa Training Employment Pass
Application number A100123795376

Date and tima submittad 13 Apr 2023, 2:40pm (GMT +0800)

y of the appea

kes about 3 wasks but may be longer during pask pariods or if we

need to verify the appeal details

You will be notiied when there is an outcome of if we need more documents

What do you want to do next?

Your appeal request has
been submitted when
you see this
acknowledgement page.

You can download a
copy of the application
summary when you click
on “Download
acknowledgement and
form summary”.

You may return to
myMOM Portal to make
another appeal request
or log out of the
eService.

After you have
submitted an appeal
request and do not see it
on the myMOM Portal,
please refresh the page
after 15 minutes.
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12. Retrieving Drafts

e The “My drafts” page lists

e —— all drafts saved for the
((( ~—o B Logout organisation.
- 4 Wk Paman
My drafts e (Clicking on a selected
draft will bring you to
et - | [Mtnd v that saved draft.
Name FiN/Work Permit no. Travel document number Pass type Emgloyer UEN
Desmand Li He Q34523583 P 195700119M-00-000 L] You can use the sea rCh
Riri Erling FRBROSEIM GI45672303 EP 195700119M-00-000 fllterS (E-g- Name, Travel
Robin Ta45478245 I3 195700119M-00-000 03 Mar 200000:22:40 pm
& ro——yon document number) to
P 195700119M-00-000 f|nd your draft
GE515074% 3 195700115M-00-000

e Drafts that are inactive
for 90 days (from last
saved date) will be
automatically deleted.

e If you wish to return to
the main menu of
myMOM Portal, click on
the link at the top left-
hand corner of the page.
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13. Issue a pass

13.1 How to get a pass issued

lllustrations and Highlights

Remarks

e Click on “Pending
issuance” tab.

e Search for the foreigner
and select the action
“Request for issuance”.

2 ek >

Issue a S Pass

Before you issue
Prepare documents

u

Things to note

Sl e

Make sure you get
these done before
requesting to get the
pass issued:

v Ensure you have the
contact information
of the foreigner.

v’ Prepare required
documents for
uploading.

Click = Z#se \when
you are ready to start.
Use the breadcrumbs at
the top of the page to
return to myMOM
Portal.
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(Only for an employment agent who is handling the foreigner’s transactions for the first time)

A a >
Welcome, what would you like to do?

Start a transaction

| want to

lssue a pass

Resubmit docurment (Issuance)
Cancel a pass

Withdraw cancellation request

Request for Shaet-Term Visit Pass

Continue

e Under action, type
‘Issue a pass’ or select
from the drop-down
list.

>

Welcome, what would you like to do?

Start a transaction

| want to

ssue a pass

For this foreigner

Continue

e Complete the form and
click “Continue”.
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13.2 Issuance form

13.2.1 You must fill up all the questions and sections, and you can do so in a non-sequential

manner.

13.2.2 You will be asked to upload relevant documents in the respective sections.

13.2.3 You cannot save a draft for issuance form.

Sample Questions / Fields

Remarks

myMOM Portal > Wark Pa:

Issue a S Pass
1

Issuance form
» Foreigner's particulars
» Foreigner's medical examination details
» Foreigner's immigration details
> Card delivery details

> Declaration

e Depending on pass
type, you will see up
to 5 sections.

e The first section i.e.
Foreigner’s
particulars, will
expand by default.

e Each section after
successful completion

will be marked by —

Travel document details

Ensure the foreigner's travel document details are correct and updated

A This 5 Pass will only be issued up to 1 menth before the
expiry of the travel document or pass duration granted
in the IPA, whichever is earlier.

e The warning message
provides information
that may have
implications on the
foreigner’s pass.

Travel document type

International Passport v

Travel document number )

ssue date

7]

) You must answer this question

ag mmm

Expiry date

02Dec2025 B

e If yousee an error
message, please
rectify the error
before you can
continue.

e You can hover your

cursor over the @ for
useful information or
tips related to the
question.
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Travel document details PY YOU W|“ see a
Ensure the foreigner’s travel decument details are correct and updated
§ F document upload

A\ This S Pass will only be issued up to 1 mnr‘:?-'\ before the feature |f we require
expiry of the travel document or pass duration granted
in the IPA, whichever is earlier. you to Up|Oad a
revesdoment ype document (e.g. travel
Internatianal Passport v document in this
rave document numoer @ case).
|
Issue date

015ep2020 [

Expiry date

08Dec2025 [

A\ The information entered is different from cur records.
You need to upload the foreigner's latest rravel
document.

fad travel document

n  Dragand drop or browse files.
Jpeg, png or pdf only. Total file size must not exceed

2ZME.

Foreigner's contact details e You must provide
the foreigner’s
contact details as we
spassname@onemail.com will email him/her
the issuance
outcome, and may
contact him/her for
other purposes.

Emai

Does the foreigner hawve a Singapore mobile number?
@ ves () No
Fareigner's maobile number

+55 98888888

Foreigner's residential address
Residential type

Postal Code Address R

Postal code
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(1]

Issuance form

> Foreigner's particulars

> Foreigner's medical examination details
> Foreigner's immigration details

> Card delivery details

v Declaration

Upload the full and completed Declaration Form in the IPA letter

n  Dragand drop or browse files.
Jpeg, png or pdfonly. Total file size must not exceed
2MB

| declaration form.jpg

Continue to summary

e You are at the last
section when you

Continue to summary

see .

e You must upload a
completed
declaration form in
the in-principle
approval (IPA) letter
to continue.

13.3 Summary

13.3.1 You can review all the information entered for the issuance request and edit, if necessary.
13.3.2 You need to confirm and acknowledge the declarations.

Sample Questions / Fields

Remarks

myMC

sl » Work Passes >
Issue a S Pass
]

Issuance form Summary

Foreigner's particulars

Travel document type

Travel document number
Travel document issue date
Travel document expiry date
Fareigner's mobile number
Ermail

Residential type

Residential address

Travel document

International Passport

01 Sep 2020

08 Dec 2025

+65 98888888
spassname@onemail.com

Postal Code Address

e You can review all the
information entered
for this request.

e Youcanclick 7 to
make changes. You
will be brought back to
the relevant section.
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Declaration

Full and completed Declaration Form in the IPA letter Declaration form.pdf

| declare that:

| have obtained authorisation in writing from the employer to make this declaraticn.

All the information and decuments | have submitted for this request are true and
correct to the best of my knowledge and belief. | made it knowing that | will be liable to
prosecution and administrative action if | have stated in it anything which | know to be
false or do not believe to be true,

| confirm that the foreigner consents to the display of his/her pass information when the
pass card is scanned using the MOM's mobile application on passes.

By submitting this form, | confirm that the foreigner consented to the collection and use
of the information in the form by the Government of Singapore, and consented to the
sharing of that information with other government and non-government agencies, for

such purposes as are relevant to that agency.

| have a written declaration from the employer that it understands thatit may be
prosecuted, and its work pass privileges may be withdrawn if it does not comply with the
Gevernment’s requirements in accordance with any written law, advisory, guideline or

ather similar instrument issued by any competent authority.

Continue to payment

e You need to confirm
and acknowledge the
declarations.

e A copy of the
summary will be sent
to you, the employer
and foreigner once
you submit the
request for the pass
issued.

13.4 Payment & Acknowledgement

13.4.1 You may pay by GIRO (this option will be available if you have an existing GIRO arrangement

with EP eService) or credit card (Amex, Mastercard or Visa)

13.4.2 You and the foreigner will receive an email from MOM to acknowledge successful
submission of your issuance request. A PDF copy of the issuance summary and the

notification letter will be attached in the email for your reference.

Issue a S Pass
]

@ Issuance request submitted successfully

(@ Print acknowledgement page
Date of issue 11 Sep 2020

Dare of expiry 11 Sep 2022

Paymen: required Issuance fee - $100

Multi-Journey Visa —- $30

Total amount paid 5130
Payment mode Visa/Mastercard
Payment reference number 26c1cbd 1050849

You and the pass holders will receive an email acknowledgement with notification letter and

a summary of the issuance request.

You will be narified if we need more documents.

What do you want to do next?

* Go back to myMOM Portal

appointment to report for card registration at the MOM Services Centre - Hall C

wichin the next 14 days

Sample Questions / Fields Remarks
e You will see this
myMOMPortal > Work Passes 3 aCknOWIedgement

page when you have
successfully submitted
the request to get the
pass issued.

e You may return to
myMOM Portal to get
another pass issued, or
log out of the eService.

e Once arequestis
submitted, you would
need to wait for 15
minutes for the record
to appear on the
myMOM Portal (please
refresh the browser).
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mMOM Porial > WorkPasses > e You can give us your
Issue a S Pass feedback after you
] submitting your
request.

@ Issuance reque

Date of issue
Date of expiry

Payment required

Total amount paid
Payment mode

Payment reference number
You and the pass holders will re
a summary of the issuance requ

You will be notified if we need i

Rate your transaction

(LD )

S VERY SAT €0 What do you want to do

OM Portal

s myMOM Portal e Once you are logged
out, you would need
to log in through
myMOM Portal.

~(((.\ MANPOWER

Thank you for using myMOM Portal.

You have been successfully logged out.

ebeite for' nore nformation
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13.5 Checking Issuance Request & Payment

13.5.1 You can check the outcome of the issuance request via myMOM Portal
13.5.2 You can also check the payment of the issuance request under ‘View payment records’ in

Quick Menu

13.5.3 You will receive an email from MOM if we need you to resubmit documents / submit
additional supporting documents. Log in to myMOM Portal and search for the foreigner’s
issuance request. Click on ‘Submit Documents’

13.5.4 You and the foreigner will receive the outcome of the issuance via the company’s email
address found in the company profile with MOM and the pass holder’s email provided at the

issuance form respectively.

Sample Questions / Fields

Remarks

Application / Appeals (2)  Pending issuance (8}  Existing / Expired passes (10)  Exg
Date of
W
L] ™ e e ype
I ]
| | OCT 2020
| | b
I —

piring passes (1) Advanced search
Submitted by Status Action
== -
ti
cancal
More.
Sels
il ~
wlec
]

e You can check the
issued pass in
myMOM Portal.

e Ifyou needto
resubmit a document
or submit supporting
documents, search for
the foreigner under
Existing passes tab and

Submit

click documents

e Documents must be
submitted by the due
date stated in the
email.

Submit

e The dcuments 3ction
would not be available
after the due date.

myMOM Portal > Wiork Passes >
Upload your documents

© We need these documents from you

your application

Application information

Full name

AN
Date of applicator 05 Dec 2020

Work Pass Declaration Form

You need to sul it the docume

You are required to upload the documents below by 16 Dec 2020 in order for us to pros

ceed with

e Upload the requested
documents by the due
date.
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e Your documents
- have been
(s successfully

' submitted when you
Upload your documents

see this
© Documents have been submitted successfully aCknOWIedgement
page.
===
RAVEL DOCS gutt
00 Sop 1020
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14. Cancel a pass

14.1 How to cancel a pass

lllustrations and Highlights Remarks
Aopication Appesls () Perling lsuance {0 Existing / Expired passes (19)  Bpiingpasses {1} Advanced saarch e C(Clickon
— “Existing/Expired
=3 passes” tab.
e - ity 7w rcen e Search for the pass
— I e holder and select the
I action “Cancel”.
— — 1 st e For foreigners who are
still in Singapore, you
— — - - can request for a 30-day
— — s st Sete Short-Term Visit Pass to
o give them a valid stay in
o W ramaw Emplomeneis 1 e the meantime.
e You can only withdraw
B e N a cancellation request
= for advance
_ cancellations that have
. oo T . not been processed.
— ot e Todo so, click on the

More
Popular Transactions

Betrieve Draft for

Apply for

‘Existing/Expired passes’
tab.

(Only for an employment agent who is handling the foreigner’s trans

actions for the first time)

Welcome, what would you like to do?

Start a transaction

| want to

Actica

Issue a pass
Resubmit docurment (Issuance)
Cancel a pass

‘Withdraw cancellation request

Request for Short-Term Visit Pass
do

Continue

e Under action, type
‘Cancel a
pass’/'Withdraw
cancellation request’ or
select from the
dropdown list.
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Welcome, what would you like to do?

Start a transaction
I want to

Cancel a pass

For this foreigner

FIN

Continue

e Fill in the required
information and click
“Continue”.

14.2 Cancellation form

14.2.1 You must answer all the questions.

14.2.2 You will be asked to upload relevant documents in the respective section.
14.2.3 You will need to indicate if the pass holder requires a Short-Term Visit Pass (STVP).
14.2.4 You need to confirm and acknowledge the declarations to proceed with the cancellation

request.

Sample Questions / Fields

Remarks

Cance| Employment Pass

When do you intend to cancel this pass?

e You need to enter the
intended date of pass
cancellation. You can
choose up to 14 days in
advance by clicking the
date-picker B,

e You can use the
breadcrumbs at the top
of the page to return to
myMOM Portal.
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When do you intend to cancel this pass?

Date of cancellation 11 Sep 2020

Why are you cancelling this pass?

After each question is
successfully validated,
you will be shown a
summary view.

You may edit previous
guestions by clicking & et
You will be shown the

R
next question to be
answered.

Continue
X - You will see a document
Why are you cancelling this pass? .
yarey gEp upload feature if we
Pass holder has gone missing v requ”,.e you to upload a
Date pass holder went missing document (eg a p0|lce
dd mmm yyyy £ report in this case).
Paolice report numboer
Upload police report
n, ~ Dragand drop or browse files.
Lh Jpeg, png or pdf only. Total file size must not exceed
2ZMB.
Continue
These passes will be cancelled. Tell us who will be in Singapore on the date If the pass hOIder need a
of cancellation so that a Short-Term Visit Pass (STVP) can be granted, STVP Check the bOX Of
’
‘ @ 1f you proceed, any ongoing application, work permit, Letter of Consent, appeal and early the |ft Of the pass
cancellation request tied to these passes will be cancelled/withdrawn, " .
holder’s name. (e.g.in
f L b AL the screenshot, it shows
|| I Emaloyment Pass I that a” paSS hOIderS
= | ndant's Pass ] .
\J e require STVP).
Cantinue
If you see an error

Check travel document details to be printed on the STVPs message’ please reCtIfy

the error before you can
Name Travel document number Issue date Expiry date .
] | ] (Please update) 29 Apr2024 @ continue.
— [r— Plesse upet velepr) B You can update the pass

vel document details

Continue

holder’s travel document
details by clicking [ .
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x e An “Update travel
documents details”
window will pop up.

Update travel document details

Name

Travel document type

International Passport \/

Travel document number
Issue date

dd mmm yyyy (5
Expiry date

205ep 2025

Update

e You can check all the

Check and update pass holders’ contact details

of the cancelianon ougcome. Thése conaces you provide st belong o the pass holders information entered for
this cancellation request.
e You are at the last section
mal sddress when you see the

— declaration.
e You need to confirm and
[——

acknowledge the
declarations before you
can proceed to cancel.

Provide employer’s contact details

the employer of the cancellation outcome. These con

Declaration
| geciare that

rised by the employer to make this decia:

to the best of my
and
%0 be faise or do not

form, | confirm that the foreigner consented to the collection and use
the form by the Governme: 2pare, and cons: e
formation with otner government and non-government agencies, for

by any compet

Proceed to cancel
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14.3 Acknowledgement of cancellation

14.3.1 We will notify you and your pass holder of the outcome of your cancellation request. A PDF

copy of the STVP, if requested, will be attached in this email.

Sample Questions / Fields

Remarks

ryMOM Portal % Work Passes
Cancel Employment Pass
I

© Passes cancelled successfully

o) Print ackno o
Pass type STVP ke Print acknowledge

Nam
You and thie pass holders will receive an email acknowledgement with STVPS.

What do you want to do next?

e Your cancellation request
has been submitted when
you see this
acknowledgement page.

e You may returnto
myMOM Portal to
request for another
cancellation or log out of
the eService.

e Once arequestis

submitted, you would
need to wait for 15
minutes for the record to
appear on the myMOM
Portal (please refresh the
browser).

P MOM Portal % Work Pazses 3
Cancel Employment P:
|

@ Passes cancelled suc

Name Paszy

You and the pass holders will receive an ¢

Rate your transaction

L

What do you want to do next?

Go back to myMOM Porta

e You can give us your

feedback on the
transaction after you
have submitted your
request.
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14.4 Withdraw Advance Cancellation Request

”(((\ MANPOWER

Thank you for using myMOM Portal.
You have been successfully logged out.

e Once you are logged out,
you would need to log in
through myMOM Portal
to cancel a pass again.

14.4.1 You can withdraw the advance cancellation request before the effective date of cancellation.
14.4.2 We will notify you and your pass holder when the advance cancellation request is

withdrawn.

Sample Questions / Fields

Remarks

Popular Transactions

Apply for

Appikation / Appeals (20)  Pending Issuance (1) sisting / Expired passes (179)  Expining passes (69)  Advanced search
Name N Oemel Pass type Submitted by Status. Action
......
Select
=] — 02N Empioym - action

e At myMOM Portal,
select the action
“Withdraw Cancellation
Request” if you want to
change the details of
the advance
cancellation request
submitted.

immediately.

Wwithdraw cancellation request?

If you proceed, all cancellation request information will be deleted

Proceed to withdraw Cancel

e You can withdraw your
advance cancellation
request by clicking

Proceed to withdraw
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mytdOM Portal 3 Work Pazses 3
Withdraw cancellation request
I

@ Cancellation request withdrawn successfully

‘You and the pass holders will receive an email acknowledgement. IE] Print acknowledgement page

What do you want to do next?

* Go back to myMOM Porta

e Your advance

cancellation request
has been withdrawn
when you see this
acknowledgement

page.

e You may return to

myMOM Portal to
request for another
cancellation or log out
of the eService.

e Once arequestis

submitted, you would
need to wait for 15
minutes for the record
to appear on the
myMOM Portal (please
refresh the browser).

14.5 Request for Short-Term Visit Pass (STVP)

14.5.1 You can request for a STVP for the foreigner, if pass has expired.

14.5.2 We will notify you and your foreigner when the STVP is issued.

Sample Questions / Fields

Remarks

Application / Appeals (2)  Pending issuance (8)  Existing / Expired passes (100 Expiring passes (1) Advanced search

e At myMOM Portal,
select the action “Apply

Does the foreigner currently have a valid immigration pass that allows them to stay in Singapore?

Yes

Continue

=) STVP”.

Name o omest. pusatype Sbmeiedty  seatis Acton

== — 1 pors

[— — | ] T

L] — 1 =

—— — ] = —

e Ensure the foreigner

Request for a Short Term Visit Pass does not have an
|

existing immigration
pass that allows them
to stay in Singapore.

e You can use the
breadcrumbs at the top
of the page to return to
myMOM Portal.
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¢TI PO ) Wik Paiss
Request for a Short Term Visit Pass
I

Does the fereigner currenty have a valid immigration pass that allows them e stay in Singapere? ) et

[

Update foreigners travel documens detalls

Centimus

e After each question is
completed, you will see
a summary view.

e You may edit previous
guestions by clicking
[ Eait |

e You will be asked to
update the foreigner’s
travel document
details.

Request for a Short Term Visit Pass

PRI

Daes the foreigner currently have a valid immigration pass that allows them to stay in Singapore? & 1o

e

Update forelgnes's travel document detalls

Cantinue

e If yousee an error
message, please rectify
the error before you
can continue.

Does the foreigner currently have a valid immigration pass that allows them to stay in Singapore?

No

Update foreigner’s travel document details

International Passport

01 Feb 2019

01 Jan 2029

e You can review all the
information entered for
this STVP request.
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Check and update foreigner's contact details

We will inform the foreigner of the STVP me. These CONACLs you provide fr

Provide employer’s contact details

Declaration

Proceed to pay

e You need to confirm
and acknowledge the
declarations before you
can proceed.

14.6 Payment & Acknowledgement of STVP

14.6.1 You may pay by credit card (Amex, Mastercard or Visa) for any outstanding overstaying fine.
14.6.2 We will notify you and your foreigner of the outcome of your request. A PDF copy of the

STVP will be attached in this email.

Remarks

Sample Questions / Fields

Request for a Short Term Visit Pass
e

Request for Short Term Visit Pass submitted
successfully

Visa/Mastercard

erence number 003bbOe6ET6d4E

e Your STVP request has
been submitted when you
see this page.

e You may return to
myMOM Portal to
request for another STVP
or log out of the eService.

e Once arequestis

submitted, you would
need to wait for 15
minutes for the record to
appear on the myMOM
Portal (please refresh the
browser).
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Rate your transaction

e You can give us your
feedback on the
transaction after you
have submitted your
request.

14.7 Check Cancellation and STVP Request

14.7.1 You can check the cancelled pass via myMOM Portal.

Sample Questions / Fields

Remarks

Application / Appeals (8) Pending issuance (28)

passes (149)  Expiring passes (37)

Date of explry =

You may like to know

Pass type = Submitted by = Status = Action

Useful links

e You can check the
status of the
cancellation request
in myMOM Portal.

15. Withdraw a Transaction

myMOM Portal Dashboard

Name - Date of application /
appeal

ICHN DO ONE F12345GTN 28 14N 2023

JOHN DOE TWO F1234567N 29 JAN 2023

ICHN DOF ONE F12345G7TN 19 FIR 2033

Frnphoyrent Pass MARY IANT

Ermployment Pass MARY IANE

s MARY IANT

Pass type Submitted by Status Action

e You may withdraw a
submitted
transaction if it is no
longer required by
the
candidate/employer.

e To submit
withdrawal, you may
do so using the
dashboard page at
myMOM Portal or
through Quick Menu.

e Search for the
foreigner by using
the transaction’s
“Application
number” or “FIN”
and “Date of
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Quick Menu application” to

proceed.

Start a transaction

| want to

Action

Withdraw a submission X

For this foreigner

Search by Application number W

Application number

A220422000001
Continue
myMOM Portal > Quick Menu > e Do note that there is
: : : no refund of any fees
Withdraw an application . Y
paid for the
JOHN DOE (F1234567N) withdrawn

transaction.

e Click on “Start
withdrawal” to start

¢ Processing time for withdrawal is immediate. the submission.

* Once your request is submitted, any fees paid will not be refunded.

Things to note

€ Takes about 5 minutes to complete.

Start withdrawal
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yMOM Portal » Quick Menu »
Withdraw an application

JOHN DOE (F1234567N)

The following application will be withdrawn

Candidate’s full name JOHN DOE

Candidate’s FIN F1234567N

Pass type Employment Pass

Date of application 22 Apr 2022

Application number A220422000001

Organisation name TESTING COY PTE. LTE. (123412345X-00-000)

Why are you withdrawing this transaction?

Withdrawal by employer

Withdrawal by foreigner

Continue

Check that the
information shown in
the screen is for the
correct application.

You will need to
indicate who is
requesting for the
withdrawal
transaction.

Click “Continue” to
proceed to the next
step.

Notification email

We will send all notifications to test@test.com

[&, Update email

Updating this email address will affect notifications sent for all transactions.

Declaration

Please read and acknowledge the following:
» | am authorised by the employer to make this declaration.
» All the infermation | have submitted for this request is true and correct to the best of my
knowledge and belief. | made it knowing that | will be liable to prosecution and

administrative action if | have stated in it anything which | know to be false or do not believe
to be true.

By submitting this form, | confirm that the foreigner consented to the collection and use of
the information in the form by the Government of Singapore, and consented to the sharing
of that information with other government and non-government agencies, for such
purposes as are relevant to that agency.

| understand that the employer may be prosecuted and its work pass privileges may be
withdrawn if the employer does not comply with the Government's requirements in
accordance with any written law, advisory, guideline or other similar instrument issued by
any competent authority.

| declare that all of the above is true.

Submit withdrawal

o, Download form summary

If you require to
amend the email
address shown, click
on the “Update
email” link to
perform the update.
All notifications will
be sent by email.

You must read and
acknowledge the
declaration by
ticking the
checkbox.

You can download a
copy of the
withdrawal
summary when you
click “Download
form summary”.

Click on “Submit

withdrawal” to
proceed to
withdraw the

transaction.

Your withdrawal is
completed when
you see this
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Withdraw an application acknowledgement
JOHN DOE (F1234567N) page.
@ Application withdrawn successfully e You may return to
&, Download acknowledgement and myMOM Portal to
Candidate's full name JOHN DOE summary as PDF
e make another
Employment Pass transaction/request
A220422000001 I t f the
Date and time submitted 18 Apr 2023, 11:26am (GMT +0800) or Og outo
eService.

You will receive an email acknowledgement of this withdrawal

e After you have
What do you want to do next? submitted a

to myMOM Ports withdrawal and do

i R not see the updated

status on the
myMOM Portal,
please refresh the
page after 15

minutes.
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16. Cancel an In-Principle Approval (IPA)

Quick Menu °

myMOM Portal

Welcome, what would you like to do?

Start a transaction

| want to

Action

Cancel an In-Principle Approwval pd

For this foreigner
Search by Application number v

Application number

R220422000002

Continue

You may cancel an IPA if
it is no longer required
by the
candidate/employer.

To submit IPA
cancellation, you can do
so using Quick Menu.

Search for the foreigner
by using the
transaction’s
“Application number”
or “FIN” and “Date of
application” to proceed
to the IPA Cancellation
form.

myMOM Portal > Quick Menu > i

Cancel an In-Principle Approval

JOHN DOE (F1234567N)

Things to note

* Processing time for cancellation is immediate.

® Once your request is submitted, any fees paid will not be refunded.

) Takes about 5 minutes to complete.

Start cancellation

Do note that there is no
refund of any fees paid
for the IPA cancellation.

Click on “Start
cancellation” to start
the submission.
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e Check that the
myMOM Portal > Quick Menu > information shown in
Cancel an In-Principle Approval the screen is for the
correct application.
JOHN DOE (F1234567N)
e You will need to
indicate who is

The following In-Principle Approval (IPA) will be cancelled requesting for the IPA

Candidate’s full name JOHN DOE cancellation.
Candidate’s FIN F1234567N

Pass type Employment Pass e Click “Continue” to
Date of renewal request 22 Apr 2022 proceed to the next
Renewal request number R220422000002 step.

Organisation name TESTING COY PTE. LTD. (123412345X-00-000)

Why are you cancelling this In-Principle Approval?

\
Cancellation requested by employer
Cancellation requested by foreigner
Continue
e If yourequire to
Notification email amend the email
address shown, click on
We will send all notifications to test@test.com the “U pdate email” link
[ Update email to perform the update.
All notifications will be
Updating this email address will affect notifications sent for all transactions. sent by email.

e You must read and
Declaration acknowledge the

Please read and acknowledge the following: declaration by tICkIng
« |am authorised by the employer to make this declaration. the checkbox.
« All the information | have submitted for this request is true and correct to the best of my
knowledge and belief. | made it knowing that | will be liable to prosecution and
administrative action if | have stated in it anything which | know to be false or do not believe d You can download a

w0 betrue copy of the IPA
« By submitting this form, | confirm that the foreigner consented to the collection and use of .
cancellation summary

the information in the form by the Government of Singapore, and consented to the sharing
of that information with other government and non-government agencies, for such when you click on
purposes as are relevant to that agency.

“Download form

| understand that the employer may be prosecuted and its work pass privileges may be R
withdrawn if the employer does not comply with the Government’s requirements in summary-.
accordance with any written law, advisory, guideline or other similar instrument issued by
any competent authority.

e Click on “Submit
cancellation” to
proceed to cancel IPA.

[] 1 declare that all of the above is true.

Submit cancellation

&, Download form summary
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Cancel an In-Principle Approval

JOHN DOE (F1234567N)

@ In-Principle Approval cancelled successfully

Candidate's full name JOHN DOE

F1234567N

Employment Pass

R220422000002

26 Apr 2023, 10:56am [GMT +0800)

You will receive an email acknowledgement of this cancellation

What do you want to do next?

* Go o myMon

Your IPA cancellation is
completed when you
see this
acknowledgement

page.

You may return to
myMOM Portal to
make another
transaction/request or
log out of the eService.

After you have
submitted an IPA
cancellation and do not
see the updated status
on the myMOM Portal,
please refresh the page
after 15 minutes.
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17. Check the status of submitted Application / Renewal /
Appeal

17.1.1 You can check the status of the application via myMOM Portal.
1. Loginto myMOM Portal

2. Search for the candidate

‘ H H ’
Application/Appeals’ tab. = n
Name N Gate of application ¢ Pass type Submitted by Starus Action
appeal
JUHN DR DNE 1123956/N 28 JAN 2083 employment Pass MARY JANE Frending Sedect
JUHN DOE 1w T123956/N 12 TEB 2023 5 lasz MARY JARE rending Sebect
JOHN DOE THREE F1234567N 19TEE 2023 Employment Pass MARY JANE Fending Sedect

Under Action, select ‘View details’.

For an employment agent who is handling the foreigner’s transactions for the first time
3. Scroll down the Work Start Transactions
Passes page to the ‘Go to
Quick Menu’ section.

For transactions related to Employment Pass, S Pass and passes for family members

Click here L

Welcome, what would you like to do?

4. Atthe menu page, under
Action, select ‘View details’

from the drop-down list. Start a transaction
I want to
Action
Start typing to search... Q

Submit documents
Update contact details

date travel document detalls

Click on ‘View details’.
view pass holder profile
View payment records

Withdraw a submission

5. Search for the foreigner To search by FIN
using their FIN or
Application number, and
fill in the required fields.
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|

Start a transaction

| want to
rticn

Wiews cdatallz x

For this foreigner
saarch by FIM i

M

F1234367N

Dale of sapication

ITReb 202} B

Click ‘Continue’ and you will be directed to

Continue

the landing page of the ‘View details’ form.

To search by Application Number

Start a transaction

I want to
adtion

View detalls *

For this foreigner

search by Applicadon number i

Click ‘Continue’ and you will be directed to
the landing page of the ‘View details’ form.

Continue

6. Based on the status of your }Q:"'Dvof:fi";
application/renewal/appea
|, details shown in this page
may be different.

Your application is unsuccessful

Lmsloyeg rpasiostizn T HOING ITE. LTO.

Pt Narve 10w 00

"

Reason(s) for outcome

17.1.2 You will receive an email from MOM, via the email address you had provided in the
application form (“Notification email”), when:

a. We need you to re-submit documents or submit additional supporting documents.

Please refer to the email on for more details. Log in to myMOM Portal and search for
the candidate’s application. Under the ‘Action’ column, click on ‘Submit Documents’.
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Screenshots

Remarks

myMOM Portal

. Work Passes

| am transacting / viewing data for

Applications £ Appeals (24) Pending issuance {0)

Existing passes (10)

Expiring passes (3]

Filter

0" Log out

[ AN - Dt of apgfication f appeal = Pasi i = Subwintad by - Status = e
T2 AR b VI JCLLTN Mindd m Sedect act
SRACZSTESTRAZS TWE 121440 2020 SPass AT FCELTH Maksd Sakcactlun =
" AF RS 1) 13 e Al RUCHEL X T ool 5 Swlect action =
Procassing

You may like to know

In areeror Lz 3
dead e

precss

a5e SUNTE the docments we reusened for botore the

Useful links

= Wiy B akes longar to process a veork pass

o dusalls

e Search for the candidate’s
application under
“Applications/Appeals” tab

Submit

and click decuments

e Documents must be
submitted by the due date
stated in the email.

Submit

e The decuments gction will not
be available after the due
date, and the application
will be voided. You will be
required to submit a new
application for the
candidate.

MINISTRY OF
MANPOWER

§

Upload your documents

application

©® We need these documents from you

You are required to upload the documents below by 27 Mar 2020 in order for us to proceed with your

Application information

Full name
FIN
Date of application

Application no.

Travel Document

You need to submit the document because:

12 Mar 2020

A120320502505

case mds one

+ The photograph on the travel document does not show the foreigner's facial features clearly as

there is a reflection. Please use a camera to take a picture of the travel document and ensure that

the foreigner's photograph is clear.

Travel doc.pdf

Drag and drop or browse files.

Jpg, png or pdf only. Total file size must not exceed 2MB.

e You will be brought to this
page upon clicking the

Submit
documents ||nk

e Upload the documents as
requested.
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MOMPOoras.2: WorkFasses 2 e Your documents have been

Upload your documents submitted successfully
when you see this
acknowledgement page.

@ Documents have been submitted successfully

Candidate's full name mds case one
Travel Document AACéjiAjpg
Date of submission 15 Mar 2020

Processing time usually takes about 3 weeks, but may be longer during peak periods or if we need to

verify the application details

You will be notified when there is an outcome or if we need more documents.

What do you want to do next?

¢ Returnto myMOM Portal

¢ For more information, please visit MOM website

b. Your application cannot be processed due to errors or omissions in your application
information or documents

Refer to the email for the actions needed. When you are ready to re-apply with the
required information and/or documents, log in to myMOM Portal and search for the
candidate’s application. Click on “Apply” under the ‘Action’ column.

o ek ] ki i B T e Click on “Apply” under
the “Action” column.
: e You will be brought to
o o Ouestapktens P S e the first page of the
new application or

Select

* pousi renewal request for
EP/S Pass/ DP/LTVP.
You may like to know m

More
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18. Access Pass Holder’s Profile

1. Login with Corppass to (((
access myMOM Portal.

= MENU

Click here to log in

MINISTRY OF
\ MAN

POWER

> > eServices >

myMOM Portal

myMOM Portal allows business employers to centrally access eServices and view
transactions with one login.

<0l Log in with CarpPass

@ Service is online

Availability

24 hours

2. After logging in, you will
be directed to myMOM
Portal.

Click on ‘Work Passes’ tab

éf'\ -

myMOM Portal

Welcome

Work passes

T Logout

Your organization's workforce profile

N

DISTRIBUTION
OF LOCALS BY

P e

AGE*

DISTRIBUTION DISTRIBUTION

OF LOCALS BY OF WORK PASS

WAGE’ 235 TYPE
- £ Dot

3. Select the organisation @

Hame

that you are transacting
for.

Select organisation

Wof-k Passes

Parsing ksuance —

epppbetinn, e selrest this page after 15 minutes fo the apslica

Existing / Bxpired passes ...

Expiring passes .. Advancad search

Loading...

4. Depending on the status
of the pass holder’s pass,

ance (0)  Existing/ Expired passes (13)  Expiring passes

click on one of the tabs.

For the pass that you wish
to view, go to ‘Select
action’ and click ‘View
pass holder profile’.

Name

(Go to Step 7 for the next
step.)

AN Date of ssuance Passtype
0MAR 2023 Long-Term it Pass
AR D0 &
AR D0 &

Click on applicable tab

Submitted by status Action

issued Select action v

View Bty

issued Select action v
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document or contact
details have changed, you
can update them using the
relevant buttons.

Click to update

Travel document type

Travel document number
01 Jan 2021
01 Jan 2026

Travel document issue date

Travel document expiry date

‘ Update travel document details

International Passport

5. Alternatively, you ma .
v,y y, Start Transactions
also access pass holder’s
profile by clicking on “Go
to Quick Menu”. For transactions related to Employment Pass, S Pass and passes for family members
Click here Go to Quick Menu
6. Within Quick Menu: ((( s 5 Logour
i. Select Action “View
pass holder profile” myMO Portal Y
ii. Enter the FIN Welcome, what would you like to do?
iii. Click “Continue”
button. Start a transaction
| want to
Action
Se|ect ACtion View pass holder profile
For this foreigner
FIN
Enter FIN I
Click here Continue
7 YOU W|” enter the page P Asingapore Government Agency Website
H 4 3 MINISTRY OF N, f logi
showing the pass holder’s ((( A Organisation name (e oy | B3 Log ot
personal particulars, and
deta||s Of thelr trave| myMOM Portal > Quick Menu >
document, contact, and View pass holder profile
paSS Name of pass holder (FIN)
Name of Pass holder
o |f you need to update the Key personal particulars
pass holder’s personal FIN
particulars, click on Sex Male
. Date of birth 01 Jan 1982
e Aparedas Nationality/Citizenship
click here to update Update personal particulars E
° |f the pass holder’s travel Travel document details Contact details

Mobile number
Email

Residential address

" Update contact detals | Click to update
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e The work pass section
displays the pass details,
list of dependants (if any),
and card
delivery/collection status.

e You may also view details
of the application/renewal
request or replace the card
using the relevant buttons.

Work passes

Employment Pass
Issued

View details

Date of application
06 Apr 2022

Date of issuance
06 Apr 2022

Diate of expiry
06 Apr 2024

Employer

ccupation

Flved monthly salary

Dependants

{spouse)

@ Pending card delivery

Caollection mode
Card delivery

Address

Status
Card is not ready for delivery.

Replace card

Click here

Click here
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19. Access Organisation Profile (including details such as
financial, S Pass quota and S Pass holders’ levy)

1. Login with Corppass to ((( ey o
access myMOM Portal.
= MENU O > eservices > m

myMOM Portal

myMOM Portal allows business employers to centrally access eServices and view
transactions with one login.

_ @ Service is online
Click here to log in D Login with CarpPass Availability
24 hours

2. After logging in, you will (= myMOM Portal
be directed to myMOM
Portal.

Welcome

Click on ‘Work Passes’ tab

Your organization's workforce profile

DISTRIBUTION DISTRIBUTION DISTRIBUTION
OF LOCALS BY OF LOCALS BY OF WORK PASS
AGE WAGE' 235 TYPE

P P - :-...‘.\l.."...

3. You can access your
organisation’s profile
using Quick Menu.

Start Transactions

For transactions related to Employment Pass, S Pass and passes for family members

Click here Go to Quick Menu
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4. Within Quick Menu:,

Name of login user

i Select ACtion ((( MANFaWER Organisation name | Organisation UEN) E e

“Manage organisation myMons Parczl >

profile” Welcome, what would you like to do?
ii. Selectthe

organisation Start a transaction
e . " H ”
iii. Click “Continue | wantto

button.

Se|ect ACtion Manage organisation profile
For this branch
Select organisation Organisation name
Click here Continue
5. You will be able to view
your organisation’s details 2 eatsst
((( POWER NATIONAL \'h Q-DD-DDD} E Log out

here.

myMOM Porta

UEN-Div-Br
Organisation type
Organisation name

Branch name

> QuickMenu

Manage organisation profile

Total number of employees o

Organisation details

-00-000
COMPANY LIMITED BY GUARANTEE
NATIONAL

12,577
Asor 13 Jan 2023

This

\pdoted on the lost Saturday of every guarter (Mor, jun, Sep

@ ' your organisation has 10 or more emplayees, you will need to post a job
advertisement to hire Employment Pass and S Pass holders.

Meore about job advertisement requirements.

6. You will be able to view
your organisation’s
contact details here.

Contact details

Organisation email

If your contact details
have changed, you can
update by clicking the
“Update contact details”
button.

Telephone number

Mabile number

Registered address o

Mailing address o

Click here to update Update contact details

ACEROFF1@GMAIL.COM

Provide an email address that con rei

work poss

As or 16 Apr 2023,

Updotes will be reflected in o week.

Updoted on 06 jul 2022.
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7. You can make the
necessary changes to your
contact details here.

Click on the “Update”
button to confirm your
changes.

Click on the “Cancel”
button to discard your
changes without saving.

Contact details

0l 50 TRl FOU TN el Important
Tais and Cals Irom U

Regivtered address

Waibmg adidresy n
35 i ling SSdnERL EETE 05 50 regiieed sddnms?

B ST a5 regisiensd addrn

ilwraen Traen

et

Update

8. You will be able to view
your organisation’s
consent preferences here.

If you wish to change your
consent preferences, click
the “View consent details”
button.

Consent preferences

For MOM's use of the Occupational Employment Dataset

‘ o If you do not see your updated details, please refresh this page after 5 minutes.

Status Yes, | consent

Lost updated on 17 Apr 2023, 05.27 PM

‘ View consent details . Click here to update
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9. You can make the

Consent preferences
necessary changes to your

1. The Ministry of Manpower ("MOM®") requires data about your organisation’'s workforce to
consent prefere nces here. assess whether your organisation has met the requirements for the Progressive Wage Model
("PWM™). This data can be obtained from the Occupational Employment Dataset ("OED")
collected by MOM's Manpower Research and Statistics Department ("MOM MRSD").

. “ ”
Click on the “Update
. 2. For your convenience, your organisation can provide consent' for MOM MRSD to extract the
button tO Confl rm yOU r required data (i.e. employee NRIC, contractual work hours, paid overtime hours, total

Changes number of working days in the maonth, actual number of days warked in the month, PWM
. Job Level and PWM Job Description) from OED for the assessment and share the result with

specified governmeant agencies and organisations.

C||ck on the ”Cancel” 3. Please indicate your consent for MOM MRSD's use of the required data from OED to assess
whether your organisation has met the PWM requirements and provide the assessment,

button to d|sca rd you r Unigue Entity Number ("UEN"), CPF Submission Number ("C5N") and the number of local
workers employed by your organisation (collectively known as the “Information”), to the

changes W|thout Sav|ng Controller of Work Passes and the relevant MOM divisions authorised by MOM MRSD (i.e.

Work Pass Division and the Labour Relations & Workplaces Division of the Ministry of
Manpower ("MOM WPD and LRWD™)) to determine your firm's eligibility to hire foreign
worker, Without this information, your organisation will not be eligible to hire any foreign
workers,

ves () No

4, By submitting this form, you consent to the use and disclosure of the abovementioned
information as stipulated in paragraph 3. You alsc warrant that you have the authority to
provide the above consent on behalf of your organisation and agree to indemnify the
Government for all losses that may be suffered by the Government if this representation is
or proves to be untrue.

5. You understand that the information given (including the Information in paragraph 3) will be
submitted to the Controller of Work Passes or an autherised officer who may act on the
information provided. You affirm that the information provided by you is true to the best of
your knowledge and belief. You also understand that you may be liable to enforcement
action including prosecution if you have stated in it anything which you know to be false or
da not believe to be true.

6. This consent is effective until withdrawal is made by an authorised representative of your
organisation by providing reasonable notice in writing to MOM MRSD, subject to legal or
contractual restrictions or public interest requirements,

7. Please note that by 1 September 2022, organisations employing foreign workers are
required to pay at least the relevant progressive wages to local workers in applicable job
roles and at least the Local Qualifying Salary to all other local workers. Without the required
information from OED, MOM is unable to determine your organisation's work pass eligibility.
Your organisation's work pass applications and renewals may as a result be affected.

Tif you do not consent to sharing the information, please provide the required data separately by
emailing to MOM_OED@mom.gov.5g. You may also write to this email if you wish to withdraw your
consent.

[ Cancel l Update

10. You will be able to view

., Financial details
your organisation’s

Paid up capita SGD 1,000,000

fl na nCial deta ils here . Source of information is from ACRA.
If you wish to change your Turnover value in the past 3 years
financial deta ils’ click on we will use the organisation's turnover value to assess Employment Pass or 5 Pass applications.
the ”U pdate tu rnover Year Turnover available Turnover figure from an audited account  Value (SGD)
details” button. 2022 Yes Yes 1,343,503
2021 Yes Yes 3,438,508
2020 Yes Yes 3,120,208

Update turnover details

Click here to update

Page 122 of 143



Navigation tips for new e-Service

11. You can make the
necessary changes to your
financial details here.

Click on the “Update”
button to confirm your
changes.

Click on the “Cancel”
button to discard your
changes without saving.

Financial details

Paid up capita SGD 1,000,000

Source of information is from ACRA

Turnover value in the past 3 years

We will use the organisation’s turnover value to assess Employment Pass or 5 Pass applications.

Selact whether the turnover is available for each year, You may select 'No' if the organisation:
* Was notin operation that year

s |z newly cpened

* |5 a non-profit organisation

If the figure comes from an account that is not audited, or the employing organisation is nat
subject to audit requirements for its accounts, please select 'No',

Year Turnover available Turnover figure from an audited account Value (5GD)

2022 [y v | | ves v SGD 3,000,000

2021

Yes ~ Yes v SGD 3,488,908
2020
! | Mo e

‘ Cancel | Update

12. You will be able to view
your organisation’s CPF
account(s) here.

To view the quota for the
corresponding CPF
account, click on the
“View S Pass quota
details” link.

S Pass quota details

CPF account name CPF submission number Business activity

SINGAPORE PTE. LTD. 19 -PTE-DZ MANUFACT Click here to view

Find out how to declare your business activity.

Action

Wiew S Pass quota details
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13. YOU Wi“ be able tO ViEW myMOM Portal 3> Quick Menu ~'snsge::rg5n|55::m profile )
the S Pass quota details of | S Pass quota details

your CPF account.
CPF submission number 10 1-PTE-02 > CIICk here to view

To view the S Pass quota CPF account name SINGAPORE PTE. LTD.
for a different CPF
account, click on the drop-
down to select another
CPF account.

S Pass quota

Quota details

Please note

» Only Issued Work Permits and S Passes are included in your organisation's Total
Workforce (TWF).

» after the application is submitted, any change in your organisation's workforce will
affect the outcome.

More about how to calculate your quota.

Description 5Pass quota Mumber of S Pass holders Number of 5 Pass holders you can hire

S Pass holders 44 10 34

As ot 17 Apr 2023, 08:28 PM.

S Pass tier allocation

S Pass tier Number of 5 Pass holders Levy rate (5)
1 10 450
2 0 630

As ot 17 Apr 2023, 08:28 PM.

14. You will be able to view
the levy details of your S
Pass holders.

S Pass holders

10 records found. Only issued and approved passes are shown.

Click here Allewyter || fearer Q

To filter by different levy

Enter name or FIN

tier, CliCk on the IeVy tier Name FIN Levy tier Tier start date Monthly levy rate (3)
drop—down_ 1 01 Oct 2020 450
1 01 Aug 2020 450
. 1 450
To search for a specific S , o1 o 2320 o
Pass hOlder, enter the 1 01 Mar 2020 450
name or FIN in the search 1 01 Feb 2020 as0
box. 1 01 Feb 2020 450
1 01 Feb 2020 450
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20. View Payment Records

1. Login with Corppass to
access myMOM Portal.

.
MINISTRY OF
( \ MANPOWER

= MENU > eServices >

myMOM Portal

myMOM Portal allows business employers to centrally access eServices and view
transactions with one login.

@ Service is online
Click here to log in D Login with CarpPass Availability
2. After loggingin, you will (== myMOM Portal B Logont
be directed to myMOM
Welcome
Portal. g i G
Click on ‘Work Passes’ tab —
Your organization's workforce profile
DISTRIBUTION DISTRIBUTION DISTRIBUTION
OF LOCALS BY OF LOCALS BY OF WORK PASS
“ AGE* e WAGE* 235 TYPE

3. You can “View payment
records” using Quick
Menu.

Start Transactions

For transactions related to Employment Pass, S Pass and passes for family members

Click here Go to Quick Menu
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4. Within Quick Menu:
i. Select Action “View
payment records”
ii. Selectthe
organisation
Click “Continue”
button.

.

(( MINISTAY OF
( MANPOWER
OM Portal

Welcome, what would you like to do?

Start a transaction

| want to

Action

Select Action View payment records X

Select organisation

Click here

For this branch

Organisation name *

Continue

[ Log out

5. You will be able to view
your organisation’s
payment records here.

To filter by specific
payment records, enter
your search criteria and
click on the “Search”
button to retrieve the
records.

View payment records

Payment records  GIRO bill

Payment records

Payment type Foreigner's name/Reference number @

All A

Payment date (Optional

From To

17 Jan 2023 17 Apr 2023

Payment method Payment status

All ~ All
Search
24 record(s) found.
Foreigner's FIN Payment Pass Payment Payment
name type type status date
Application Paid 30)an 2023

fee

s
b, Download records (C5V, -4.09KB)
Payment Payment Submitted Application
method amount by number
(s}
Credit 105.00
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6. Todownload yoursearch | View payment records
records, click on the

“Download records” link.

Payment records  GIRO bill

Payment records

Paymen: ype Foreigner's name/Reference number @

All

Payment date (Optiona)

From

17 )an 2023

Payment method

All

Search

24 record(s) found.

Foreigner's FIM
name

To

17 Apr 2023

Payment

type

Application
fee

Payment status

All

Pass Payment
type status

Employment  Paid

Pass/S Pass

Click here , Download records (CSV, —4.00KB)

Payment
amount

(s)

Payment Payment
date method

Credit 105.00

Submitted Application
by number

7. To view more details on

E Log out

the specific record, click (
on the payment record. > QuickMenu >

View payment records

myMOM Porta

Payment records  GIRO bill

Payment records
Payment type Foreigner's name/Reference number @

All s Q

Payment dare |

Frem To

19 )an 2023 19 Apr 2023

Payment method Payment status

All A4 All ~
Search
17 record(s) found. lxlg Download records (CSV, -2.92KB)

Payment Submitted
amount by

(5)

Application
number

Payment Payment
status date

Payment
method

Foreigner's FIN Payment Pass
name type type

Employment Paid 30 Jan 2023 Credit 105.00

- Application
fee

Pess/S Pass
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8. You can view more
payment details on the
selected payment records.

myMOM Portal > Quick Menu > View paymen

View payment detail

Payment details

Payment type

Date of issuance

Pass type

ecords B

S

Application fee

Payment status Paid

Payment date 30 Jan 2023
Payment method Credit

Payment amount $105.00
Receipt number 5577bd96090041
ePayment reference number

Transaction details

Foreigner's name Baker

FIN

Application number A300123802672
Date of application 30 Jan 2023

Employment Pass/5 Pass

Employing organisation [

Submission details

Submitted by [

Submission organisation |

9. Toview your
organisation’s GIRO bill,
click on the GIRO bill tab.

GIRO bill

Click here

Payment records

Payment type

All W
Payment dare (Opr
From Te
17Jan2023 =) 17 Apr 2023
Payment method
All N
Search
24 record(s) found.
Foreigner's FIN Payment
name type
Application
fee

View payment records

Foreigner's name/Reference number )

5

Payment status

All
Pass Payment Payment
type status date
Employment Paid 30 )an 2023
Pass/5 Pass

i
b, Download records (CSV, -4.09KB)
Payment Payment Submitted Application
method amount by number
(s)
Credit 102.00
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10. You will be able to view
your GIRO bill here.

To view the GIRO bill for a
specific month, click on
the drop-down to select a
different billing month.

To download your GIRO
bill, click on the
“Download bill” link.

Payment records

GIRO bill

Current GIRO account

GIRO bill

As at 6 Jun 2023.

Payment will be deducted from your GIRO account on the 17th day of the month (or the next
working day if it falls on a weekend or public holiday).

You can view more details about each payment under 'Payment records',

Billing month

Outstanding balance

Fees for May 2023

Total amount due

June 2023

View bills before June 2023

r: Pay type
date
17 May 2023 Issuance fee
17 May 2023 Application fee
17 May 2023 Single journey visa
fee
17 May 2023 Issuance fee
Total amount ($)
Ttodofd

Pass type
Work Holiday
Pass

Employment
Pass

S Pass

S Pass

v

$700.00

$500.00

$1,200.00
&, Download bill (CSV, ~0.59KB)
Foreigner's name FIN Amount
)
— 15000
I N s
I -
$500.00

Page 129 of 143




Navigation tips for new e-Service

11. To view past GIRO bills,
click on the “View bills
before Month YYYY” link.

Payment records

Billing month

GIRO bill

GIRO bill

Current GIRO account

As at 6 Jun 2023.

Payment will be deducted from your GIRO account on the 17th day of the month (or the next
working day if it falls on a weekend or public holiday).

You can view more details about each payment under 'Payment records',

June 2023 v
View bills before June 2023
Outstanding balance $700.00
Fees for May 2023 $500.00
Total amount due $1,200.00
&, Download bill (CSV, ~0.59KB)
Tri i Pay type Pass type Foreigner's name FIN Amount
date s
17 May 2023 Issuance fee workHoliday [ 150.00
Pass
17 May 2023 applicationfee  Employment [N N  1so%0
Pass
17 May 2023 Single journeyvisa S Pass D I rosso
fee
17 May 2023 Issuance fee S Pass _ _ 9450
Total amount ($) $500.00
Ttodofd n
12. You will be able to view oppuananl i et
the past GIRO bill here. View payment records
To view the GIRO bill for a
specific month, click on
the drop-down to select a GIRO bill
different billing month. arencrosconc N
As at 18 Apr 2023,
Payment will be deducted from your GIRO account on the 17th day of the month (or the next
working day if it falls on a weekend or public holiday).
You can view more details about each payment under '‘Payment records’.
Billing month April 2023 v
Outstanding balance $100.00
Fees for March 2023 $4,195.00
Total amount due $4,295.00
SIN Type of transaction Number of transactions Fee per transaction ($) Amount ()
1 Replacement Fee for Loss of Card 1 100.00 100.00
2 Application Fee for Dependant Pass 39 105.00 4,095.00
Sub total amount ($) $4,195.00
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21. Request a Card Replacement

1. Atthe menu page, select the action from
the drop-down list. Complete the form
and click “Continue”.

mytdOM Portal >

Welcome, what would you like to do?

Start a transaction

| want to

Action
Click on “Request a card replacement”. Request a card replacement p

For this foreigner

FIN

Continue
2. Before submitting the request, ensure e RN
that the information of the foreigner is Request for a Card Replacement

updated.

3. If you need to update the foreigner’s Before you start

information, use the link at the top of the Verify personal particulars
page to return to myMOM Portal.

=% Ensure that the personal paricuiars and contact
= dedails of th rk pass holder are updated
before submitting the request

« ¥ou will need to pay a card replacement fee. The fee is non-refundable once the request is made
« You may pay via GIRO or credit card
» Processing time ks immediate upon successiul submission of the request

t 10 minutes &

Click on “Start request” to start. Start request

4. Fillin the required fields in Request PO Pos! 33 Ouchbomy 3
section Request for a Card Replacement

Request

What |s the reason for the replacement?

Reglacement reason

Click here to continue to Summary section.
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5. Ensure the information displayed are
correct and acknowledge the
declarations to proceed.

Click here to continue to payment section.

Notification email

Ve vl ermadl the Card replacement ConfiTmation 3 you and e pans hoidec

Fass holder's emad

Declaration
Piease 19ad and aSnowiedos the folowing
I Geclice that

o | hive cOlaned e empioyer s witlen Sumonsation 10 perform this ¥AnEaction on hiMge Deha!

o The information that | have peovided is true and 3¢

ate 1 the best of my knowiedge
o | am aware Bat £ i5 an offence 10 subend information at | know, of cught reasonably %0 know. Is
talse i a0y materal DACUAr Of 15 MSNAdng by 1eas0n of Ihe OMESSIon of any materiaé
particutar
o | undenstand 1hat the Card is noosrangieradie and must De Ne'd Dy only the work Dass holder
e property of the Ministry of Manpower. If e 1ost card is found, £ must be returned
Work Pass Division, Ministry of Manpowser, 18 Havelock Road. Singagore 055764
jdar for the Ministry of
sng Mo SGWorkPass
900N 10 B Ministry of Manpower if

o Thecards

o

o | have cbtane:
Mangov
mobie appd
eQuesIed

| Sactare that ol B A0V 1 rue

6. Make payment using a credit card (Visa
or Mastercard or Amex) or GIRO.

o6 9

Payment

Payment

Total amaint

Proceed to pay

7. You will receive an email from MOM to
acknowledge successful submission of
your card replacement request. A PDF
copy of the card replacement letter will
be attached in this email.

® ASngspore Gover

(/(' S G to

et Agercy Webste

S ik

Request for a Card Replacement

@ Card replacement request submitted successfully

Pass type

Dependant's Pass

17 Feb 2023

Visa/Mastercard

17 Fab 2023, 03:44pm (GMT +0800)

#l enad the surmmary of your card replacement |

10 YOU 3nd the Pans HOISer. Pleass refer 10 the card ey

What do you want to do next?
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22. Retrieve In-Principle Approval (IPA) Letter

1. Loginto myMOM Portal
2. Search for the candidate under the

‘Application/Appeals’ tab.

application f Appeals {938) | Ferding ssuan

Namwe N Date af application { Pass type Submitted by Starus Action
appeal

JUHM DR ONE 1123956 /N 28 JAN 2083 employment Pass MARY INE Frending Sedect
JOHM DOE WO 1123956/N 12 TEE 2023 5l'ass MARY INE Frending Sedecr
JOHM DOE THREE F1239567N 19TEE 2023 Employment Pass MARY JANE Fending Sedcr
Sedect

. ViVH H Y4 Ve degails

Under Action, select ‘View details’. Vi desai
Selact

For an employment agent who is handling the

foreigner’s transactions for the first time

3. Scroll down the Work Passes page to the
‘Go to Quick Menu’ section.

Click here

Start Transactions

For transactions related to Employment Pass, S Pass and passes for family members

Go to Quick Menu

4. Atthe menu page, under Action, select
‘View details’ from the drop-down list.

Click on ‘View details’.

Welcome, what would you like to do?

Start a transaction
I want to
Actlon

Submit documents

Update contact details

Update travel document details
View details

View pass holder profile

View payment recards

Withdraw a submission

Search for the foreigner using their FIN or
Application number, and filll in the
required fields.

Click ‘Continue’ and you will be directed to
the landing page of the ‘View details’ form.

To search by FIN

Start a transaction
| want to

n

Wlews dezalls

For this foreigner
Saarch by FIN
FIM

F1234367N

Dtz of aaplhcation

27 Febi 2023

Continue
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Click ‘Continue’ and you will be directed to
the landing page of the ‘View details’ form.

6. If you do not see the documents, you
may click on the “Refresh” link to
generate a copy of your IPA and related
documents.

To search by Application Number
Start a transaction

I want to
action

View details *

For this foreigner
search by Applicaton numbsar i

AZTO223803755

Continue

Your application is approved in-principle

TESTING HOLDING PTE. ITD.
(12341234X.00-00)

Employing organization

Full Name

JOHN DOE
FIN 12345672
Pass type Employment Pass
Apglication number A180323809357
Status Approved
Date of application 18 Mar 2023

Date of butcome

Submission organization

Submission user

All dates are based on S

13 Apr 2023

TESTING HOLDING PTE. ITD.
(12341234%-00-00)
CORPPASS TEST ACCOUNT

ore tme (GMT *0800)

Next steps

1. Check that the details in the In-Prin: PA) letter(s) are correct

, and medical form (if applicable).
01 27 Jun 2023,

Request pass to be issued

resh @ view updated IPA letters

7. A pop-up banner will appear when you
attempt to refresh the documents.

(i ] Refreshing documents...
You may continue to work on other tasks while we
update the documents. Please refresh the page
after 2 minutes if you do not see the updated

X

documents are refreshed.

9. Click on the respective links to download
a copy of your IPA letter and related
documents.

Note: You may wish to refresh the page if you documents.

do not see the documents on the page after

waiting for 2 minutes.

Please contact us for help if you do not see

the documents despite refreshing the page

after 10 minutes.

8. A banner will appear when the Dieosme e X
case refer to the updoted IPA leters.

Your application
Emploving organization

Full Mama

FIN

Pass type
Application numbar
Status

Date of application
Date of cutcome

Submission organization

Submission user

&)l dates are based on Singag

Next steps

is approved in-principle

TESTING HOLDING PTE. LTD.
112341234%-00-00)

JOHN DOE

F1234567Z

Employment Pass
A1303236809357

Approved

18 Mar 2023

13 Apr 2023

TESTING HOLDING PTE. LTD.
(12341234X-00-00)
CORPPASS TEST ACCOUNT

ore time (GMT +0800).
oval (IPA) letter(s) are correct.
and medical form (if applicable)

Request pass to be fssued

v uptated IPA letters
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23. Extend In-Principle Approval (IPA) Validity

1. Select “Request to extend In-Principle Wroral 3

Approval validity” in Quickmenu. Welcome, what would you like to do?

Start a transaction

Iwant to

Select “Request to extend In-Principle Approval validity”. Request 1o extend In-Princigle Apgroval validiy

For this foreigner

Continue
2. Fillin the required fields in the
Identification section. Start a transaction
I want to
Action
Request to extend In-Principle Approval validicy >

For this organisation

Iy client's organisation o

For this foreigner

Search by FIN W
FIN
Date of birth

dd mmm yyyy 5

Click here to proceed to summary page. Continue

3. Click “Extend IPA” to proceed to ey B L -
acknowledgement page. Request to extend In-Principle Approval validity

Do you wish to extend the In-Principle Approval's validity?

This In-Principle Approval's validity may be exdended to 02 Sep 2024

Click “Extend IPA” to proceed to Acknowledgement page. _SEEumE "
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4. You will receive an email from MOM to
acknowledge successful submission of
your request to extend IPA validity.

Poral ) Quick Mans )

Request to extend In-Principle Approval validity

@ Extension request submitted successfully

Foreigner's full name
Foreigner's FIN

Pass type

Reference number

Date and time submitted
1PA expiry date

(@ Print acknovdedgement page

S Pass

DAME070323806158

07 Mar 2023, 11:46am (GMT +0800)
02 Sep 2024

You vill receive an email acknovdedgement with a summary of the changes after the extension
request is approved This may take up to 15 minutes

You may wish 10 print or dovnlioad a copy of this acknovdedgement for your reference

What do you want to do next?
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24. Update Travel Document Details

1. From the Quick Menu page, select
“Update travel document details” from

the drop-down list.

Complete the form and click “Continue”.

Pormal ¥

Welcome. what would you like to do?

Start a transaction

I'want to

Select “Update travel document details”. Update travel document details

For this foreigner

Continue
2. Fillin the fields and click “Continue to L
summary” to proceed. (((mm B togo
myAl IO Poral S Quick Mgnu 3

Click “Continue to summary” to proceed to summary page.

Update travel document details

(1]

Amendment

Travel document details

Travel document type

Travel decumant number i)
Travel document isce da%

Travel documant sxpery date

‘Continue to summary
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Ensure the information displayed is
correct. Then, tick the declaration check
box then click “Submit” to proceed to the
Acknowledgement page.

Update travel document details

2]
Amnendrment Surnmary
Amendment summary & et

Travel document details

Travel docurment expiry date

Declaration

Please read and acknovdedge the following
« I have cotained authorisation in writing from the foreigner to make this request | will produce the
autherisatbion ba the avlhorty on request
« By submitting this form, | confiern that the foreigner consened fo the collection and use of the
infarmation in the form by the G of and #o the sharing of thal
information wath other government and non-govemment agencies, for such purposes as are
relevant fo that agency

I declare that all of the above is true

Click “Submit” to proceed to Acknowledgement page. Submit

4.

You will receive an email from MOM to
acknowledge successful submission of
your request to update travel document
details.

mAOM Peasl ) Quick Menu
Update travel document details

© Amendment request submitted successfully
(@) Print acknovdedgement page
Foeeigner's full name
Foreigner's FIN
Pass type S Pass
Reference number

Date and time submitied 07 Mar 2023, 03:28pm (GMT +0500)

You will receive an email acknowiedgement vath 3 summary of the changes after the amendment
request is approved This may take up to 15 minutes.

You may wash 1o print or 3 copy of this g for your

What do you want to do next?

OM Portal

X Menu

nformation, please visit MOM webside
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25. Update Contact Details

3

1. Select “Update contact details” from the
me, what would you like to do?

Quick Menu. Welco

Start a transaction

| want to

Select “Update contact details”. Updsue contact denais X

For this foreigner

Continue

P ASegasore Government Agency Websze

2. Click on “Start amendment” to proceed
with amendment request.

((('; EEng

Poal ) CuxckMany )

Amend contact details

Before you start, remember to do this
Prepare Information

B

Have the latest contact information of
the foresgnes on hand

Things to note

« These contact details vill be used for all future comespondences with the foreigner.
« To amend contact detads for this foreigner’s dependants, you will need o update them
indnidualy.

Click on “Start amendment” SO sadment
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3. Fillin the required fields. mpiOHPecal > Cuckiisns >
Amend contact details

Amendment
Email and mobile number

Foregnars smail

Foregnars mobike
A

Residential address
Rasidensal ype

Postal Code Address

Fesal sode

BloskRoust sumber

Straat name

Click “Continue” to proceed to summary page.

4. Ensure the information displayed is
correct. Then, tick the declaration check
box and click on “Amend information” to

al ) QuickMeny )

Amend contact details

proceed to the Acknowledgment page. O *
Amendment summary

Email and mobile number

Foreigner's mobie number

Residential address
Residential type Overseas Address

Address

Declaration

Pleasa read and acknoviedge the foliovwng
« | have cblained authorisation in writing from the foreigner 10 make this request. | will produce the
authorsation 10 the duthorty on request
« By submitting this form, | confirm that the foreigner consentad o the coliection and use of the
information in the form by the Government of Singapore, and consented 10 the sharing of that
Vath other gow t and M agencies, for such purposes as are
relevant to that agency.

| declare that 3 of the above is true

Click “Amend information” to proceed to Acknowledgement page.
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5. You will receive an email from MOM to

acknowledge successful submission of
your request to update contact details.

>

Amend contact details

@ Contact details amended successfully

Foceigner's ful name
Foreigner's FIN

Pass type Employment Pass
Reference number

Date and time submitied 09 Mar 2023, 11:10am (GMT +0800)

The foreigner's contact details have been amended. You will recerve an email acknowdedgement
with 3 summary of the amendments

You may wish o print or download a copy of this acknovdedgement for your reference

What do you want to do next?
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-End of Guide-
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