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A.

Identify your Corppass Role

Registered Officer (RO), Corppass Admin (CPA)
j and Corppass User

-
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ldentify your Corppass Role

D. Sub-Admin /
User activates
Corppass
Account

B. CPA registers
for Corppass
Admin Account

C. CPA creates

A.RO .
romretes o C°“F’F’(2;5A’?dm'" Compass - ™ Corppass Sub-Admin
Accounts
Person(s) officially * Starts the Corppass * If more than 2 Corppass
registered to the registration for entity Admins are needed for
entity with ACRA or * Manages entity’s the entity, create Sub-
a relevant UEN- Corppass Admin(s).
issuance agency. * Requires RO’s
approval Corppass User

Examples include > Online; or
Partner, Director, > by Lettgr O_f * Logs in with Corppass to
Corporate Secretary AUTESEIER transact for entity with

IRAS

I Can choose to be I Maximum of 2 Admin I No limit to the number of

Corppass Admin Accounts per entity Corppass Users per entity.




B.

3 Steps to Set Up Corppass

For Corppass Admins

»

-
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STEP 1:
Register for Corppass Admin Account

O

-




Important Information to Have On-Hand

Before you start Step 1, ensure that you have the following information:

e Last 5 digits of your RO’s identity number and your RO’s email address

Completed Letter of Authorisation (www.corppass.gov.sg> Help> User Guides> A.
Registration and Approval> Letter of Authorisation) and RO’s identity document?

I I
I I
I I
I I
I I
OR
I I
I I
I I
I I
: * NRIC/FIN / Foreign ID No. and email address of Users :

LIf the RO is unavailable to approve the new appointment of the Corppass Administrator, an alternate

approver (i.e. key executive officer) of the entity can approve the new appointment of the Corppass
Administrator. Please submit the alternate approver’s identity document along with the completed Letter of
Authorisation.



http://www.corppass.gov.sg/

Register for a Corppass Admin Account

+ (Go to www.corppass.gov.sg.
+ Select ‘Register as a Corppass Admin’.

Home About Us Services Help

Welcome to Corppass

Corppass is the only login method for online corporate transactions
with more than 200 government digital services.

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 yourrole ()

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




Register for a Corppass Admin Account

* You will be redirected to the Singpass login page. Log in by scanning the
QR code using your Singpass app.

? A Singapore Government Agency Website

singpass Services v/ T/ T T & «a

singpass app

Scan with Singpass app
to log in

<= Welcome to Singpass , \
._-_|':_ o

m Your trusted digital identity

Have questions? >

Locate a counter >

Contact us > [ C
——Singpass —~

Don't have Singpass app? Download now




Register for a Corppass Admin Account

» Alternatively, login in by entering your Singpass ID & password.

singpass Services v F|IT|E & «a

Password login

Login
< Welcome to Singpass Singpass ID
B o trusted digital identity
Password
Locate a counter >
Forgot Singpass ID Reset password
Contact us > ¢ 9" °

Register for Singpass




Register for a Corppass Admin Account

Enter the UEN of the entity for which you are registering to be a Corppass
Admin.

Home About Us Services Help

Home /' Register Admin Account

Register Admin Account

Enter
Detalls

Ensure that you are the appointed Corppass Admin for your Entity.
This form will take about 5 minutes to complete.

* - denotes mandatory fields

Enter Entity Detail

Unique Entity Number (UEN)*G)

Scroll down to

continue Enter Your Contact Details

Full Name PHANG GABRIEL

Note: You may see a drop-down list for all the entities for which you are appointed a Registered Officer.

10



Register for a Corppass Admin Account

Enter your email address and mobile number.

Enter Your Contact Details

Full Name PHANG GABRIEL

Email*@)

Confirm Email*

Mabile No.

Request e-Service Access @

I would like to access all e-Services available on Corppass with my Admin Account.
Note: The "Access ta All e-Services' option is NOT applicable to selected e-Services such as CPF e-Submission and SSG-WSG E-Services (see
full listing), as they require additional details to be set up on Corppass. To gain access, select and manually assign them to your Corppass
account.
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Register for a Corppass Admin Account

If you are not the Registered Officer for the entity, you will need an approval from the Registered
Officer.

Your Registered Officer can provide online approval (Option A), or sign a ‘Letter of Authorisation’
(Option B), which needs to be uploaded.

Request Registered Officer (RO) Authorisation @

oiihe o ooticoe

Option A

Reguest Online Approval by Registered Officer I

(O)Upload Letter of Authorisation and RO's Identity Docurment (Click here to download letter template.) I <+ Option B

Registered Officer's Identity Mo. Iﬁ]
Last 5 Characters*()

Registered Officer's Email*g)

@ Add another Registered Officer

Request e-Service Access @

I would like to access all e-Services available on Corppass with my Admin Account.

Note: The "Access to All e-Services’ option is NOT applicable to selected e-Services such as CPF e-Submission and SSG-WSG E-Services (see

full listing), a= they require additicnal details to be set up on Corppass. Te gain access, select and manually assign them to your Corppass
account.

Cancel

Note: This step is only applicable for individuals who are NOT Registered Officers of the
UEN and who are registering for a Corppass Admin account.

12



Register for a Corppass Admin Account

You can choose to be granted access to all current and future e-Services for your
Corppass Admin account. By selecting this check box, you will be able to access all
Government e-Services, including GST filing as an Approver and GST Payment.

Request Registered Officer (RO) Authorisation ©

Select one of the two options.

(@ Request Online Approval by Registered Officer Or

(C)Upload Letter of Authorisation and RO's Identity Document (Click here to download letter template.)

Registered Officer's Identity Mo.
Last 5 Characters*§)

Registered Officer's Email* )

(#) Add another Registered Officer

Request e-Service Access @

| would like to access all e-Services available on Corppass with my Admin Account.
Mote: The "Access to All e-Services' opticn is NOT applicable to selected e-Services such as CPF e-Submission and SSG-WSG E-Services (see
full listing), 2= they require additional details to be set up on Corppass. To gain access, select and manually assign them to your Corppass

account.

Cancel
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Register for a Corppass Admin Account

Review your registration details before submitting.

Home About Us Services Help

Home / Register Admin Account

Register Admin Account

o....@

Enter Review
Details & Submit

Review the following information.
To amend your information after submission, you must submit a new registration.

Entity Detail
Unique Entity Number {(UEN) 79039907E
Admin Contact Details
Full Name PHANG GABRIEL
Email PHANGGABRIEL@abc.com
Mobile No. 987654321

Account Details

14



Register for a Corppass Admin Account

Read and agree to the “Terms and Conditions’, then click ‘Submit’.

Email PHANGGABRIEL@abc.com

Mobile No. 987654321

Registered Officer Authorization

Method of Approval Request online approval from Registered Officer

Registered Officer's Identity No. 7232B
Last 5 Characters

Registered Officer's Email abc@abc.com

e-Service Access

| would like to access all e-Services available on CorpPass with my Admin Account.

[ 11 have read and given my consent to the Terms and Conditions.




Register for a Corppass Admin Account

* A confirmation message will indicate that your registration has been
submitted.

Home About Us Services Help

Home = Register Admin Account

submitted.

An email to request for approval has been sent to your entity's Registered Officer.

0 Your registration for a Corppass Administrator Account has been

If you selected the ‘Online Approval’
method, you will have to await
= approval from your entity’s Registered
SO Officer.

Wait for approval from your
Registered Officer.

Online approval must be provided
within 30 days.

Next Step

— OR

If you selected the ‘Letter of
Authorisation’” method, you will have
to await approval from the Central
Administrator.

Note: After your Corppass Admin account has been approved, you will receive an email
on the next steps. Follow the instructions in that email.
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STEP 2:
Create Corppass User Account




Create User Accounts

« GO to www.corppass.gov.sg.
+ Select ‘Log in with Singpass’.

Home About Us Services Help

Welcome to Corppass

Corppass is the only login method for online corporate transactions
with more than 200 government digital services.

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
Registered Officer » Admin )

User »
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Create User Accounts

* You will be redirected to the Singpass login page. Log in by scanning the
QR code using your Singpass app.

’ A Singapore Government Agency Website

singpdass Services v/ FIT|ET @ a

Singpass app

Scan with Singpass app
tologin

< Welcome to Singpass r 1
B o trusted digital identity re =l

Have questions? >

Locate a counter >

Contact us > 1 -
——singpass —

Don't have Singpass app? Download now




Create User Accounts

» Alternatively, login in by entering your Singpass ID & password.

’ A Singapore Government Agency Website

Singpass Services v

< Welcome to Singpass
B trusted digital identity

Have questions? >
Locate a counter >
Contact us >

FIT|T & a

Password login

Login
Singpass ID
Password
Forgot Singpass ID Reset password

Register for Singpass
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Create User Accounts

« If you are authorised to act on behalf of more than 1 entity, select the
entity for which you wish to act on behalf.

Singapore Government

corppqss Integrity « Service - Excellence

s A O ContactUs | Feedback | Sitemap | FAQ

Log Out &

Select UEN/Entity ID

M91425521H M30062017A C20001187B
Entity 1 Entity 2 Entity 3
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Create User Accounts

Select your entity profile.

Home  MyAccount  Users  eService  ThirdParty  Advance  Help LogOutd Q

Home / Select Entity Profile

Welcome to Corppass
PHANG GABRIEL

Select the profile that best describes your entity
You can change your selection anytime

Select ‘l am the
only user’ if you
are the only user
in th tit | am the only user
Int _e_en ity /% conducting e-Service transaction for my entity.
requ|r|ng access. E.z | am a small business owner

Select ‘My entity has
users’ if your entity | /@\ My entity has users

has other users L who access different e-services.

req u | I‘I n g access tO R R E.g. My users from HR access different e-services from users in Finance
different e-Services.
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Create User Accounts

If you select 'My entity has users' in the previous step, you can create new
user accounts by clicking 'Create User Accounts’.

Home My Account Users e-Service Third Party Advance Help Log Out & Q

Welcome to Corppass
PHANG GABRIEL

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

User Accounts | e-Service Access | Third Party | Third Party (Clients)

Change Entity Profile

o

Create User Accounts Manage User Accounts
Add accounts to your Entity View and edit your entity’s user account details




Create User Accounts

Arrive at ‘Create User Accounts’ page.

Create User Accounts

(1) eoee

Verify &
Enter Details

Enter user details in the table below to create Corppass Accounts. The Full Name of users who are Singpass holders will be auto-populated
after submission.

By default, Sub-Admin accounts created can assign any of the entity's e-Services to users and authorise Third Party Entities. To restrict the
account, go to Advance > Add Assignment Profile.

Note:

* The'Access to All e-Services' option is NOT applicable to selected e-Services such as CPF e-Submission and SSG-WSG E-Services (see full
listing), as they require additional details to be set up on Corppass. For access, select and manually assign them to your Corppass
account.

» Additional checks may also be conducted by selected e-Services, such as MOM EPOL/WPOL and HDB e-Services (see full listing), after
logging into their websites. Contact these agencies for more information.

Source (@ Full Name Identi NRIC / FIN Country / Email Account Access
Agency @ Type ' JI’\IForeign ID ® Rigg\‘or:y Address Type @ to All @
o. o

e-Services

Issuance

) WILL BE AUTO- NRIC ~ SG w User ~

@ Add new user
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Create User Accounts

Select the Identity Type of the user you wish to create.

Create User Accounts

Verify &
Enter Details

Enter user details in the table below to create Corppass Accounts. The Full Name of users who are Singpass holders will be auto-populated
after submission.

By default, Sub-Admin accounts created can assign any of the entity's e-Services to users and authorise Third Party Entities. To restrict the
account, go to Advance > Add Assignment Profile.

Note:

* The 'Access to All e-Services' option is NOT applicable to selected e-Services such as CPF e-Submission and SSG-WSG E-Services (see full
listing), as they require additional details to be set up on Corppass. For access, select and manually assign them to your Corppass
account.

= Additional checks may also be conducted by selected e-Services, such as MOM EPOL/WPOL and HDB e-Services (see full listing), after
logging into their websites. Contact these agencies for more information.

Source (@ Full Name Identi NRIC / FIN Country / Email Account Access
Agency @ Type e / Foreign ID @ Reg\‘or:y Address Type @ to All @
No. of e-Services

Issuance

If you choose NRIC / FIN as the Identity Type, the
— Full Name and Country / Region of Issuance field
will be auto-populated.

WILL BE AUTO-

Foreign ID
FIN

@ Add new user




reate User Accounts

If you choose to create an NRIC/FIN user account, fill in the NRIC/FIN
No. and corporate email address of the user.

Create User Accounts

ORE

Verify &
Enter Details

Enter user details in the table below to create Corppass Accounts. The Full Name of users who are Singpass holders will be auto-populated
after submission.

By default, Sub-Admin accounts created can assign any of the entity's e-Services to users and authorise Third Party Entities. To restrict the
account, go to Advance > Add Assignment Profile.

Note:

* The 'Access to All e-Services' option is NOT applicable to selected e-Services such as CPF e-Submission and SSG-WSG E-Services (see full
listing), as they require additional details to be set up on Corppass. For access, select and manually assign them to your Corppass
account.

* Additional checks may also be conducted by selected e-Services, such as MOM EPOL/WPOL and HDB e-Services (see full listing), after
logging into their websites. Contact these agencies for more information.

Source (@ Full Name Identi NRIC / FIN Country / Email Account Access
Agency @ Type - /r;lForeign ID @ R]ggior:y Address Type @ to All @
o. o

e-Services

Issuance

: WILL BE AUTO- NRIC v : 5G V| I User v

An email will be sent to the
@ Add |, user to activate his/her
new user

Corppass account.
Cancel




reate User Accounts

If you choose to create a Foreign ID user account, fill in the user’s Full
Name, Foreign ID No., country of ID issuance per his/her identity
document and corporate email address.

Create User Accounts

Verify &
Enter Details

Enter user details in the table below to create Corppass Accounts. The Full Name of users who are Singpass holders will be auto-populated
after submission.

By default, Sub-Admin accounts created can assign any of the entity's e-Services to users and authorise Third Party Entities. To restrict the
account, go to Advance > Add Assignment Profile.

Note:

s The 'Access to All e-Services' option is NOT applicable to selected e-Services such as CPF e-Submission and SSG-WSG E-Services (see full
listing), as they require additional details to be set up on Corppass. For access, select and manually assign them to your Corppass
account.

*» Additional checks may also be conducted by selected e-Services, such as MOM EPOL/WPOL and HDB e-Services (see full listing), after
logging into their websites. Contact these agencies for more information.

Source (@ Full Name @ Identity NRIC/FIN (@ Country/ Email Account @ Aci\e”ss @
to

Agency Type ."\Igoreign ID giggion Address Type LTl

Issuance

An email will be sent to the
— user to activate his/her
Corppass account.

(3 Add new user

Cance'




Create User Accounts

Corppass Admin can create Sub-Admin, Enquiry User and User accounts.
Select the appropriate account type for each user.

Create User Accounts

Verify &
Enter Details

Enter user details in feetablotbalous = e £ = “ngpass holders will be auto-populated
after submission. 1) ‘User’ — An account to transact with government e-services on

behalf of the entity.
By default, Sub-Admi| se Third Party|Entities. To restrict the

account, go to Advan|
2) ‘Enquiry User’ — An account that is able to transact with

Note: government e-services, and can search & view details of other
e The 'Accessto| users within the entity. Enquiry Users cannot assign e-Services mission and S4G-WSG E-Services (see full
listing), as the| access or manage other accounts ually assign them to your Corppass
account.
* Additional che{ 3) ‘Sub-Admin’ — An account that can manage other Corppass 4 HDB e-Servides (see full listing), after

logginginto th] accounts in the entity. Sub-Admins may create Users and Enquiry
Users and assign them e-Services access.

jource @ Fulinams™ ey Foregnid ¥ Region’ Address fecount @ focsss @
No. of e-Services

Issuance

WILL BE ** ™ moe e o
For more information on each
Corppass account type, please Enquiry User

Sub-Admin

visit our FAQ page.

@ Add new user
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Create User Accounts

Corppass Sub-Admins can only create Enquiry User and User accounts.
Select the appropriate account type for each user.

Create User Accounts

Verify &
Enter Details

Enter user details in the table below to create Corppass Accounts. The Full Name of users who are Singpass holders will be auto-populated
after submission.

By default, Sub-Admin accounts created can assign any of the entity's e-Services to users and authorise Third Party Entities. To restrict the
account, go to Advance > Add Assignment Profile.

Note:

* The 'Access to All e-Services' option is NOT applicable to selected e-Services such as CPF e-Submission and SSG-WSG E-Services (see full

listing), as they require additional details to be set up on Corppass. For access, select and manually assign them to your Carppass
account.

Additional checks may also be conducted by selected e-Services, such as MOM EPOL/WPOL and HDB e-Services (see full listing), after
logging into their websites. Contact these agencies for more information.

Source (@ Full Name Identi NRIC / FIN Country / Email Account Access
Agency @ Type ty / Foreign ID @ Regior:y Address Type @ to All @
No. of e-Services

Issuance

) WILL BE AUTO- NRIC v SG v

User

Enquiry User

(3 Add new user
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Create User Accounts

Indicate if you wish to assign access to all e-Services on Corppass to the
user. If unchecked , e-Service(s) will need to be assigned individually.

Create User Accounts

Verify &
Enter Details

Enter user details in the table below to create Corppass Accounts. The Full Name of users who are Singpass holders will be auto-populated
after submission.

By default, Sub-Admin accounts created can assign any of the entity's e-Services to users and authorise Third Party Entities. To restrict the
account, go to Advance > Add Assignment Profile.

Note:

» The 'Access to All e-Services' option is NOT applicable to selected e-Services such as CPF e-Submission and SSG-WSG E-Services (see full
listing), as they require additional details to be set up on Corppass. For access, select and manually assign them to your Corppass
account.

» Additional checks may also be conducted by selected e-Services, such as MOM EPOL/WPOL and HDB e-Services (see full listing), after
logging into their websites. Contact these agencies for more information.

Source (@ Full Name Identi NRIC / FIN Country / Email Account
Agency @ Type i ,"\IForeign ID @ R]ggior:y Address Type
0.

o
Issuance

WILL BE AUTO- NRIC v 56 v
Enquiry User
Sub-Admin
@ Add new user ] )
Not applicable for Sub-Admins
with restricted access.
Cancel
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Create User Accounts

Click ‘Add new user’ if you wish to create more users.

Create User Accounts

Verify &
Enter Details

Enter user details in the table below to create CorpPass Accounts. The Full Name of users who are SingPass holders will be auto-populated
after submission.

By default, Sub-Admin accounts created can assign any of the entity's e-Services to users and authorise Third Party Entities. To restrict the
account, go to Advance > Add Assignment Profile.

Note:

* The 'Access to All e-Services' option is NOT applicable to selected e-Services such as CPF e-Submission and SSG-WSG E-Services (see full
listing), as they require additional details to be set up on CorpPass. For access, select and manually assign them to your CorpPass
account.

* Additional checks may also be conducted by selected e-Services, such as MOM EPOL/WPOL and HDB e-Services (see full listing), after
logging into their websites. Contact these agencies for more information.

Source (@ Full Name Identi NRIC / FIN Country / Email Account Access
Agency © Type i nr’\IForeign D @ R]ggiorqy Address Type @ to All ©
0. (o]

e-Services

Issuance

B WILL BE AUTO- NRIC v~ SG v

@ Add new user
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Create User Accounts

Click ‘Next’ to continue.

Create User Accounts

Verify &
Enter Details

Enter user details in the table below to create CorpPass Accounts. The Full Name of users who are SingPass holders will be auto-populated
after submission.

By default, Sub-Admin accounts created can assign any of the entity's e-Services to users and authorise Third Party Entities. To restrict the
account, go to Advance > Add Assignment Profile.

Note:

e The 'Access to All e-Services' option is NOT applicable to selected e-Services such as CPF e-Submission and SSG-WSG E-Services (see full
listing), as they require additional details to be set up on CorpPass. For access, select and manually assign them to your CorpPass
account.

» Additional checks may also be conducted by selected e-Services, such as MOM EPOL/WPOL and HDB e-Services (see full listing), after
logging into their websites. Contact these agencies for more information.

Source (@ Full Name Identi NRIC / FIN Country / Email Account Access
Agency @ Type e ,"\IForeign ID @ R]ggior:y Address Type @ toSA\I : @
0. e-Services

of
Issuance

B WILL BE AUTO- NRIC v 56 v

@ Add new user
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reate User Accounts

Review the details before submission.
Click ‘Submit’ after verifying the details.

Create User Accounts

Verify &
Enter Detalls

Review &
al Submit

Review the following information.
Full Name of Singpass holders will be auto-populated after submission.

Note:
« The 'Access to All e-Services' option is NOT applicable to selected e-Services such as CPF e-Submission and SSG-WSG E-Services (see full

listing), as they require additional details to be set up on Corppass. For access, select and manually assign them to your Corppass
account.

s Additional checks may also be conducted by selected e-Services, such as MOM EPOLYWPOL and HDB e-Services (see full IiSting), after
logging into their websites. Contact these agencies for more information.

Full Name Identity NRIC/ FIN / Email Account Access
Type Foreign ID Address Type to All

No. e-

Services

- NRIC 573379798 tan_philips@abc.com Enquiry User v
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Create User Accounts

For Foreign ID user creation, review the details before submission.
Click ‘Submit’ after verifying the details.

Create User Accounts

o ....@

Verify & Review &
Enter Details Submit

Review the following information.

Full Name of Singpass holders will be auto-populated after submission.
Note:

s The 'Access ta All e-Services' option is NOT applicable to selected e-Services such as CPF e-Submission and SSG-WSG E-Services (see full
listing), as they require additional details to be set up on Corppass. For access, select and manually assign them to your Corppass
account.

 Additional checks may also be conducted by selected e-Services, such as MOM EPOL/WPOL and HDB e-Services (see full listing), after
logging into their websites. Contact these agencies for more information.

Full Name Identity NRIC/ FIN / Email

Account Access
Type Foreign ID Address

Type to All
e

No.

Services

AMY FOREIGNER Foreign ID FR6789561 amy@abc.com User v

@I have read the Terms of Use and am liable for any misuse of the account(s) | created.

o [
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Create User Accounts

A confirmation message will indicate that the user account(s) have been created.
Click on ‘Select Entity’s e-Service’ if you wish to select and assign IRAS e-Services to
your users.

Home My Account Users e-Service Help Log Out - Q

Home Create User Accounts

You have created new Corppass account(s).

An email notification will be sent to your new user(s) and you.

Next Step

=7

Select Entity’s e-Services
Select e-Services that your entity will use.

Return to Homepage Select Entity's e-Service
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STEP 3:
Select and Assign IRAS e-Services to Users

»

-

O




(1) Select Entity’s e-Services

Under the ‘e-Service Access’ tab, click ‘Select Entity’s e-Services’.

Home My Account Users e-Service Third Party Advance Help LogOutl Q

Welcome to Corppass,
PHANG GABRIEL

Update your password before it expires on 07 Mar 2023

Q 2 more digital services have been made available on Corppass over the last 90 days.

e-Service Access | Third Party || Third Party (Clients)

Change Entity Profile

® Off =

Select Entity's e-Services Assign selected e-Services View Entity's e-Service Access
Select e-Services that your entity will use. Assign e-Services access to your entity's users View and edit your s current e-Services

Zn e-5e!
and user groups.
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1) Select Entity’'s e-Services

Select the e-Service(s) your entity would like to transact with.

Select Entity's e-Services

@ covs Filter by agency and e-
Service for a more specific

search. 1

Select
a-Services

Select the e-Service(s) you wish to add to your entity’s list.

Search via keywords, e.g.
Note: Selected e-Services reqguire details to be set up on CorpPass (denoted by D |8 GST
Selected e-Services may require additional checks when you log in. Click @\ for maore info:gEe— .

= /

Additional @ Additional (@

AR * Detsils

Check Required

% Description

|: IMLAMD REW GET (FILING AMD APPLICAT
EMUE OF SI IDOMNS)
MNGAPORE (I
RAS)
[] iNLAND REV GST (PAYMEMNT)
ENUE OF SI

MNGAPORE (I
RAS)

0 e-Service(s) Selected
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(1) Select Entity’s e-Services

* Review details of the e-Service(s) you have selected, and click ‘Submit’ to
proceed.

Select Entity's e-Services

Select Enter Review
e-Services Details & Submit
Verify Selected e-Service(s)
INLAND REVENUE OF = GST (FILING AND APPLICATIONS) Verify selected e-Services and click
SINGAPORE (IRAS) = GST (PAYMENT) “Submit”.

/
-
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(1) Select Entity’s e-Services

A confirmation message will indicate that you have selected your entity’s e-
Service(s).

Click ‘Assign selected e-Services” to assign these e-Service(s) to your users.

Home My Account Users  e-Service Help Log Out & o}

Home  Select Entity's e-Services

The selected e-Service(s) is ready to be assigned to users.

Next Step

[

Assign selected e-Services
Assign e-Service access to your entity’s
uzers and user groups.

Return to Homepage | I Gl RV
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(i) Assign Selected e-Services

Select the user(s) to assign e-Service(s) access to. The users will be granted access to
the e-Service(s) you will select in the next step.
Click ‘Next’ to proceed.

Assign Selected e-Services

() eeeo

Select
Users

Select your entity's user(s) to be assigned to the selected Client e-Service(s). Y FEilter | Search 0\ 2.
[ | Full Name 4 Email Address 4 UserType -
] PEARLY HONE pearlyhone@mailinator.com Admin
CHAN QIAO EE changiaoee@mailinator.com User
D KENNETH FRY KENNETHFRY@MAILINATOR.COM Enquiry User
D TERRI MANDEL TERRIMANDEL@MAILINATOR.COM Sub-Admin
D BENJAMIN FRANK benjaminfrank@mailinator.com User
D MARY LIM MARYLIM@MAILINATOR.COM User
[:] EDWIN TAN edwintan@mailinator.com Sub-Admin

Cancel Next
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(i) Assign Selected e-Services

Select the e-Service(s) you wish to assign to the selected users.
Click ‘Next’ to proceed.

Assign Selected e-Services

Q -...Q.... ©)

Remember to
assign at least
1 approver for
GST filing!

Enter
Dretails

Assign Selected e-5ervices to

1 Selecrted Users +

e-Services with B require additicnal details. For more information, contact the relevant agency. Click D to enter details.

* - denotes mandatory fields

Agency Additional Role* @
Gowt . Entity's selected L, 'Theck ® Details
Agrency ¥ e Services * Reqguired Required Approwver -

EI INLAND R G5T (PAYMEMNT)

EVEMUE O o
E SINGAP Role Description
ORE {IRAS)
Apprower
m INLARND R GST {FAIUNG AND APPLICATIONS) B
EVENLUE O Authorisation Effective Date *(F)
F SlNGAFR
e - 25/02/2018 =

Authorisation Exgiry Date (@)

2 e-Service(s) selecred.

Back Mext
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(i) Assign Selected e-Services

| You can assign your user for GST (Filing and Applications) with a Preparer or

1
1
|
i Approver role in Corppass. Any Corppass account that is given “access to all e- i
1
1

i_Services" will assume the Approver role by default.

Can retrieve the GST return after logging into myTax Portal.

Can complete GST return and save it as a Can complete GST return and save it as a
draft. draft, or review the GST return completed by
the Preparer.

Cannot submit the GST return to IRAS.

“‘Pending Approval” message will be

displayed on screen. Can submit the GST return to IRAS.

Has to inform the ‘Approver’ that the draft
is ready for review before submission to
IRAS.
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Il) Assign Selected e-Services

Review details of the assigned e-Service(s), then click ‘Submit’.

Home / Assign Selected e-Services

Assign Selected e-Services

Q- Q@D

...... A
& Subrmie

Werify the following details.

1 Selecrted Users +

Selected e-Services

INLAMD REVENUE OF = GST (PAYMENT)
SINGAPORE (IRAS)

Authorisation Effective Date 25/02/2018
Authorisation Expiry Date 31/12/9999
= GST (FILING AMD APPLICATIOMS)
Role Approver
Authorisation Effective Date 25/02/2018 Verlfy details and C| | Ck
Aurhorisation Expiry Date 31/12/9999

“Submit”.

o

Last updated an 14 lanuary 2018
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(i) Assign Selected e-Services

« A confirmation message will indicate that you have successfully assigned
e-Service(s) access to your selected users.

Home My Account Users  e-Service Help Log Out & Q

Home | Assign Selected e-Services

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

Return to Homepage
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C.

Activate Corppass User Accounts

For NRIC / FIN users and Foreign Users

O

-




Activating Corppass account

* (o to www.corppass.gov.sg.
* Under ‘Services’, select ‘Activate Corppass Account’ from the dropdown
menu.

Home  About Us Help Loginwith Singpass& Q

Register for Corppass >

Check Registration Status

Welcom

Corppass is the only |
with more than 200 g

Activate Corppass Account transactions

Sign up now to prever  Manage Admin > 5

transactions. Find ou

Find Your Corppass Admin

Register as a Corppass Admin p o

Get started with Corppass by your role

| am the
Registered Officer »
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Activating Corppass account

You may choose to activate your account using your ‘Reference ID’ or
‘Entity Registration No.’

Home About Us Services Help

Home / Activate Corppass Account

Activate Corppass Account

Enter
Details

Activate using:

Reference ID bEntl’ty Registration Nol <+—Option B
* - denotef mandatory fields

Reference ID*@)
Option A

Please type the verification code*

(Code iz caze-inzensitive
and excludes spaces)

Cancel Next




Activating Corppass account

To activate your account using ‘Reference ID’, enter the Reference ID that
was provided in the email you received from Corppass after your account
IS created.

Home About Us services Help Logind Q

Home / Activate Corppass Account

Activate Corppass Account Enter the Reference ID that
was provided in the email
L N -

(:) you received from Corppass
Enter after your account is created.
Details

Activate using:

OEntl‘ty Registration No

Reference ID*@)

*. denotT mandatory fields

Select th@:ase type the verification code*
‘Reference (Code iz caze-inzensitive

, . and excludes spaces)
ID’ option.

Cancel Next
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Activating Corppass account

Enter the verification code displayed on the screen, then click ‘Next’ to
proceed.

Home About Us Services Help

Home / Activate Corppass Account

Activate Corppass Account

@ coes

Enter
Details

Activate using:

@Reference ID OEntl‘ty Registration No
* - denotes mandatory fields

Reference ID*@)

Please type the verification code*

(Code is case-insensitive
and excludes spaces)
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Activating Corppass account

Alternatively, you may choose to activate your account using ‘Entity
Registration No.’

Home About Us Services Help

Home / Activate Corppass Account

Activate Corppass Account

Enter
Details

Activate using: Select the ‘Entity

(@ Reference ID | (7)Entity Registration No — Registration No.’
* - denotes mandat ™ et option.

Reference ID*)

Please type the verification code*

(Code iz caze-insensitive
and excludes spaces)

Cancel Next
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Activating Corppass account

Choose ‘UEN’ or ‘Foreign Entity’ from the dropdown menu, then enter
your ‘Entity Registration No.’

Home About Us Services Help

Home / Activate Corppass Account

Activate Corppass Account

Enter
Details

Activate using:

Dropdown menu

OReference D @Entity Registration No
* - denotes mandatory fields

— Enter your Entity

Entity Registration Number*() UEN v Registration No

NRIC / FIN / Foreign ID No.*G)

Please type the verification code*

(Code is case-insensitive
and excludes spaces)

Cancel
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Activating Corppass account

Enter your ‘NRIC’, ‘FIN’, or ‘Foreign ID’ number.

Home About Us

Home / Activate Corppass Account

Activate Corppass Account

Enter
Details

Activate using:

OReference D @ Entity Registration No
* - denotes mandatory fields

Entity Registration Number*@) UEN hd

NRIC / FIN / Foreign ID No*@) <— Enter your ID
number

Please type the verification code*

(Code is case-insensitive
and excludes spaces)
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Activating Corppass account

Enter the verification code displayed on the screen, then click ‘Next’ to
proceed. You will be redirected to Singpass to verify your identity.

Home About Us Services Help

Logind Q

Home / Activate Corppass Account

Activate Corppass Account

Enter
Details

Activate using:

OReference D @ Entity Registration No
* - denotes mandatory fields

Entity Registration Number*@) UEN hd

NRIC / FIN / Foreign ID No.*@)

Please type the verification code*

(Code is case-insensitive
and excludes spaces)
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Activating Corppass account

If you are a foreign user, enter the OTP that is sent to your registered
email. Click ‘Next’ to proceed.

Home About Us Services Help

Home Activate Corppass Account

Activate Corppass Account

o....@

Enter oTP
Details Verification

A One-Time Passwoerd (OTP) has been sent to your registered email: siewwongkah@mailinator.com

Email OTP=*

Did not receive an email within 1 minute?
Resend email OTP
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Activating Corppass account

« After verifying your identify on Singpass, you will receive a confirmation
message, which indicates that your account has been activated.

Home About Us Services Help

Home / Activate CorpPass Account
Your CorpPass user account has been activated.
You will receive an email notification.

Next Step

@

Log in to view your assigned
e-Services.

Proceed to Homepage
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D.

Authorise Third Parties to Act
for Your Entity

For Corppass Admins

O
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Authorising Third Party Entities

« If you are authorised to act on behalf of more than 1 entity, select the
entity for which you wish to act on behalf.

Singapore Government

corppqss Integrity « Service - Excellence

s A O ContactUs | Feedback | Sitemap | FAQ

Log Out &

Select UEN/Entity ID

M91425521H M30062017A C20001187B
Entity 1 Entity 2 Entity 3
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Authorising Third Party Entities

Under the ‘Third Party’ tab, click ‘Authorise Third Party Entities’.

Home My Account Users e-Service Third Party Advance Help

Welcome to Corppass,
PEARLY HONE

Q 41 more digital services have been made available on CorpPass over the last 90 days.

User Accounts | e-Service Access| Third Party | Third Party (Clients)

Change Entity Profile

= L

Authorise Third Party Entities Manage Third Party Entities
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Authorising Third Party Entities

Enter the UEN/Entity ID or Entity Name of the Third Party Entity to
which you wish to authorise e-Services access and click ‘Search’.

Home My Account

Home / Authorise Third Party Entity

Users

e-Service

Authorise Third Party Entities

Select
Third Party

Third Party

Advance

Help

UEN / Entity 1D

Entity Name

-

LogOutd Q

Search using the Third
Party Entity’s UEN /

Entity ID or Entity Name.

Note: You may search

using partial names (e.g.

Blue, Blue Sky, Sky)
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Authorising Third Party Entities

» Select the Third Party Entity to which you would like to assign the Third
Party authorisation, then click ‘Next’.

UEM / Entity ID

You may use the search bar to
identify the specific third party
entities.

Entity Name abc

Search

Search for Third Party Entities which you would like to authorise. Y Filter

UEN / Entity ID % Entity Name 4 UEN Status

C15000322E ABC Company Pre Lrd

C16000829C ABC SHOP
C16000777A ABCT231C
C16000379F ABCTEST

1 entity(s) selected.

Showing 1to 4 of 4 items

Cancel
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Authorising Third Party Entities

Select the e-Services which you would like to authorise the Third Party
with, then click ‘Next’.

Authorise Third Party Entities

[ RPN €) RETE

Select Select
Third Party e-Services

Can'tfind an e-Service? Click here to add e-Service to your Entity.

Selected Third Party Entity: ABC Company Pte Ltd

Select e-Service(s) for the Third Party to have access wo Y Eilcer Search =3 -

Agency @ Additional &

Check Details
Entity's selected - Required Required

- . - PR
e-Services Description

L INLAMD REWV 5T (PAYMENT)
ENMUE OF SIM
GAPORE {IRA

5
L INLAND REW GST (FILIMNG AND APPLICATI D
ENUE OF 51N QMNS)

CAFORE (IRA
=)

2 e-Service(s) Selecred

Icon indicates that additional
details are required to authorise

S m this e-Services.

Note: Only e-Services access that allow Third Party Authorisation and have been added to your
entity’s list of e-Services access will be shown here. If the e-Services access you are looking for is not
shown here, please refer to page on “Selecting Entity’s e-Services”.
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Authorising Third Party Entities

Selected e-Services may require you to enter additional details such as
roles, sub-UEN, etc.

Authorise Third Party Entities

Select Ener
e-Services Detalls

selected Third Party Entity: ABC Company Pre Ltd

Enter additional parameters as required for
all e-Services assigned.

Some e-Services require additional information. Enter details 1o proceed.

* - denotes mandatory fields

Additional Additional

INLAND REVENUE OF SINGAPORE {IRAS)
Agency * Details GST (PAYMENT)
- -
Agency e-Service Check Required

Entity's Selected

Mo additional details required.

‘m[ IMLAMD GET (FILING AMND APPLICATIO B
REVEMNU NS)

i i N} e *
E OF S Authorisation Effective Date * (@

CAPORE
(IRAS) 25/02/2018 &

iy  wLanD GST (PAYMEMNT)
REVERMU
E OF 51N Authorisation Expiry Date (&)
GAPORE
[IRAS)

NOTE: ‘The Authorisation Expiry Date’ field

2 e-Service(s) selected

is not compulsory. You may choose to
— leave this field blank.
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Authorising Third Party Entifies

Review details of the authorisation, then click ‘Submit’.

Home Authorise Third Party Entity

Authorise Third Party Entities

Q Q@D

Select Select Enter

Rewiew
Third Party e-Serwices Details

& Submit

Selected Third Party Entity: ABC Company Pte Ltd

Selected Third Party Entity e-Service(s)

INLAND REVENUE OF = GST (FILING AND APPLICATIONS)
SINGAPCORE (IRAS)

Role Approver

Authorisation Effective Date 25/02/2018

Authorisation Expiry Date 31/12'9959
® GST(PAYMEMNT)

Authorisation Effective Date 25/02/2018

Authorisation Expiry Date 31/12/9959

. E
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Authorising Third Party Entities

* A confirmation message will indicate that you have authorised the Third
Party Entity, with access to your selected e-Service(s) .

m My Account Users e-Service Third Party Advance Help

Home / Authorise Third Party Entity

0 ABC Company Pte Ltd has been authorised to access selected e-Service(s).

The Third Party Entity will receive a notification.

Return to Homepage
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E.

Need More Information on Corppass?

-
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Need More Information on Corppasse

IRAS Website

Corppass Website

Amiommy WHOWEARE CAREERS NEWS & EVENTS PUBLICATIONS USEFULLINKS Q

Pre-filling & Fixed i
Ratio [FEDR) for Commission Agents oetyour-tax filirig donein
Taxi/Private Hire Car (PHC) Drivers four simple steps!

3 | nd s >, o =% Tax Season 2021 - All You
. Need To Know
Upcoming S
Due Dates 2021 — About
View sl dates il
Submamon o i Exiraed eply GRS i Indwidoal nsame
Canficstz of Cragestie meome Regsirstion Tax Papar
Resicerce (COR) o (EC) (Deeyearend) New
‘Withhoiding Tax
18 30
APR APR
T Indidual eome | Fie GST ratum (1 Jan- Sobrit GRS reum | Submi FATCA

-

Website: www.iras.gov.sg

Home > e-Services > Corppass
Tel: 1800-356-8633

Mondays to Fridays: 8:30am — 5:00pm
Closed on Weekends & Public Holidays

k Email: myTax Mail (via myTax Portal)

~

J

Singapore Government
corppass [ e il

A A @ ContactUs | Feedback | Sitemap | FAQ

Login& Q

Welcome to Corppass Q " Oi

Corppass is the only login method for online corporate transactions Password @
with more than 200 government digital services.

Sigrup now o prevent ny diupton ot st [ e ]

transactions. Find out more. [ IRemember Entity ID ®

Forgot Entity/ CorpRasziD or Passaord

New o Corppass? Register Now.

-

Website: www.corppass.gov.sg

Tel: (+65) 6643 0577
Mondays to Fridays: 8:00am — 8:00pm
Saturdays: 8:00am — 2:00pm

Closed on Sundays & Public Holidays

K Email: support@corppass.gov.sg

~

J
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