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• Renew & Upgrade Guide

Updating your Profile 

• Updating your CCE records online 
using e- logbook

• Standard First Aid and/or CPR + AED

• Updating work pass / employment 
pass



Renew & Upgrade

1. Login on www.sportsync.sg using 
your SingPass by clicking on

2. If you do not have SingPass, click on 
box      & login using your Login 
details 1 2
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http://www.sportsync.sg/


Renew & Upgrade 

4. Click the top left ‘Menu’ then

5. Click ‘NROC Membership

6. Followed by ‘View NROC Membership

7. Click on the sport you would like to 
view
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Renew & Upgrade 

8. Click on ‘Renew’ or 
‘Upgrade’ depending on 
your eligibility

9. Follow the guided 
application process by 
completing each step and 
clicking ‘Next’
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Renew & Upgrade 

10. To upload all the required certifications for the 
level you are applying, 

• Click on the '+' icon to add a new record.

• To edit a previously added record, click on the 
'pencil' icon.

11. Please ensure that your intended level is 
correctly reflected on the top bar               of this 
page before proceeding to click "Next".

12. Please note that you will not be allowed to click 
"Next" if the relevant certificates are not 
uploaded.
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Renew & Upgrade 

13.Please ensure that the 
declaration questions are 
answered truthfully and to the 
best of your knowledge. 

14.At the bottom of the declaration 
page, click on the two tickboxes
on the right to agree before 
proceeding to click "Next".
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Renew & Upgrade 

15.Ensure that you have read through 
the terms and conditions and then 
click ‘Agree’ 

16.Confirm your application and 
proceed to make online payment (if 
required) 

• The payment options are credit or 
debit card. 

17.You have the option to pay later but 
note that application will only be 
processed after payment is 
submitted



Renew & Upgrade 

18.You will receive an 
acknowledgement after you have 
made a successful payment

Your application is completed 



How to update CCE records 
online using e-logbook

1. Once logged in, you will be directed to 
the SportSync homepage & click on the 
‘Edit Profile’ icon

2. You will be directed to your profile 
landing page

3. Scroll down your profile page till you 
see ‘Continuing Coaching Education’ 

4. Click on the Pencil Icon to access the e-
logbook
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How to update CCE records 
online using e-logbook

5. The required hours for each sport 
can be found in the respective 
category.

6. Click on the ‘+’ icon to add new 
record 

7. To edit the record previously added, 
click on the ‘pencil’ icon
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Coaching Education : Courses / Classes that you have 
attended. 
Coaching Practice : Coaching Individual / Teams 
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How to update CCE records 
online using e-logbook

8. Key in the details of your CCE learning 
activity for all the required fields marked 
with*

9. Click the box under the section “Proof of 
Attendance      to upload the supporting 
documents that is accepted.

Kindly refer to the next page for the list of 
accepted document for Education & Practice 
hours 

10. Ensure that all required fields are filled and 
click ‘Save’
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How to update CCE records online using e-logbook

Accepted Document for 
Education Hours 

✓Certificate of Completion / 
Achievement 

✓Letter of Completion from 
Training Provider

✓Email Confirmation with CCE 
Hours included  

✓Screenshot of Completion Page 
on SportSG-ED

Accepted Document for 

Practice Hours 

✓Letter of Employment / Contract

✓Timesheet for service rendered 

✓Attendance log sheet 

✓Letter of Endorsement from place 
of practice 



Updating your Profile 
Standard First Aid and/or CPR + AED

1. Once logged in, you will be 
directed to the SportSync
homepage & Click on the ‘Edit 
Profile’ icon

2. Scroll to ‘Certifications’ section 
and click the ‘pencil’ icon

3. Please locate your Standard 
First Aid Certification under the 
general certification section 

4. Click on the pencil icon to edit 
your certificate.
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Updating your Profile 
Standard First Aid and/or CPR + AED

4. Once inside the form, fill in all the information 
needed & input in your expiry date of your 
Standard First Aid certification

5. Please do upload a copy of the 
SFA+CPR&AED Certification as the supporting 
document under the certificate section

6. Once your file is successfully uploaded ,you 
may click on save button. 

7. Do ensure that your SFA certification is 
uploaded before you close the page. 
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Updating your Profile 
Updating work pass / employment pass

1. Once logged in, you will be directed to the 
SportSync homepage. Click on the ‘Edit Profile’ 
icon

2. Click on ‘pencil’ icon circled in red

3. Ensure the details are correct. If your details are 
not updated. Please update your profile with 
SingPass. 

4. Once you have verified your information is 
correct. Look for ‘Current Residential Status in 
Singapore’ circled in red & Select type of pass 
you are currently holding on.

5. Upload screenshot of your profile on SG 
WorkPass by clicking on the box indicated in 
red *remember to input date of issue and 
expiry 

Refer to next page for a guide on how 
to get your profile screenshot with a 
sample of the SGWorkPass App Profile) 
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Updating your Profile 
Updating work pass / employment pass

SGWorkPass

SGWorkPass is available for iOS, Android and Huawei 
HarmonyOS.

Overview of the pass holder’s pass information 
such as:
• Photo-image*
• Name
• FIN*
• Pass type , status & validity date
• Employer Details
*Not applicable for some Special Pass card holders

https://itunes.apple.com/sg/app/sgworkpass/id1274061632
https://play.google.com/store/apps/details?id=sg.gov.mom.sgworkpass&hl=en
https://appgallery.huawei.com/#/app/C102953945
https://itunes.apple.com/sg/app/sgworkpass/id1274061632
https://play.google.com/store/apps/details?id=sg.gov.mom.sgworkpass&hl=en
https://appgallery.huawei.com/#/app/C102953945
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