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1. Applying for Grant
1.1

Singapore)
’.

Login to www.oursggrants.gov.sg to apply for Active Enabler Programme (GetActive!

@:,gr?s Explore Grants Dashboard Drafts Applications Grants About Us Help Contact
Explore Grants

Filters Showing 41 results (1 filter applied)

I'm applying as ~ Individual X ResetAll

B Individual (41)

[ Organisation (39) ﬁeﬁﬂt %Nem %«Em

I'want support from ~

O nye
National Youth Council

NAC (13}
National Arts Council

Active Citizen Grant

The Active Citizen Grant encourages
ground-up initiatives through
innovating and organising activities in

Active Enabler Programme
(GetActive! Singapore)

Supports innovative, ground-
up/community oriented initiatives
that encourage everyene to celebrate

Active Enabler Programme
(GetActive!@Home)

Supports innovative, home-based
activities and programmes that
encourage Singaporeans to stay active

and united in the months of April and
May.

National Day through sports and
demonstrate sports as & \force for...

any of the following three domains:
sports volunteerism, physical activit...
Demo Agency

[E) Open for Applications

El openfor Applications E] Open for Applications

O
[J DEMOAGENCY (0)
O

HPB (1)

1.2 Download the document templates that are required for submission

P A singapore Government Agen:
tEST 0987

Explore Grants Dashboard Drafts Applications Grants About Us Help Contact

@m@
rants
How to apply?

Completing the application should take about 30 mins with all the information on hand. All fields are mandatory

unless otherwise stated.

&, DOCUMENTS REQUIRED FOR APPLICATION

Certain sections of the form may request for documents to be uploaded. You might want to
download and complete these documents before you start your application.

« Risk Management Plan (DOCX 69.1 KB)

* SPORTSG_AEP_ConsentForm (DOCX 31.1 KB)

« AEP_Budget_Proposal 2022 (XLSX 57.8 KB}

Al files attached to the application must not exceed 25MB in total.

APPLY

For Application as an Individual, click on “Apply Now”
For Application as an Organisation, click on “Apply as an Organisation”

1.3

APPLY NOW

OR

APPLY AS A

GAMNISATION

You will be directed to login via
SingPass. Upon successful login, select
the relevant UEN ID.
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1.4 Check your eligibility...

Eligibility Proposal Budget Contact Daclaration Review

SPORT SINGAPORE

ACTIVE ENABLER PROGRAMME
(GETACTIVE! SINGAPORE)

CHECK YOUR ELIGIBILITY

1 Areyou a Singzporean or Permanent Resident?
(®) Yes ) No
2 Areyou above 18 years old?

(®) es ) No

1.5 Select your Project Category, and fill in the necessary details in your application. Your project
title should include (Walk/Run) if it is a walk/run event.
{ ﬂ:éf ] 1 I_i /IT;]\ f ’L’:&I

SPORT SINGAPORE

ACTIVE ENABLER PROGRAMME
(GETACTIVE! SINGAPORE)

SUBMIT YOUR PROPOSAL

PROJECT DETAILS

Project Category Select category - |

Endorsement
Project Name/Title @

Project Summary/Description
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1.6 Fill in your budget accordingly and upload supporting documents.
For Endorsement — Fill in “0” under “Requested Grant Amount”

EUDGET DETAILS

Projected Budget 5%

Requested Grant Amount @ 55

Have you requested funding or sponsership (incashor () es ) Mo

in kind) for this project from other sources?

Have you received funding or sponsorship fincashorin - () ves () Mo
kind) for this project from other sources?

Have you received Active Enabler Programme Grantsor () Yes ) No
Sport Singapore funding before?

SUPPORTING DOCUMENTS

Upload the following documents (If Any)

» Completed AEP Budget Proposal 2022
[XLSX 57.3 KB) {only applicable for Project or
Mass Event categories. Endorsement
applicants don't need to submit 2ny additional
documents.)

» Other relevant documents (if any)

Drag and drop files here
ar

[ sELECT FILES

1.7 Review and Submit your Application.
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2. Rework your Application
2.1 If application is return to you for rework, an email notification would be sent to you. You can
find it under “Applications” tab and click on your “Project Name”

Updates required: Grant Application "Mass Event for National Day (Ref ID: & 2
2203RC32)" on hold © nbox x

no-reply-uat@oursggrants.gov.sg 2:45 PM (16 minutes ago) {‘z -,
tome *

Dear Ms
We need you to provide more information to help us process your grant.

Log in to view the requested information and update your application.

This is an auto generated email. Please do not reply to this email address.

@U!? Explore Grants Dashboard Drafts Applications Grants About Us Help Contact |:|
rants —

APPLICATIONS

Project Mame RefID Grant Scheme Agency Start Date End Date Submitted | Status

Mass Event for National | 2203RC32 Active Enabler SPORTSG 01 Apr 2022 15 Apr 2022 31Mar2022, Update

Day Programme (GetActive! 02:39PM Application

Singapore)
2.2 Click on “View Details” for the comments and update your application accordingly.
P s ernment Agency Website
U?@ Explore Grants Dashboard Drafts Applications Grants About Us Help Contact I:l
rants
PROJECT DETAILS STATUS

Mass Event for National Day

Update Application ( < VIEW DETAILS )u
Ref ID:2203RC32 -

Last Updated 31 Mar 2022, 02:44 PM

Grant Scheme Agency
Active Enabler Programme Sport Singapore
G el Si )
(GetActive! Singapore) HISTORY
Start & End Date Venue .
Action By Date |
01 Apr2022-15 Apr 2022 gwertyui
Update Application Agency 31 Mar 2022,
Project Description 0Z:44 PM
Quertyuiop Processing Application Agency 31Mar 2022,
02:41 PM
Application Submitted Applicant 31 Mar 2022,
AGENCY CONTACT 0Z:39 PM
Diraft Created Applicant 31 Mar 2022,
02:21 PM

Sport Singapore

SP\Q":' Blk 3 Stadium Drive

SINGAPORE Singapore 3974630
DOCUMENTS (2)
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@m? Explore Grants Dashboard Drafts Applications Grants About Us Help Contact
rants

SPORT SINGAPORE

ACTIVE ENABLER PROGRAMME
(GETACTIVE! SINGAPORE)

We need more information from you

Q Please update XXX as discussed.

Grant Officer
e ™
(B UPDATE APPLICATION |
h. vy
2.3 Make the changes in your application and click on “resubmit”
P & Singapors Govemment Agency Website
@LR@ Explore Grants Dashboard Drafts Applications Grants About Us Help Contact
rants
- 0 - - °
2 & e ©
Eligibility Proposal Budgat Contact Declaration
SPORT SINGAPORE
ACTIVE ENABLER PROGRAMME
(GETACTIVE! SINGAPORE)
DECLARATION AND ACKNOWLEDGEMENT
Declaration

“Applicant” refers to the individual or organisation applying for this grant.

1./ We and the Applicant, declare the following:
a. Has the Applicant been or is the Applicant being, in the last 5 years or currenthy:

1.investigated for or charged with or convicted of 2ny criminal offence or subject to any criminal
proceedings; or

2. subject to any disciplinary proceedings or regulatory action by any regulatory or licensing authority,
in any jurisdiction?

(®) Yes () No

b. Has the Applicant been or is the Applicant being, in the last 5 years or currently, engaged in any civil suit or
proceedings in any jurisdiction?

GetActive! Singapore 2022
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3. Change Request

3.1 Click on “Grants” and “Project”
’ A Singapo semment Agency \VWelsit
@Lﬂ@ Explore Grants Dashboard Drafts Applications Grants About Us Help Contact
rants [
GRAMNTS
Project Mame ReflD Grant Scheme Agency Start Date End Diate Updated L Status
YTHEVF 2203VSKZ Active Enablar SPORTSG 01 Jul 2022 16 Aug 2022 31 Mar 2022, Claim
Programme (GetActive! 06:07 PM Reviewed
Zingapare)
3.2 Scroll down to the section for “Related Actions” and click on “Update Project Changes” to
update your project. Read the instructions and click “Proceed”
Claim Reviewed Agency 31 Mar 2022,
05:24 PM AGENCY COMNTACT
Offer Accepted 31 Mar 20232,
03438 Sport Singapore
Application Approved Agency 21 Mar 2022, Sp@f t Elk 3 Stadium Drive
0343 PM SINGAPORE Singapaore 3974630
Processing Application Agency 24 Mar 2022,
03:54 PM
Telephane Numbar Email Address
Application Submitted G I E;::;im' 650053756 ActiveEnable sou.

View Mare
DOCUMENTS (3)

RELATED ACTIONS File Mams File Size Type Uploaded L
Project Changes Updated 27 Jan 358 KB LOA 31.Var 2022,
202 safe pdf 03:13PM

Have there been changes to your project?

AEP Risk_Management_  3%7KB 24 Mar 20232,

Update yvour project details if they have changed since your last

approved submission. Plan_V1pdf 03:24 PM
( 4] UPDATE PROJECT CHANGES ) AEP Risk Management_ 397 KB Application 24 Mar 2022,
Plan_ V1 pdf 03:23PM
IMSTRUCTIONS

How do lupdate my project details?
The online form will be pre-populated with details from your last approved submission.

Update your changes by removing details that are no longer accurate and adding in the new information. If you
need to make changes toyour attachments, delete the existing attachment and replace it with an updated version.

Do not delete attachments or make changes to sections and fields that have not changed.

What happens after | submit the project changes?

Al changes will be submitted to yvour grant officer for 2ssessment. The terms of your current grant agreement will
remain in effect until your changes have been reviewed.

“¥ou should hear back about your submission within 2 to 4 weeks.

PROCEED

GetActive! Singapore 2022
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3.3 Make the changes to your project accordingly and summarize changes made in the box
under “Declaration” section. Review your submission before submitting.

> e e

Eligibility Proposa Budget

ACTIVE ENABLER PROGRAMME (GETACTIVE! SINGAPORE)

UPDATE PROJECT CHANGES

DECLARATION AND ACKMNOWLEDGEMENT

Describe your project changes

changed the budget detsils

3.4 Status of your project would be updated.

PROJECT DETAILS STATUS
YTHBVF
- Project Changes j
Rl Submitted
Agency Submitted on 01 Apr 2022, 0122 AM
Active Enabler Programme Sport Singapore
[GetActive! Singzpore)
3.5 Once your change request has been approved, an email notification would be sent to you.

You can find it under “Grants” tab and click on your “Project Name”. Status will be reflected
as “Project Changes Approved”. Click on the Ref ID of the project.

’ A Singapore Govemment Agency Welsite

@U?@t Explore Grants Dashboard Drafts Applications Grants About Us Help Contact
rants

GRANTS

ProjectMame Ref IO Grant Scheme Agency Start Date End Diate Updated L Status

YTHEVF 2203VSKT Active Enablar SPORTSG 01 Jul 2022 16 Aug 2022 31 Mar 2022, Project Changes
Pragramme (GetActive! 06:07 PM Approved
Singapore)

GetActive! Singapore 2022
Active Enabler Programme — User Guide for Applicants



3.6 Under Status, click on view offer. The new offer will be reflected. Select accept offer & the
change request will be completed. Do take note that the new offer will supersede the
existing offer.

@Lﬂ@ Explore Grants Dashboard Drafts Applications Grants About Us Help Contact & Thales
rants
PROJECT DETAILS STATUS
YTHBVF . I
Project Changes Approved @ VIEW OFFER
RefID:2203VSKZ —
a 20Apr 2022,11:18 AM
Grant Scheme Ager
Active Enabler Programme Sport Singapore
(GetActive! Singapore) CLAIMS
1 u
01Jul 2022 - 16 Aug 2022 Approved Grant
§% 10,000.00
ASDFG
Payment 1 Payment 2
$$6,000.00
HISTORY @
1of2 20f2
Action By Date 4
Project Changes v Agency 20 Apr 2022
11:18AM AGENCY CONTACT
Claim Reviewed Agency 31Mar 2022,
05:24PM Sport Singapore
Offer Accepted Applicant 31Mar 2022 sp@ft Blk 3 Stadium Drive
03:43 PM SINGAPORE singapore 397630
Application Approved Agency 31Mar 2022,
03:13PM
Telephone Number Emall Addres
Processing Application Agency 24 Mar 2022, R i P
03:54 PM 65005376 ActiveEnabler@sport.gov.sg
@Lﬂ? Explore Grants  Dashboard dra A . u i Conta 2 Thak
rants
SPORT SINGAPORE
(GETACTIVE! SINGAPORE)
Step 1: Download and read your Letter Of Award and accompanying documents
eN s .
Updated 12 Nov 2021 Sport PE_PASMMs from27  412KB L0A 20Apr 2022.1 &
Sep 2021 (2).pdf_safe. paf
& DOWN 57

Step 2: Accept the terms to start benefiting from your grant

| acknowledge that | have read and understood the terms and conditions set out in the Letter of Award and all its
enclosures. | confirm that all declarations and information provided in the application for this grant are true and
correct. | accept the award of the grant on the terms and conditions set out in the above-mentioned Letter of Award
and its enclosures. | understand that failure to comply with the proposed details stated in the application,
subsequent project changes, or terms and conditions of the offer may result in changes to the final grant amount. |
undertake to ensure that all terms and conditions in the Letter of Award and all its enclosures are complied with.
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4. Change in Grant Scheme

4.1 In the event that your proposal is more suitable for another grant scheme, your grant officer
will suggest for your grant to be redirected to a different grant. Go to “Applications” and
click on your project.

’ A S re Government Agency Website
@LR@ Explore Grants Dashboard Drafts Al S Grants About Us Help Contact F 3 test
rants ]
APPLICATIONS
Project Name RefID Grant Scheme Agency Start Date End Date Submitted J Status
endorsement 1 2203T8GN Active Enabler SPORTSG 21 Jul 2022 21Jul 2022 31Mar 2022, Application
Programme (GetActive! 02:59 PM Submitted
Singapore)
Hi (Walk/Run) 2203YJPB Active Enabler SPORTSG 04 May 2022 27 May 2022 31 Mar 2022, Application
Programme (GetActive! 02:53PM Submitted
Singapore)
4.2 The status of your project would be indicated as Application Redirected, click on “View
Details”
® 2 singapore Government Agency Website
LR@ Explore Grants Dashboard Drafts Ap| ns Grants About Us Help Contact 2 test
rants
PROJECT DETAILS STATUS
Nila(walk/run) Y T EE—

Application Redirected { @ VIEW DETAILS

Ref ID:2203NNNL
Last Updated 31 Mar 2022, 05:37 PM

Grant Scheme
Active Enabler Programme
(GetActive! Singapore)
Start & End Date

01 May 2022 - 31 Aug 2022

Agency

Sport Singapore

Venue

Project Description

GASG

AGENCY CONTACT

SpCrt

SINGAPORE

Telephone Number

GetActive! Singapore 2022

Sport Singapore
Blk 3 Stadium Drive
Singapore 397630

Email Address

Active Enabler Programme — User Guide for Applicants

HISTORY
Action

Application Redirected

Processing Application

Application Submitted

Draft Created

DOCUMENTS (2)

File Name

By

Agency

Agency

Applicant

Applicant

File Size Type

Date |}

31 Mar 2022,
05:37 PM

31 Mar 2022,
02:08 PM

30 Mar 2022,
04:33PM

30 Mar 2022,
04:29 PM

Uploaded |




4.3 If you decide to take up the suggestion of the new grant, click on “Continue Application”

’ A Singapore Government Agency Website

QLRn Explore Grants Dashboard Drafts Applications Grants About Us Help Contact a test
rants

SPORT SINGAPORE

ACTIVE ENABLER PROGRAMME
(GETACTIVE! SINGAPORE)

Your application has been recommended for another grant scheme

We recommend that you submit this application for Active Citizen Grant by Sport Singapore.

a Hi, as discussed. Will redirect to Active Citizen Grant :)

Grant Officer

NO, THANKS CONTINUE APPLICATION

4.4 Click “Yes” to confirm your application to the suggested grant.

Continue to apply to Active Citizen Grant?

We'llimport the information from this submission into a new
application form.

GetActive! Singapore 2022
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5. Submission of Claims for Mass Event/Project

5.1 You can find your project under “Grants” tab and click on your “Project Name”.

@U?@ Explore Grants Dashboard Drafts Applications Grants About Us Help Contact
rants

Grant Scheme

Active Enabler
Programme (GetActive!
Singapore)

Agency Start Date

SPORTSG 01 Jul 2022

End Date Updated | Status
16 Aug 2022 20 Apr2022, Project
11:18 AM Changes
Approved

Note: Status of your project should be reflected as “Project Changes Approved” or “Offer

GRANTS
Project Name RefID
YTHBVF 2203VSKZ
5.2 Select “Create New Claim”.
Accepted".
@m@
rants

PROJECT DETAILS

YTHBVF

HISTORY

View More

STATUS

Project Changes Offer
Accepted

CLAIMS

Payment 1

$$6.00000

o

Payment 2

AGENCY CONTACT

Sport

SINGAPORE

GetActive! Singapore 2022

Active Enabler Programme — User Guide for Applicants

12



5.3 Upload the necessary documents and click next.

(s

glﬂ? ExploreGrants  Dashboard  Drafts  Applications G
rants

About Us Help Contact

ACTIVE ENABLER PROGRAMME (GETACTIVE! SINGAPORE)

SUBMIT A CLAIM

UPLOAD CLAIM DOCUMENTS

PROJECT DETAILS

Project Name / Title YTHBVF
Start Date 01 Jul 2022
End Date 16 Aug 2022
Ref ID 2203VSKZ
SUPPORTING DOCUMENTS

Upload the following documents

+ AEP Grant Post Event Report
* Statement Of Accounts
* Mediaand press clippings

Dragand drop files here
You may also upload any supporting

or

documents that are relevant to your claim.

B

FILES

LINK TO ADDITIONAL DOCUMENTS (IF ANY)

If you need to submit files larger than 10MB, you may leave alink to a shared drive or folder: (If Any)

GetActive! Singapore 2022
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5.4  Update the relevant main contact person details if required and select “Save”.
Select “Review” when completed.

@ v
e >
e

ACTIVE ENABLER PROGRAMME (GETACTIVE! SINGAPORE)

SUBMIT A CLAIM

PROVIDE YOUR CONTACT DETAILS

MAIN CONTACT PERSON

We will contact this person with any queries about the claim.

Name (as in NRIC/FIN) v
Contact Number 65w
Email Address

Organisation (If Any)

Designation (If Any)

5.5 Upon completion of the review, select submit. If edits are required, select edit.
@Hﬁﬁg ExploreGrants  Dashboard  Drafts  Apphications Geamts  AboutUs  Help  Cortact & Thales
CONTACT @& eoim

MAIN CONTACT PERSON

We will contact this person with any queries about the claim
Mr Thales
+65 98883888

tomgan8@gmail.com

DECLARATION

By submitting this claim, | declare that the information provided and allits contents are true and accurate.

o SUBMIT

GetActive! Singapore 2022
Active Enabler Programme — User Guide for Applicants



5.6 A message stating that your claim has been submitted should appear.

elﬁ? ExploreGrants ~ Dashboard ~ Drafts  Applications ~ Grants  AboutUs  Help  Contact ‘ a Thales
rants

ACTIVE ENABLER PROGRAMME (GETACTIVE! SINGAPORE)

SUBMIT ACLAIM

VIEW YOUR CLAIM

° Your claim has been submitted

Your claim (Ref ID: 2203VSKZ-DS02) for YTHBVF has been submitted on 20 Apr 2022
11:38 AM

We will send you an email if there is an update on the status of your claim. If you have any
questians, feel free to contact your grant officer

@ PRINT

CLAIM

PROJECT DETAILS

Project Name / Title YTHBVF

Start Date 01 Jul 2022

@ End Date 16 Aug 2022

Note: If a report draft was saved previously and you wish to start a new claim from scratch, you can

select “delete report draft” and create a new claim

Are you sure

Do you really want to delete this report? This process cannot

DELETE

be undone.

GetActive! Singapore 2022
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6. Submission of Claims for Endorsement
6.1 You can find it under “Grants” tab and click on your “Project Name”.

@LR@ Explore Grants Dashboard Drafts Applications Grants About Us Help Contact
rants

GRANTS
Project Name RefID Grant Scheme Agency Start Date End Date Updated 4 Status
YTHBVF 2203VSKZ Active Enabler SPORTSG 01 Jul 2022 16 Aug 2022 20 Apr2022, Project
Programme (GetActive! 11:18 AM Changes
Approved

Singapore)

6.2 Select “Submit Report” and fill in the fields accordingly and upload your supporting

documents.
rants
PROJECT DETAILS STATUS
P Ik/t
o (wallc/rum) Offer Accepted @
CLAIMS
o
@LQ@ i & T
rants
ACTIVE ENABLER PROGRAMME (GETACTIVE! SINGAPORE)
REVIEW YOUR REPORT
Verify that the information provided is correct, then submit your report
REPORT & &
PROJECT DETAILS

Pot (walk/run)
01 Jun 2022
31 Aug 2022
2203RTCD

SUPPORTING DOCUMENTS
20 Apr 2022, 11:41 AM 091MB

FDP.docx

LINK TO ADDITIONAL DOCUMENTS (IF ANY)

If you need to submit files larger than 10MB, you may leave a link to a shared drive or folder: (If Any)

GetActive! Singapore 2022
Active Enabler Programme — User Guide for Applicants

16



6.3 Update the relevant main contact person details if required and select “Save”.
Select “Review” when completed.

@ plo ts Da ] pp . tUs

PROVIDE YOUR CONTACT DETAILS

MAIN CONTACT PERSON

We will contact this person with any queries about the claim.

Name (as in NRIC/FIN) -
Contact Number + v
Email Address

Organisation (If Any)

Designation (If Any)

B save REVIEW |

6.4 Select “Submit” when completed.

@ paskbicard Applicatic 2
rants Explore Grants Dashbo: Draf Applications Grants About Lk
CONTACT @
MAIN CONTACT PERSON
We will contact this person with any queries about the claim.
Mr Thales

+65 98888888

tomgan8@gmail.com

DECLARATION

By submitting this claim, | declare that the information provided and allits contents are true and accurate.

o SUBMIT

6.4 A message stating that your claim has been submitted should appear.

O 2

ACTIVE ENABLER PROGRAMME (GETACTIVE! SINGAPORE)

SUBMIT A REPORT

GetActive! Singapore 2022
Active Enabler Programme — User Guide for Applicants
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Note: If a report draft was saved previously and you wish to start a new claim from scratch, you can
select “delete report draft” and create a new claim

Are you sure?

Do you really want to delete this report? This process cannot

be undone.
DELETE

GetActive! Singapore 2022
Active Enabler Programme — User Guide for Applicants
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7. Troubleshooting for Corp Pass
7.1 Visit the Corppass portal https://www.corppass.gov.sg, select log in with Singpass and log in.

A Guide for Admins & Sub-Admins
Set Up and Assign Users’ Digital Service Access corppdass

Log In to Corppass Portal

Select ‘Log in with Singpass’.

Home  AboutUs  Serices  Help Login with Singpass& O

Welcome to Corppass

Corppass is the authorisation system for entities te manage digital
service access of employees who need to perform corporate
transactions. There are more than 200 government digital services
available roday.

Sign up now to prevent any disruption to your business
transactions. Find out more

Register as a Corppass Admin p

Get started with Corppass by your role .

| am the | am the lama
Registered Officer » Admin » User »

A Guide for Admins & Sub-Admins
Set Up and Assign Users’ Digital Service Access corppuss

Log In to Corppass Portal

[ ] You will be redirected to the Singpass login page. Log in by scanning the
QR code using your Singpass app.
Step 2
singpass Services v FITIFT & a

Scanwith singpass app

~ Welcome to Singpuss Loggingin o3 Business User

B vourtrusted digital identity E [ E

Have questions?

-
Locate a counter

Contact us
singpas

Bon't have Singposs app? Downood now

GetActive! Singapore 2022
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https://www.corppass.gov.sg/
https://www.bing.com/search?q=Corp+Pass&cvid=e8e1748372464064a2524f5ca56a7f27&aqs=edge.0.69i59j69i64.2528j0j4&FORM=ANAB01&PC=U531
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A Guide for Admins & Sub-Admins
Set Up and Assign Users’ Digital Service Access

Log In to Corppass Portal

the Singpass login page.

corppass

Launch your Singpass app. Tap the ‘Scan’ button to scan the QR Code on

FITIF @ a
singpass aps

scan with singpass app
Logging in o3 Business User

(=] [m]

ingpas:

Dot hove Singpass opp? Downkeod now

A Guide for Admins & Sub-Admins
Set Up and Assign Users’ Digital Service Access

Log In to Corppass Portal

button.

corppass

Confirm your login request on the Singpass app by tapping on the ‘Log in’

F T F @ @

singpass app

singpass

Allow QR login on
singpass app

Don't have Singpass app? Dowrlood now

Note: You will be prompted to use either fingerprint (for selected smartphones),
Face ID (for selected smartphones) or 6-digit passcode to verify your identity

GetActive! Singapore 2022
Active Enabler Programme — User Guide for Applicants
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A Guide for Admins & Sub-Admins
Set Up and Assign Users’ Digital Service Access

Log In to Corppass Portal

Alternatively, enter your Singpass ID & Password.

LEETS:

singpass

Services v

= Welcome to Singpass
B your trusted digital identity

corppass

Password login

Lagging in as Business Usor

Have guestions? »

s B

Contact us » Forgot Reset po g

Rogistor sor singpass
\ y
Note: If you are a Foreign ID user, this mode of login using Singpass ID or Password is not
applicable to you. You can log in using the Singpass app.
A Guide for Admins & Sub-Admins
Set Up and Assign Users’ Digital Service Access corppass

Log In to Corppass Portal

You may choose to verify your identity using SMS OTP. Enter the 6-digit

One-Time Password (OTP) at your registered mobile number.

GetActive! Singapore 2022

P Asingopors Covemnent Agsncy Wabete

singpass

SMS OTP

Enter the B-digit One-time Password (OTF) sent to your mobile number (****8022). Not your mobile number?

If you do not receive an OTP on your mobile device within 30 seconds, please click on the Resend OTP” button hera

Active Enabler Programme — User Guide for Applicants
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A Guide for Admins & Sub-Admins
Set Up and Assign Users’ Digital Service Access corppass

Log In to Corppass Portal

O Plegse note:
Usa another authentification method if you ars sensitive to flashing lights.

® I the nest sereen, click "Begin Scan”
@ Kaep still as the camera locates yout foce,

@ The scre=n will flash o ssries of colorsd lights.

Click here te find out more about Singpass Foce verification

A Guide for Admins & Sub-Admins
Set Up and Assign Users’ Digital Service Access corppdass

Log In to Corppass Portal

P asingopore o

singpass

Facs verification

Here are some guidelines. Find out more here.

- :
@0 " =
-
@ Cleorglasses @ Keep headgear © Indoor lighting 2} Keep mouth closed

and halr off face

@ Tintad glasae @c

Look into the front camera and select "Begin Scan™.

By selecting ‘Begin Scon’, you are allowing us to match your photo with the government's blomelrics databose based on the Terms of Use

s -

GetActive! Singapore 2022
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A Guide for Admins & Sub-Admins
Set Up and Assign Users’ Digital Service Access corppqss

Log In to Corppass Portal

» Follow the instructions provided while the scanning takes place.

singpdass

Keep still

Note: Face Verification does not require any setup and is only available on desktop and
mobile browsers. It requires the user to have a front-facing camera on their device when
accessing digital services.
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7.2 Select Entity’s Digital Services and select the entity that you wish to transact on behalf of.

A Guide for Admins & Sub-Admins
Set Up and Assign Users’ Digital Service Access cnrppass

Set Up and Assign - Select Entity’s Digital Services

= After logging in, select the Entity you wish to transact on behalf of.

Singapore Government

corppass kit

4 A & ContactUs | Feedback | Sitemap | FAQ

Select UEN/Entity ID

M31425521H MI300620174 200011878
Entity 1 Entity 2 Entity 3

“ o

Note: This page will only be shown to users who hold multiple Corppass accounts.

7.3 Select Entity’s e-Services & assign the digital service. You may filter by MCCY and select the
Our Singapore Grants Portal. Click next and submit.

A Guide for Admins & Sub-Admins
Set Up and Assign Users’ Digital Service Access corppass

Set Up and Assign — Select Entity’s Digital Services

[ ] You will land on your home page. Under the ‘e-Service Access’ tab, click
[ ] ‘Select Entity’s e-Services'.

Home  MyAccount  Usars  e-Service hird Party  Advance  Help

[ ] Welcome to Corppass
PHANG GABRIEL

G 53 more digital services have been made available on Corppass over the last 90 days.

wser Accounts| &-Service Access | Third Party | Third Party (Clients)

1
)

] Change Entty Profie
)

)

)

B =

Select Entity's e-Services Assiy View Entity's e-Service Access

Select e-Services that your enbty vl sz,
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A Guide for Admins & Sub-Admins
Set Up and Assign Users’ Digital Service Access corppass

Set Up and Assign — Select Entity’s Digital Services

View the list of digital services currently onboarded Corppass.

Select Entity's e-Services

Select
eServices

select the e-Service(s) you wish o add to your entity's list.

Step 5 Note: Selacted e-Services require details 1o be set up on Corppass (denoted by [ ).
Selected e-Services may require additional cnecks when you log in. Click @, for mare information.

TrHler MoM Qo &~

Additional Additional
Govt. Agency @ Details

a

¥

Required

Agency & e-Service Description Check

OF LABOUR MARKET companies to compare its wages against

MANPOWER national or industry norm; employment

(MOM) condltions; and staff turnover through
Interactive charts pre-populated with
companiesdll own survey responses.

1 miNISTRY CERTIFICATION OF e\
OF EMPLOYMENT
\ nAARIDIAIFD INTECMIEMIADIFS y

[ ] j MINISTRY BENCHMARKING TOOL FOR  AutoBenchmark is a free service that allows

A Guide for Admins & Sub-Admins
Set Up and Assign Users’ Digital Service Access corppass

Set Up and Assign — Select Entity’s Digital Services

Select the digital service(s) your entity would like to transact with.

— e e ey
—_— e e S

YEiter WM Q | 2.
Additicnal
Agency
Description Check
[ MINISTRY BENCHMARKING TOOL FOR  AutoBenchmark is a free service that allows 9\
OF LABOUR MARKET companies to compare its wages against
MANPCWER natignal or industry norm; employment
(MOM) conditions; and staff turnover through

interactive charts pre-populated with
companiesall own survey responses.

Step 6 MINISTRY CERTIFICATION OF Q,

oF EMPLOYMENT
WIANPOWER INTERMEDIARIES
(MOM)

[ ] O] wmisTRY CHECK AND PAY LEVY. AND 1) Chack and pay levy : View and pay your @
OF WORK PERMIT levy bills, 2) Work Permit transactions for
MANPOWER TRANSACTIONS FOR domestic helpers and confinement
(MOM) DOMESTIC HELPERS AND nannies: Apply. issue. renew. extend.

[ ] CONFINEMENT NANMIES cancel and relnstate permits for domestic

helpers

MINISTRY EMPLOYMENT PASS Perform Employment Pass and 5 Pass =}
aF ONLINE (EPOL) transactions
WANPOWER
(MOM)

| J \ )
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A Guide for Admins & Sub-Admins
Set Up and Assign Users’ Digital Service Access

Set Up and Assign — Select Entity’s Digital Services

Govt
Agency 4

MINISTRY
OF
MANPOWER
(MOM)

MINISTRY
aF
MAMPOWER
(MOM)

MINISTRY
OF

MANPOWER
[ ] vom

MINISTRY
aF
MANPCWER

(MOM)

BENCHMARKING TOOL FOR
LABOUR MARKET

CERTIFICATION OF
EMPLOYMENT
INTERMEDIARIES

CHECK AND PAY LEVY, AND
WORK PERMIT
TRANSACTIONS FOR
DOMESTIC HELPERS AND
CONFINEMENT NANNIES

EMPLOYMENT PASS
ONLINE (EPOL)

Additional
Agency

Description Check

AutoBenchmark is a free service that zllows
companies to compare its wages against
naticnal or industry norm; employment
conditions; and staff turnover through

corppass

interactive charts pre-populated with
companiesall own survey responses.

Type the agency
name/acronym or
digital service name in
the search bar

1) heck and pay levy : Wiew and pay your G
lewy bills, 2) Work Permit transactions for
domestic helpers and confinement

nannies: Apply, issue, renew, extend.

cancel and relnstate permits for domestic
helpers

Perform Employment Pass and S Pass 9\
transactions

A Guide for Admins & Sub-Admins
Set Up and Assign Users’ Digital Service Access

Set Up and Assign — Select Entity’s Digital Services

-

ce

Govt

Agency

Click ‘Next’ to proceed.

Select Entity's e-Services

5 mandatary fields

e Service

SLALDAL E-APPLICATION
CORPPASS

SINGAPORE POLYTECHNIC
NDUSTRY PARTNER E-SERVICE

BUSINESS GRANTS PORTAL

[ ] Some e-Services require additional Information. Enter details to proceed,

3 e-Service(s) Selected

Additional  Additional RN

Agency Details SINGAPORE POLYTECHNIC INDUSTRY PARTNER E-
& Check Required SERVICES
Rale* @
& HEt

Role Description

This rake enables you to serup HR and Supervisr

details, submit placements, etc. If the user Is both HR

ign the user as HR in
ssignad with

and Superviser in IMS, ple:
Corppass. Note: User sho be
both HR and Supervisor roles in Corppass.

et

corppass

GetActive! Singapore 2022
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A Guide for Admins & Sub-Admins
Set Up and Assign Users’ Digital Service Access corppass

Set Up and Assign — Select Entity’s Digital Services

Review details of the digital service(s) you have selected, and click
‘Submit’ to proceed.

Home - Salect Entity's e-Services

Select Entity's e-Services

[ ]
[ ]
[ ]
[ ]
[ )| 2722
[ ]
[ ]
[ ]

Verify Selected e-Service(s)
SLA _ SLALDAU E-APPLICATION CORPPASS

MOE-S5F * SINGAPORE POLYTECHNIC
NDUSTRY PARTNER E-SERVICES

Role HR

MTI = BUSINESS GRANTS PORTAL

A Guide for Admins & Sub-Admins
Set Up and Assign Users’ Digital Service Access corppqss

Set Up and Assign — Select Entity’s Digital Services

A confirmation message will indicate that you have selected your
entity’s digital services. You may now assign these digital services to

your Users.

Hom Users  eSenice  ThirdParty  Advance  Help LogOutd Q

Next Step

Assign selected e Services

Return to Homepage [T TR ]

[ ]

[ ]

[ ] p—

[ ) S E——
[ ] o

[ ]

[ ]

[ ]

[ ]
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7.4 Select e-service access & the list of the entity’s corp pass user accounts will appear.

A Guide for Admins & Sub-Admins
Set Up and Assign Users’ Digital Service Access cnrppqss

Set Up and Assign — Assign Digital Services

[ You will land on your home page. Under the ‘e-Service Access’ tab, click
[ ‘Assign Selected e-Services'.

Homa My Accoury Usars a-5arvica hird Party
[ ] Welcome to Corppass

PHANG GABRIEL

Q. 53 more digital services have been made available on Corppass over the last 90 days.

User Accounss]| &-5ervice Access | Third Party | Third Party (Clients

[ ]
| J
[ ] "
[ ]

v e
©fa =
A
selected e-Services View Entity's e-Service Access
ASSIEN E-SEIVICES BOCRSS B0 YOUT BrHIEY'S Users View and edt your & 'S CLFTEN B-Services
and user groups.

A Guide for Admins & Sub-Admins
Set Up and Assign Users’ Digital Service Access cnrppass

Set Up and Assign — Assign Digital Services

- Before a user can transact on behalf of your entity, you must first assign
the selected digital services to their account.

Home | Assign Selectsd =Seriices

— e —
—_— e

Assign Selected e-Services

Ensure that you have

' &-Sarvre|s) for your Entity befora assigning It to your user account(s)

[ ] Select from your entity's Corppass user accounts. Y ilier carch Q| a-
Full Name 4 Email Address # UserType

[ ] LIVIRD livirdi@mailinater.com Enquiry User
TERAIMANDEL terrimandel @mallinator.cem User

[ ] LIM DACWE limdaoweimallinator com Enquiry User
TOHJONATHAN  ton johnaimalinator.com Admin

[ ] PHANG GABRIEL  PHANGGABRIEL@abc.com Admin
CHAN FENDERICK  Frederick_Chanigabe com User

0 usens) select=d
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7.5 Select e-service access & the list of the entity’s corp pass user accounts will appear.

A Guide for Admins & Sub-Admins

Set Up and Assign Users’ Digital Service Access Cﬂrppﬂss

Set Up and Assign — Assign Digital Services

Select the user(s) you wish to assign the access to. These users will be

granted access to the digital services you select in the next step.
Click ‘Next’ to proceed.

Assign Selected e-Services NOTE: If you wish to differentiate digital
@ e service access for different users, you will
have to assign them individually.

Ensure that you have selected e-Service(s) for your Entity before assigning it to your user accountisi.

Select from your entity's Corppass user accounts, T Eilter search Q| a-
[ | Full Name & Email Address ¢ UserType

LIVIRD! livirdi @mailinator.com Enquiry User

TERRI MANDEL terrimandel @mailinator.com user

LIM DAQWE! limdaowei@mailinator.com Enquiry User
TOHJONATHAN  toh johr@mailinstor.com Admin

PHAMG GABRIEL PHANGGABR|EL@ale com Admin

CHAM FENDERICK  Frederick_Changabe.com User

2 user(s) selected,

cance Next |

A Guide for Admins & Sub-Admins

Set Up and Assign Users’ Digital Service Access corppqss

Set Up and Assign — Assign Digital Services

GetActive! Singapore 2022

You will be directed to the list of digital services you have selected for your
entity (this was done in the first section ‘Select Entity’s Digital Services’).

logOoutd Q

Home  Assign Selected e Services

Assign Selected e-Services

can'tfind an e-Service? Click here to add e-Service to your Enty,

YHIEr  search Q| 2.

0 additional @
Detzils

4 Reguired

7 Description Required

SLALDAUE-
APPLICATION CORPPASS

0 @-Service(s) selected.

Active Enabler Programme — User Guide for Applicants

29



A Guide for Admins & Sub-Admins
Set Up and Assign Users’ Digital Service Access corppass

Set Up and Assign — Assign Digital Services

+ Select the digital services you wish to assign to the selected users.

Click ‘Next’ to proceed.

Can't find an eService? Click here to add e-Service ta your Entity.

[ ]
| ]
[ ] Assign Selected e-Services
[ ]
[ ]

ted e Servcei 1o Indicator for the number of users that you have

jacted Useris) +|«— selected and will be assigned digital service access.
T Filter rek Q| a-
Step 6
ageney @ addivional @
. Entity's selfected " Check Delalls
. ¥ Description 4 Required  Required
SLA SLALDAUE-
APPLICATION CORPPASS
MOE-SP RE POLYTECHNIC
[ ] STRY PARTNER £-
VICES
MTI BUSINESS GRANTS PORTAL D
3 e-Servicels) selected.
[ ) - [
. v

Note: Sub-Admins with restricted access can only assign users access to digital services
within his or her assignment profile

GetActive! Singapore 2022
Active Enabler Programme — User Guide for Applicants

30



7.6 Select the list of users and assign the relevant roles. Set the date of authorisation as the date
you would like the user’s role to take effect and click submit. If Corppass is used to apply for
the grant, only your organisation's Acceptor in Corppass can accept the Letter of Award.
Preparers and Submitters are not authorised to accept the Letter of Award.

A Guide for Admins & Sub-Admins
Set Up and Assign Users’ Digital Service Access Corppuss

Set Up and Assign — Assign Digital Services

Set a period for this authorisation, with minimally an Effective (or start)

Date. Leave the Expiry Date blank if you would like the assignment to
last indefinitely. Click ‘Next’ to proceed.

Assign Selected e Services to

Users +

e-Seruices with [ require additional detsits Click [ to enter details

*- danntes mandatory fislds

Additional

Details Preparer

d

Ereparers can view, et and submit &l the company’s
EFaNT2pICTION:. The) Nave 10 Mike CECIar1nns on

M sa EB‘;‘;&EE"‘PDL ON behaf of the compeny.
. . SINGAPORE POLYTEC: This role shoutd be sssigned to employees ouersesing
Il MOE-SP E‘Ié zv _JEEAEEE‘?%%'ICE the project snd acting e3 the pointof contact far the

Erant

= RN R TR
Il T BUSINESS GRANTS PORTAL
B Authorisatian Effective Date *@

2B02/2018 =]
Autharisation Expiry Date ()

28/02/2020 (5]

2 e-sarvice(s) salectad

s -I

\, J
Note: Authorisation Effective Date is a mandatory field for all digital service assignments.
A Guide for Admins & Sub-Admins
Set Up and Assign Users’ Digital Service Access corppass

Set Up and Assign — Assign Digital Services

GetActive! Singapore 2022

Selected digital services may require additional details such as roles,
CSN, Vendor ID, GSTN etc. that you have pre-defined during selection of
digital services.

Third Party  Advance Logoutd Q

To proceed, you may be required
to provide additional details as
fetais Qick [ 1o enter detals required by the digital service.

L.ul
BUSINESS GRANTS PORTAL
Role

additional
Details
4 Required

SLA LDAU E-APPLICATION
CORPPASS

M mopsp  SINGAPOREFOL
W wmo h 5

fﬁ_’ MTI BUSINESS GRANTS PORTAL
Indicator for digital services
that require additional details. y

Authorisation Effective Date *@

28/02/2018 i)
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Set Up and Assign Users’ Digital Service Access

e B e B e B s B s B e B s

Step 8

]
]
]
]
]
]

A Guide for Admins & Sub-Admins

2 Selected Lisers +

Selected e-Services

MOE-SF »

MTI

sSLA

Assign Selected e-Services

i
& Submit

Authorisation Effective Date:

Authorisation Effective Date

Set Up and Assign — Assign Digital Services

«  SLALDAUE-APPLICATION CORPPASS

2EZZNE

28/02/2020

SINGAPORE POLYTECHNIC INDUSTRY

PARTNERE-SERVICES
Authorisation Effective Date

Authorisation Effective Date

BUSINESS GRANTS PORTAL
Role

Authorisation Effective Date:

Authorisation Effective Date

2822018

28/02/2020

Preparer

282208

281022020

-

corppass

+ Review details of the assigned digital services, then click “Submit’.

\. J
A Guide for Admins & Sub-Admins
Set Up and Assign Users' Digital Service Access corppass

Homa

— e e Y Y Y S

Step 9

Agsign Selected e-Services

Set Up and Assign — Assign Digital Services

Return to Homepage

Q You have assigned e-Service(s) to your user(s).

= Aconfirmation message will indicate that you have successfully assigned
digital service access to your selected users.
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