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1.

Getting Started

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

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

What must be done
Ensure that your organisation’s users have access to the myMOM Portal eService.

Browser Requirements
For the best user experience, please use any of these browsers and enable JavaScript:

. Chrome version 81 or higher (recommended)
o Firefox version 75 or higher
o Safari version 13.1 or higher

o Edge version 81 or higher
Getting Help and Giving Feedback

If you encounter problems or navigation issues while using the new eService, please refer to the FAQs at
Www.mom.gov.sg/eservices/services/employment-pass-eservice

If you are unable to find the answers you need, you may contact us at
https://service2.mom.gov.sg/efeedback/Forms/eFeedback.aspx

To troubleshoot your issues quickly, please do all the following:
o Take a screenshot of the error.
o State the login user, company UEN and date/time when error or issue occurred.
o Provide the URL of the page when the error or issue occurred.
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2.

Log in to myMOM Portal

Log in: Corppass and myMOM Portal

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

ry MINISTRY GF
(\. MANFOWER

= MENU >

eServices >

myMOM Portal

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

@ Service is online

40 Log in with CorpPass

Log in with Corppass to
myMOM Portal.

F43
¥

DISTRIBUTION

OF LOCALS BY Tota

AGE* 235
s

Ress tha
1%
52,000

45 Employment

Availabilicy
== myMOM Portal + e | @ Afterlogging in, you will
be directed to myMOM
Welcome
i G Portal.
Workpases e Click on ‘Work Passes’
tab oricon on the left-
e —— hand menu
Your organization's workforce profile
|
DISTRIBUTION DISTRIBUTION Work Passes
OF LOCALS BY OF WORK PASS
WAGE* TYPE

Home / Work Passes

° Work Passes

eServices

Note: If you have just submitted an EP or & Pass application, piease refresh this page after 15 minutes for the appiication to be shown in the dashboard.

Aapplication f Appeals Pending issuance Existing/ Expired passes .. Expiring passes ..  Advanced search

@ Loading...

e Select the organisation
that you are transacting
for.

e Employment agencies
(EAs) can select to
transact for themselves
or for the client’s
organisation.
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3. Withdraw a Transaction

myMOM Portal Dashboard

Date of application /

Name FIN
appeal

Pass type Submitted by Status Action

elect
ction =

JOHN DOE ONE F1234567N 28 JAN 2023 Employment Pass MARY JANE Pending

s
a
view details

JOHN DOE TWO F1234567N 29 JAN 2023 Employment Pass MARY JANE Pending Withdraw

View Pass
Holder Prafile
JOHN DOE ONE F1234567N 19 FEB 2023 5Pass MARY JANE Pending

Quick Menu

Start a transaction

| want to

Action

Withdraw a submission X

For this foreigner

Search by Application number W

Application number

A220422000001

Continue

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

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

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

myMOM Portal » Quick Menu >

Withdraw an application

JOHN DOE (F1234567N)

Things to note

¢ Processing time for withdrawal is immediate.

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

? Takes about 5 minutes to complete.

Start withdrawal

Do note that there is no refund of
any fees paid for the withdrawn
transaction.

Click on “Start withdrawal” to start
the submission.
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myMOM Portal > Quick Menu »

Withdraw an application

JOHN DOE (F1234567N)

The following application will be withdrawn

Candidate's full name JOHN DOE

Candidate's FIN F1234567N

Pass type Employment Pass

Date of application 22 Apr 2022

Application number A220422000001

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

Why are you withdrawing this transaction?

Withdrawal by employer

Withdrawal by foreigner

Continue

e Check that the information shown in

the screen is for the correct
application.

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

Click “Continue” to proceed to the
next step.

Notification email

We will send all notifications to test@test.com

[£, Update email

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

Declaration

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

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

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

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

| declare that all of the above is true.

Submit withdrawal

&, Download form summary

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

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

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

Click on “Submit withdrawal” to
proceed to withdraw the

transaction.

Your withdrawal is completed when
you see this acknowledgement

page.
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Withdraw an application
JOHN DOE (F1234567N)

@ Application withdrawn successfully

Candidate's full name JOHN DOE
andidate's F

F1234567N

Employment Pass

A220422000001

18 Apr 2023, 11:26am (GMT +0800)

You will receive an email acknowledgement of this withdrawal

What do you want to do next?

o Goto myMOM P

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

After you have submitted a
withdrawal and do not see the
updated status on the myMOM
Portal, please refresh the page after
15 minutes.
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4. Cancel an In-Principle Approval (IPA)

Quick Menu °

myMOM Portal 3

Welcome, what would you like to do?

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

Things to note

* Processing time for cancellation is immediate.

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

(&) Takes about 5 minutes to complete

Start cancellation

Start a transaction * To submit IPA
cancellation, you can do
| want to so using Quick Menu.
Action
Cancel an In-Principle Approval > e Search for the foreigner
by using the
transaction’s
For this foreigner “Application number”
or “FIN” and “Date of
Search by Application number A% . .
application” to proceed
Application number to the IPA Cancellation
R220422000002 form.
Continue
myMOM Portal > Quick Menu > e Do note that there is no
C | | 'P . . | A I refund of any fees paid
ancel an in-rri nc'p e pprova for the IPA cancellation.
JOHN DOE (F1234567N)
e Click on “Start

cancellation” to start
the submission.
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myMOM Portal ) Quick Menu )

Cancel an In-Principle Approval

JOHN DOE (F1234567N)

The following In-Principle Approval (IPA) will be cancelled

Candidate’s full name JOHN DOE

Candidate’s FIN F1234567N

Pass type Employment Pass

Date of renewal request 22 Apr 2022

Renewal request number R220422000002

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

Why are you cancelling this In-Principle Approval?

Cancellation requested by employer

Cancellation requested by foreigner

Continue

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

e You will need to
indicate who is
requesting for the IPA
cancellation.

e Click “Continue” to
proceed to the next
step.

Notification email

We will send all notifications to test@test.com

[& Update email

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

Declaration

Please read and acknowledge the following:

| am authorised by the employer to make this declaration.

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

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

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

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

Submit cancellation

o, Download form summary

e Ifyourequire to

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

e You must read and

acknowledge the
declaration by ticking
the checkbox.

e You can download a

copy of the IPA
cancellation summary
when you click on
“Download form
summary”.

e Click on “Submit

cancellation” to
proceed to cancel IPA.
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myMOMPortal > QuickMenu D

Cancel an In-Principle Approval

JOHN DOE (F1234567N)

@ In-Principle Approval cancelled successfully

Candidate's full name
Candidate's FIN

Pass type

Renewal request number

Date and time submitted

JOHN DOE

F1234567N

Employment Pass

R220422000002

26 Apr 2023, 10:56am (GMT +0800)

You will receive an email acknowledgerment of this cancellation.

What do you want to do next?

sum

o, Download acknowledgement and

as PDF

Your IPA cancellation is
completed when you
see this
acknowledgement

page.

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

After you have
submitted an IPA
cancellation and do not
see the updated status
on the myMOM Portal,
please refresh the page
after 15 minutes.
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5. Check the status of submitted Application/Renewal/Appeal

1. Loginto myMOM Portal

2. Search for the candidate under
the ‘Application/Appeals’ tab. bl sl gt e et
=3

Date of application /

Name FIN Pass type Submitted by Status Action
appeal
JOHN DOE ONE F1234567N 28 JAN 2023 Employment Pass MARY JANE Pending select
action ~
JOHN DOE TWO F1234567N 12 FEB 2023 5Pass MARY JANE Pending Select
action
JOHN DOE THREE F1234567M 19 FEB 2023 Employment Pass MARY JANE Pending Select

action =

Select
action =

View details

Under Action, select ‘View details’.
Select

For an employment agent who is handling the foreigner’s transactions for the first time
3. Scroll down the Work Passes Start Transactions
page to the ‘Go to Quick Menu’

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

C|ick here Go to Quick Menu

Welcome, what would you like to do?

4. Atthe menu page, under Action,

select ‘View details’ from the
drop-down list. Start a transaction

| want to

Action

| Start typing to search... Q

Submit documents

Update contact details

Update travel document details
View pass holder profile

View payment records

Withdraw a submission

5. Search for the foreigner using To search by FIN
their FIN or Application number,
and fill in the required fields.
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Start a transaction
| want to
action

View details X

For this foreigner
Search by FIN v

FIN
F1234567N

Date of application

27Feb2023

Click ‘Continue’ and you will be directed to

Continue

the landing page of the ‘View details’ form.

To search by Application Number

Start a transaction

| want to
Action

View details X

For this foreigner
Search by Application number v

Application number

A2702238B03755
Click ‘Continue’ and you will be directed to -~
ontinue
the landing page of the ‘View details’ form.
6. Based on the status of your View details
. . JOHN DOE (F12345672)
application/renewal/appeal,
deta”s shown in thIS page may Your application is unsuccessful
be different. P iz 0000

(12381234-00-00)
Submissian user CORPPASS TEST ACCOUNT.

A3 dates ace ased on Singspore time (GMT 0800

Reason(s) for outcome
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6. Access Pass Holder’s Profile

1. Login with Corppass to

access myMOM Portal.

Click here to log in |

MINISTRY GF

MANFOWER

MENU

> eServices

myMOM Portal

myMOM Portal allows business employers to centrally access eServices and view

transactions with one login.

@ Service is online

40 Log in with CorpPass

24 hours

Availabilicy

2. After logging in, you will

that you are transacting
for.

Select organisation

==  myMOM Portal
be directed to myMOM
Welcome
Portal. o G e o N A g (s
. Overall  Work passes
Click on ‘Work Passes’ tab
Your organization's workforce profile
DISTRIBUTION DISTRIBUTION DISTRIBUTION
OF LOCALS BY OF LOCALS BY Tots OF WORK PASS
“ AGE* e WAGE* 235 TYPE
3. Select the organisation & | b s

Note: If you have just submitted an EP or S Pass application, please refresh this page after 15 minutes for the application 1o be shown in the dashboard

Application / Appeal;

5 Pending issuance ... Existing / Expired passes ...

Expiring passes .

Advanced search

Loading...

Depending on the status
of the pass holder’s pass,

ance (1)

Existing / Expired passes (13)  Bxpi

click on one of the tabs.

For the pass that you wish
to view, go to ‘Select
action’ and click ‘View
pass holder profile’.

Name

(Go to Step 7 for the next
step.)

AN

Date of issuance

Passtype

0 MAR 2023 Long-Term Visit Pass

Submitted by

Click on applicable tab

Status Action

Select action

Select action
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5. Alternatively, you may
also access pass holder’s
profile by clicking on “Go
to Quick Menu”.

Start Transactions

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

Click here Go to Quick Menu

6. Within Quick Menu:

personal particulars, and
details of their travel
document, contact, and
pass.

e |If you need to update the
pass holder’s personal
particulars, click on

Ipctate personal particusars (2

e |f the pass holder’s travel
document or contact
details have changed, you
can update them using the
relevant buttons.

Click to update

v

oal »  CQuick Menu >
iew pass holder profile

Mame of pass holder [FIN)

Name of Pass holder

Key personal particulars

FIN
Siex Male
Ciate of birth 01 Jan 1982

Mationality/Citizenship

click here to u pdate Lipdate persanal particLlars -_7:

Travel document details

Travel document type International Passport
Travel document number
Travel document issue date 01 Jan 2021

Travel document expiry date 01 Jan 2026

‘ Update travel document details

Organisation name | OrRanisation UEND

Contact details
Mobile number
Email

Residential address

((( sy ot 5 Log out
i. Select Action “View -
pass holder profile” mytaom portal >
ii. Enter the FIN Welcome, what would you like to do?
iii. Click “Continue”
button. Start a transaction
| want to
Select Action View pass halder profile
For this foreigner
FIN
Enter FIN |
Click here SEHITR
7. YOU W|“ enter the page # A singapore Government Agency Website
showing the pass holder’s '_(((__:;':';;3:.,:; Name oflogin user | 5| ) out

. Update contact details ‘ Click to update
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Work passes
e The work pass section Employment Pass VS Click here
displays the pass details, fesued
. . ate of apphcation Replace card .
list of dependants (if any), oo 202 Click here
and card

Date of issuance
delivery/collection status. 06 Apr 2022

Dt af expiry
06 Apr 2024

e You may also view details
of the application/renewal
request or replace the card oceupation
using the relevant buttons.

Employer

Fixed monthly salary

Dependants
[spouse)

@ Pending card delivery

Collection mode
Card delvery

Address

Status
Card is not ready for delivery.
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7. Access Organisation Profile (including details such as financial,
S Pass quota and S Pass holders’ levy)

1. Login with Corppass to ((( e oo
access myMOM Portal. '

= MENU

myMOM Portal

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

. @ Service is online
Click here to log in | e e | Availabilicy
24 hours

2. After logging in, you will == myMOM Portal
be directed to myMOM
Welcome
Portal. i S i ' B et

Click on ‘Work Passes’ tab

Your organization's workforce profile

DISTRIBUTION DISTRIBUTION DISTRIBUTION
OF LOCALS BY OF LOCALS BY T OF WORK PASS
v N
AGE WAGE 235 TYPE
1528 Less than 15 Empleymens

%
yyyyy 52,000

3. You can access your
organisation’s profile
using Quick Menu.

Start Transactions

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

Click here Go to Quick Menu
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4. Within Quick Menu:,

i. Select Action
“Manage organisation
profile”

Select the
organisation
Click “Continue”
button.

Select Action

Select organisation

MINISTRY OF Name of login user

MANPOWER

(((\
myMOM Portal D

Welcome, what would you like to do?

Organisation name { Organisation UEN)

Start a transaction

| want to
Action
Manage organisation profile b3
For this branch
Organisation name X

[3 Log out

Click here Continue
5. You will be able to view
your organisation’s details S o
here. ((( oo NATIONAL ‘__I\ g,u.j,.nu} [3 Logout

myMOM Portal > Quick Menu >

Manage organisation profile

Organisation details

UEN-Div-Br -00-000

Organisation type COMPANY LIMITED BY GUARANTEE

Organisation name NATIONAL
Branch name
Total number of employees @ 12,577

As ot 13 Jan 2023.

This is updoted

on the lost Saturday of every quarter (Mor, jun, Sep

and Dec).

@ 7 your organisation has 10 or more employees, you will need te post a job
advertisement to hire Employment Pass and S Pass holders,

Mere about job advertisement requirements.

You will be able to view
your organisation’s
contact details here.

If your contact details
have changed, you can
update by clicking the
“Update contact details”
button.

Contact details

Organisation email

ACEROFF1@GMAIL.COM

Telephone number

Maobile number

Registerad address )

As ot 16 Apr 2023,

Updote:

ill be reflected in @ week.

Mailing address o

Updoted on 06 jul 2022.

cliCk here to update [ Update contact details ]
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7. You can make the
necessary changes to your
contact details here.

Click on the “Update”
button to confirm your
changes.

Click on the “Cancel”
button to discard your
changes without saving.

Contact details

D Piease endure B your IERNERTION CONBCE details are

COITBCL N i Wil 520 DR YADR LN ML MO Tant
RITAES AN LT Troim us
11 &
ACER =Bk OO
T m
& Pl

Regiered address L]

Mailing address D

8. You will be able to view
your organisation’s
consent preferences here.

If you wish to change your
consent preferences, click
the “View consent details”
button.

Consent preferences

For MOM's use of the Occupational Employment Dataset

‘ © 'Fyou do not see your updated details, please refresh this page after 5 minutes.

Status Yes, | consent

Lost updated on 17 Apr 2023, 05.27 PM

‘. View consent details 4 Click here to update
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9. You can make the

necessary changes to your
1. The Ministry of Manpower ("MOM®) requires data about your organisation's workforce to

conse nt pl’efere nces here assess whether your organisation has met the requirements for the Progressive Wage Model

("PWM"). This data can be obtained from the Occupational Employment Dataset ("OED")
cellected by MOM's Manpower Research and Statistics Departrment ("MOM MRSD").

Consent preferences

. “ ”
Click on the “Update
. 2. For your convenience, your organisation can provide consent’ for MOM MRSD to extract the
button to Conﬁ rm yOU r required data (i.e. employee NRIC, contractual work hours, paid overtime hours, total

h number of working days in the month, actual number of days worked in the month, PWM

c anges' Job Level and PWM Job Description) from OED for the assessment and share the result with
specified government agencies and organisations.

C“Ck on the ”Cancel" 3. Please indicate your consent for MOM MRSD's use of the required data from OED tc assess
whether your organisation has met the PWM requirements and provide the assessment.

button to disca rd you r Unigue Entity Number {("UEN"), CPF Submission Number ("CSN") and the number of local
workers employed by your organisation (collectively known as the "Information”), to the

Changes W|thout Saving. Centroller of Work Passes and the relevant MOM divisions authorised by MOM MRSD (i.2.

Work Pass Division and the Labour Relations & Workplaces Division of the Ministry of
Manpower ("MOM WPD and LRWD")) to determine your firm's eligibility to hire foreign
worker. Without this information, your organisation will not be eligible to hire any foreign
workers,

@ ves (O No

4. By submitting this form, you consent to the use and disclosure of the abovementionad
information as stipulated in paragraph 3. You also warrant that you have the authority to
provide the above consent on behalf of your organisation and agree to indemnify the
Government for all losses that may be suffered by the Government if this representation is
or proves to be untrue.

5. ¥ou understand that the information given (including the Information in paragraph 3) will be
submitted to the Controller of Work Passes or an autherised officer who may act on the
information provided. You affirm that the information provided by you is true to the best of
your knowledge and belief. You also understand that you may be liable to enforcement
action including prosecution if you have stated in it anything which you know to be false or
do not believe to be true.

6. This consent is effective until withdrawal is made by an authorised representative of your
arganisation by providing reasonable notice in writing to MOM MRSD, subject to legal or
contractual restrictions or public interest requirements.

7. Please note that by 1 September 2022, organisations employing foreign workers are
required to pay at least the relevant progressive wages to local workers in applicable job
roles and at least the Local Qualifying Salary to all other local workers. Without the required
information from OED, MOM is unable to determine your organisation's work pass eligibility.
Your organisation's work pass applications and renewals may as a result be affected.

Tif you do not consent to sharing the information, please provide the required data separately by
emailing to MOM_CED@mom.gov.5g. You may also write to this email if you wish to withdraw your
consent.

[ Cancel I Update

10. You will be able to view

e, Financial details
your organisation’s

. . . Paid up capita SGD 1,000,000
fl na nC|a| deta [ |S here . Source of infarmation is from ACRA.
If you wish to Change your Turnover value in the past 3 years
f| na nc|a| deta ||S, c||ck on We will use the organisation’s turnover value to assess Employment Pass or 5 Pass applications.
“
the Update turnover Year Turnover available Turnover figure from an audited account  Value (SGD)
details” button. 2022 vYes Yes 1,348,903
2021 Yes Yes 3,488,908
2020 Yes Yes 3,120,208

Update turnover details

Click here to update
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11. You can make the

necessary changes to your Financial details
financial details here. Falc up capita 56D 1,000,000
Source of information is from ACRA
Click on the “Update” Turnover value in the past 3 years
bUtton to Conﬁrm YOU r we will use the organisation's turnover value to assess Employment Pass or 5 Pass applications.
changes.

Selact whether the turnover is available for each year. You may select 'No' if the organisation:
s Was not in operation that year
* [z newly cpened

Click on the “Cancel”
button to discard your

s |z 3 non-profit organisation

If the figure comes from an account that is not audited, or the employing organisation is not

changes Wlthout Sa\“ng. subject to audit requirements for its accounts, please select 'No'.

Year Turnover available Turnover figure from an audited account Value (5GD)
202 yes v | | Yes v SGD 3,000,000
2021
! ves | | Yes v SGD 3,488,908
2020
! | MNo v

‘ Cancel | Update

12. You will be able to view
your organisation’s CPF

CPF account name CPF submission number Business activi Action
account(s) here.
SINGAPORE PTE. LTD. 19 -PTE-02 MANUFACT Click here to view Wiew S Pass quota details

To view the quota for the Findl out how ta declare your business activiy.
corresponding CPF
account, click on the
“View S Pass quota
details” link.

S Pass quota details
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13. YOU Wi” be able to ViEW myMOM Portal » Quick Menu > 'v'SﬂSgE.DlgiﬂiEE:'Clﬂ profile »
the S Pass quota details of | S Pass quota details

your CPF account.
CPF submission number 18 LPTE-02 v CIiCk here to view

To view the S Pass quota CPF account name SINGAPORE PTE. LTD.
for a different CPF
account, click on the drop-
down to select another
CPF account.

S Pass quota

Quota details

Please note

* Only Issued Work Permits and 5 Passes are included in your organisation's Total
workforce (TWF).

= after the application is submitted, any change in your organisation's workforce will
affect the cutcome.

More about how to calculate your quota.

Description 5 Pass quota Number of 5 Pass holders Number of S Pass holders you can hire

5 Pass holders 44 10 34

As ot 17 Apr 2023, 08:28 PM.

S Pass tier allocation

S Pass tier Number of S Pass holders Levy rate ($)
1 10 450
2 Q 650

As ot 17 Apr 2023, 08:28 PM.

14. You will be able to view
the levy details of your S
Pass holders.

S Pass holders

10 records found. Only issued and approved passes are shown.

Click here Allewyter | | fearcn Q| Enter name or FIN

To filter by different levy

tier’ CliCk on the Ievy tier Name FIN Levy tier Tier start date Monthly levy rate ($)
drOp-down 1 01 Oct 2020 450
’ 1 01 Aug 2020 450
1 01 Apr 2020 450
To search for a specific S , o1 e 2020 w0
Pass holder, enter the 1 o1 Mar 2020 as0
name or FIN in the search 1 01 7252020 as0
bOX 1 01 Feb 2020 450
1 01 Feb 2020 450
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8. View Payment Records

1. Login with Corppass to
access myMOM Portal.

.
M. sty ar
(\. MANFOWER

= MENU >

eServices >

myMOM Portal

myMOM Portal allows business employers to centrally access eServices and view

Click here to log in |

transactions with one login.

40 Log in with CorpPass

24 hours

@ Service is online

Availabilicy

2. After logging in, you will
be directed to myMOM
Portal.

Click on ‘Work Passes’ tab

=== myMOM Portal

Welcom

Overall  Work passes

O Logout

Your organization's workforce profile

DISTRIBUTION DISTRIBUTION
OF LOCALS BY OF LOCALS BY
AGE* WAGE*
1534 Less than
S B years MR 2000

235

DISTRIBUTION
OF WORK PASS
TYPE

Jg  Employment

3. You can “View payment
records” using Quick
Menu.

Start Transactions

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

Click here Go to Quick Menu
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4, Within Quick Menu:
i. Select Action “View
payment records”
ii. Selectthe
organisation
iii. Click “Continue”
button.

.
MINISTRY OF

( MANPOWER
MmO Portal 3

elcome, what would you like to do?

Start a transaction

| want to

Action

SeleCt Action View payment records P

Select organisation

Click here

For this branch

Organisation name X

Continue

= Log out
(3 tee

5. You will be able to view
your organisation’s
payment records here.

To filter by specific
payment records, enter
your search criteria and
click on the “Search”
button to retrieve the
records.

View payment records

Payment records  GIRO bill

Payment records

Payment type Foreigner's name/Reference number )
All N

Payment date (Optional)

From Te

17 )an 2023 17 Apr 2023

Payment method Payment status

All ~ All
Search
24 record(s) found.
Foreigner's FIN Payment Pass Payment Payment
name type type status date
Application  Employment  Paid 30 Jan 2023
fee Pass/5 Pass

o, Dewnload records (CSV, —4.09KB)

i
Payment Payment
method ameount

(s)
Credit 105.00

Submitted
by

Application
number
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6. To download your search View payment records
records, click on the
“ ”
Download records” link.
Payment records  GIRO bill
Payment records
Payment type Foreigner's name/Reference number @)
All s 0]
Payment dare (0,
From Te
17 )an 2023 17 Apr 2023
Payment method Payment status
All ~ All Y
Search
24 record(s) found. cliCk here _Jz‘ Download records (CSV, —4,.09KB)
Foreigner's FIN Payment Pass Payment Payment Payment Payment Submitted Application
name type type status date method amount by number
(s)
Application 30Jan 2023  Credit 105.00
fee
7. To view more details on (((_x.'.:,m:mé’.: 3 Log out
the specific record, click
On the payment record. myMOM Porta > QuickMenu »
View payment records
Payment records  GIRO bill
Payment records
Payment type Foreigner's name/Reference number @
All " Q
) P 2 * 7
‘ayment date (Optional
From To
19)an 2023 19 Apr 2023
Payment method Payrnent status
All All A
Search
17 record(s) found. A, Download records (CSV, -2.99KB)
Foreigner's FIN Payment Pass Payment Payment Payment Payment Submitted Application
name type type status date method amount by number
(s)
Application Employment Paid 30 Jan 2023 Credit 105.00
fee Pass/S Pass
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8. You canview more
payment details on the
selected payment records.

cords

yment re

myMOM Portal % QuickMenu > View 'y Lo
View payment details
Payment details

Payment type Application fee

Payment status Paid

Payment date 30 Jan 2023
Payment methad Credit

Payment amount $105.00
Receipt number 5577bd96090041
ePayment reference number

Transaction details

Foreigner's name Baker

FIN

Application number A300123802672
Date of application 30 Jan 2023

Date of issuance

Pass type Employment Pass/S Pass

Employing organisation |

Submission details

Submitted by |

Submission organisation |

9. To view your
organisation’s GIRO bill,
click on the GIRO bill tab.

View payment records

GIRO bill

Click here

Payment records

Payment type Foreigner's name/Reference number i ]
All \vy

Payment dace (Oprional)

From To

17)an2023 £ 17 Apr2023 (5

Payment method Payment status

All ~ All

Search
24 record(s) found.

Pass

type

Foreigner's FIM
name

Payment

type

Payment
status

Payment
date

Application Employment  Paid 2023

fee Pass/5 Fass

30Jan

b, Download records (CSV, —4.09KB)

Payment
method

Payment Submitted
amount by

(s)

Application
number

Credit 105.00
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10. You will be able to view Payment records  GIRO bill
your GIRO bill here.

To view the GIRO bill for a GIRO bill
specific month, click on Current GIRO account [

As at 6 Jun 2023.
the drop-down to select a
different b|||mg month. Payment will be deducted from your GIRO account on the 17th day of the month (or the next

working day if it falls on a weekend or public holiday).
To download your GIRO You can view more details about each payment under 'Payment records'.

bill, click on the Billing month

" - June 2023 v
Download bill” link.

View bills before June 2023

Outstanding balance $700.00
Fees for May 2023 $500.00
Total amount due $1,200.00

&, Download bill (CSV, ~0.59KB)

Transaction Payment type Pass type Foreigner's name FIN Amount

date ($)

17 May 2023 Issuance fee workHoldey [ - 15000
Pass

17 May 2023 Application fee employment [N [ 150.00
Pass

17 May 2023 Single journeyvisa S Pass I 105.50

fee
17 May 2023 Issuance fee S Pass _ _ 94,50
Total amount ($) $500.00

Ttodofd n
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11. To view past GIRO bills,
click on the “View bills
before Month YYYY” link.

Payment records  GIRO bill

GIRO bill

Current GIRO account
As at 6 Jun 2023.

Payment will be deducted from your GIRO account on the 17th day of the month (or the next

working day if it falls on a weekend or public holiday).

You can view more details about each payment under 'Payment records'.

Billing month June 2023

Click here View bills before June 2023

Outstanding balance
Fees for May 2023

Total amount due

Transaction Payment type Pass type

date

17 May 2023 Issuance fee Work Holiday
Pass

17 May 2023 Application fee Employment
Pass

17 May 2023 Single journey visa S Pass

fee
17 May 2023 Issuance fee S Pass

Total amount ($)

Ttodofd

$700.00
$500.00

$1,200.00

&, Download bill (CSV, ~0.59KB)

Foreigner's name FIN

Amount

($)

150.00

150.00

105.50

94.50

$500.00

12. You will be able to view
the past GIRO bill here.

To view the GIRO bill for a
specific month, click on
the drop-down to select a
different billing month.

myMOM Portal > Quick Menu >

View payment records

GIRO bill

Current GIRO account
As at 18 Apr 2023.

Payment will be deducted from your GIRO account on the 17th day of the month (or the next

working day if it falls on a weekend or public holiday).

You can view more details about each payment under 'Payment records'.

Billing month April 2023

Outstanding balance $100.00

Fees for March 2023 $4,195.00

Total amount due $4,295.00
SIN Type of transaction Number of transactions Fee per transaction ($)
1 Replacement Fee for Loss of Card 1 100.00
2 Application Fee for Dependant Pass 39 105.00

Sub total amount ($)

Amount ($)
100.00
4,095.00

$4,195.00
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9. Request a Card Replace

ment

1. Atthe menu page, select the action from
the drop-down list. Complete the form
and click “Continue”.

Click on “Request a card replacement”.

Start a transaction

| want to
Action

Request a card replacement

For this foreigner

FIN

Continue

2. Before submitting the request, ensure m—
that the information of the foreigner is Request for a Card Replacement
updated.
3. If you need to update the foreigner’s Boforeyom
information, use the link at the top of the Verlty-peraonal particilars
page to return to myMOM Portal.
Y Ensure that ihe personal particulars and contact
= detass of the work pass hoider are updated
before submitting the request
= You will need to pay a card replacement fee. The fee is non-refundable cnce the request is made.
= You may pay via GIRD of cradit card
« Processing time i immedate upon succassiul submission of the requast
Click on “Start request” to start. Start request
4. Fillin the required fields in Request o3 0N Mo

section.

Click here to continue to Summary section.

Request for a Card Replacement

Raqistsl

What Is the reason for the replacement?

Feplacement reason
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5. Ensure the information displayed are
correct and acknowledge the
declarations to proceed.

Click here to continue to payment section.

Notification email

Ve vl errad the Card replacament COnfITRIBoR 1) you NG e J41s hoicec

Fass holder's emal

Declaration
Piease 1980 and aCnowiedss the lolowing
I Geclace that

o | Rve CBLaned e empioyer's Witlen SUONSation 10 Perfon this FANEAC0n 0n hisMee Dehal

o The information that | have peovided is true and accurate 1 the Best of my knowiedge

o | am aware Bat £ is an offence 10
false n 20y Mmateral DArCUAT OF 15 TNSNAGNg Dy 102500 of Ihe OMeSHi0on O
particutar

o | understand that the card is noostransieradie and must De Ne'd by onty the work pass hoider

must be returned
ore 053764
4dar for the Ministry of

o The card 5 e property of the Ministry of Manpower. If
1o° Work Pass Drvision, Ministry of Manpower, 18 Havelod

sation from the empioye

o | have cbtaned wn

Mangower Oatads when the Card " S0
MOLie A0PAC00n | il fumish 3 COpy Of SUCH WElRen AUthOrsaton 10 e Ministry of Manpower i
recuested

| Saciare that &l e Above 15 rue

Continue to payment
6. Make payment using a credit card (Visa .~ > o
or Mastercard or Amex) or GIRO.
Payment

Total amatnt

7. You will receive an email from MOM to
acknowledge successful submission of
your card replacement request. A PDF
copy of the card replacement letter will
be attached in this email.

P Asingspore G
(((' saeme

> Quick Meews )

Request for a Card Replacement

@ cCard replacement request submitted successfully

Dependant's Pass
17 Fob 2023

VisaMastercard

17 Feb 2023, 03:44pm (GMT +0800)

What do you want to do next?
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10. Retrieve In-Principle Approval (IPA) Letter

1. Loginto myMOM Portal
2. Search for the candidate under the

‘Application/Appeals’ tab.

Application / Appeals (238) | Pend (94)

Name FIN

appeal
JOHN DOE ONE FI234567N  28JAN 2023
JOHN DOE TWO FI234567N 12 FEB 2023
JOHN DOE THREE FI234567N 19 FEB 2023

Date of application /

Under Action, select ‘View details’.

Pass type

Employment Pass

5 Pass.

Employment Pass

es (0)

Submitted by

MARY JANE

MARY JANE

MARY JANE

Status Action

ending Select
action =

Perding Select
action ~

Pending Select
action =

Select
action =

View details

Select
action =

For an employment agent who is handling the

foreigner’s transactions for the first time

3. Scroll down the Work Passes page to the
‘Go to Quick Menu’ section.

Start Transactions

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

Click here Go to Quick Menu

4. At the menu page, under Action, select
‘View details’ from the drop-down list.

Welcome, what would you like to do?

Start a transaction
| want to
Action

Start typing to search..

Submit documents
Update contact details

Update travel document details

Click on ‘View details’. View detalls

View pass holder profile
View payment records

‘Withdraw a submission

5. Search for the foreigner using their FIN or
Application number, and filll in the
required fields.

Click ‘Continue’ and you will be directed to
the landing page of the ‘View details’ form.

To search by FIN

Start a transaction

| want to
Action

View details

For this foreigner
Search by FIN

FIN

F1234567N

Date of application

27feb2023 B

Continue

To search by Application Number
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Click ‘Continue’ and you will be directed to
the landing page of the ‘View details’ form.

If you do not see the documents, you
may click on the “Refresh” link to
generate a copy of your IPA and related
documents.

Start a transaction

| want to
Action

View details X

For this foreigner
Search by Application number v

Application number

A270223803755

Continue

Your application is approved in-principle

TESTING HOLDING PTE. ITD.
(12341234X-00-00)

Employing organization

Full Name JOHN DOE
FIN F12345672
Pass type. Employment Pass

Application number A180322809357
Status Approves
Late of application

Date of nutcoma

18 Mar 2023
13 Apr 2023

TESTING HOLDING PTE. ITD.
(12341234X-00-00)
CORPPASS TEST ACCOUNT

Submission arganization

Submisslon user

All gates are bas re time (GMT +0800).

Next steps

s in the In-Principle Approval (
eir copy of the
d before the IPA expir

re correct

A lettar, 3
01 27 Jun 2023

| extend validity

Request pass to be issued

d medical form (if applicable).

] Submitted application (PCF. ~20KE;

view updated IPA letters

7.

A pop-up banner will appear when you
attempt to refresh the documents.

© Refreshing documents...
You may continue to work on other tasks while we
update the documents. Please refresh the page
after 2 minutes if you do not see the updated

X

documents are refreshed.

Click on the respective links to download
a copy of your IPA letter and related
documents.

Note: You may wish to refresh the page if you documents.

do not see the documents on the page after

waiting for 2 minutes.

Please contact us for help if you do not see

the documents despite refreshing the page

after 10 minutes.

8. A banner will appear when the © Documents refreshed successfully x |

Please refer to the updated IPA letters.

Your application is approved in-principle

Employing organization TESTING HOLDING FTE. ITD.

112341234%-00-00)
Full Mama JOHN DOE
FIN F12345672
Pass type employment Pass
Application numbar A1A03PIRN9E5T
Status. Approved
Date of application 18 Mar 2023
Date of oulcome 13 Apr 2033

Submission organization TESTING HOLDING FTE, LTD,
{12341234%-00-00)

CORPPASS TEST ACCOLINT

Submission user

all dates are based on Singapare time (GMT +D500),

MNext steps

1. Check that the detalls in t
2. Send the foreigner their &
3. Get the pass issued befo

] Submitted application (POF, ~BOKE)
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Sel

11. Extend In-Principle Approval (IPA) Validity

Approval validity” in Quickmenu.

1. Select “Request to extend In-Principle

ect “Request to extend In-Principle Approval validity”.

al

Welcome, what would you like to do?

Start a transaction

lwant to
Request to extend |n-Princigie Appecval validity

Faor this foreigner

Continue

2. Fillin the required fields in the
Identification section.

Start a transaction

Iwant to
Action

Request to extend In-Principle Approval validity x

For this organisation

My client’s organisation v

For this foreigner

Search by FIN v

Date of birth

_ Continus

Click here to proceed to summary page.

3. Click “Extend IPA” to proceed to
acknowledgement page.

i 3 Cukk Mara 3

Request to extend In-Principle Approval validity

Do you wish to extend the In-Principle Approval’s validity?

This In-Principle Approval's validity may be extended to 02 Sep 2024

Click “Extend IPA” to proceed to Acknowledgement page. SR
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mAIO Portal ) Cuick Many )

4, You will receive an email from MOM to
Request to extend In-Principle Approval validity

acknowledge successful submission of
your request to extend IPA validity.

@ Extension request submitted successfully
@ Print acknowdedgement page
Foreigner's full name ot

Foreigner's FIN

Pass type S Pass

Reference number DAME070323806158

Date and time submitted 07 Mar 2023, 11:46am (GMT +0800)
IPA expiry date 02 Sep 2024

You vill receive an email acknowledgement with a summary of the changes afler the extension
request is approved This may take up to 15 minutes

You may wish 1o print o download 3 copy of this acknovdedgement for your reference

What do you want to do next?

W Portai

o

3600, please visit MOM website
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12. Update Travel Document Details

1. From the Quick Menu page, select
“Update travel document details” from
the drop-down list.

Complete the form and click “Continue”.

Select “Update travel document details”.

Welcome, what would you like to do?

Start a transaction

Iwant to
Astan

Update Tl documens details

For this foreigner

Click “Continue to summary” to proceed to summary page.

Continue
2. Fill in the fields and click “Continue to P Asm s
summary” to proceed. (=t G Logo
= e

Update travel document details

[1] 2]

Amendment

Travel document details

Continue to summary
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Ensure the information displayed is
correct. Then, tick the declaration check
box then click “Submit” to proceed to the
Acknowledgement page.

Click “Submit” to proceed to Acknowledgement page.

Update travel document details

Q
Amendment Summary
Amendment summary

[ Edt

Travel document details

Travel docurment expiry date

Declaration

Please read and acknovdedge the following
+ 1 have cbiained authorisaticn in writing from the foreigner o make this request | will produce the
authorisation ba the autherty on request
= By submitting this form. | confirm that the foreigner consented to the collection and use of the
information iin the form by the G of angd to the sharing of that
information wath cther governmment and non-govemment agencies, for such purposes as are
redevant to that agency

I declare tat 3 of the above is true

4.

You will receive an email from MOM to
acknowledge successful submission of
your request to update travel document
details.

MAIOM Peal ) Quick Menu )

Update travel document details

© Amendment request submitted successfully

Foreigner's full name
Foreigner's FIN
Pass type S Pass
Reference number
Date and time submitied 07 Mar 2023, 03:28pm (GMT +0200)

You will receive an emaill acknowiedgement vath a summary of the changes after the amendment
request is approved This may take up 1o 15 minutes.

You may wish o print or download 3 copy of this acknovdedgement for your reference

What do you want to do next?

« Goto

« For more information, please visit MOM website

(@ Print acknovdedgement page
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13. Update Contact Details

1. Select “Update contact details” from the
Quick Menu.

Select “Update contact details”.

A O Proreal 3
Welcome, what would you like to do?

Start a transaction

I want to

Update contact decais

For this foreigner

Continue

2. Click on “Start amendment” to proceed
with amendment request.

Click on “Start amendment” St e et

P ASrgacore Government Agency Wetste

(((' vk -

Foal ) CuckMenu )

Amend contact details

Before you start, remember to do this

Prepare Information

B

Have the latest contact information of
the foreigner on hand

Things to note

« These contact details vl be used for all future comrespondences with the foreigner.
« To amend contact detads for this foreigner’s dependants, you will need o update them
indnidualy.

13 minutes |
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3. Fillin the required fields. ot Pecal 3 ikl >
Amend contact details

Amendment

Email and mobile number

Fonsigners email

Fontigners mabile
rumber

Residential address
Fasidental ype

Postal Code Address

Fesal sode

Bloskmoust sumber

Click “Continue” to proceed to summary page.
4, Ensure the information displayed is mpdcLPeral 3 Cuexitens >
correct. Then, tick the declaration check Amend contact details
box and click on “Amend information” to
proceed to the Acknowledgment page. = S
Amendment summary [F e

Email and mobile number

Foreigner's mobie number

Residential address

Resiential type Overseas Address

Address

Declaration

Please read and acknoviedge the following
« | have cblained authcrisation in variting from the foreigner 1o make this request. | vl produce the
thorsation 10 the authority on request
« By submitting this form, | confirm that the foreigner consentad to the collection and use of the
in the form by the of Singapore, and consented 10 the sharing of that
with other gow and non-g nt agencies, for such purposes as are
relevant to that agency.

| declare that 3 of the above is true

Click “Amend information” to proceed to Acknowledgement page.
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5. You will receive an email from MOM to o
acknowledge successful submission of Amend contact details
your request to update contact details.

Pomal 3 CukkMany 5

@ Contact details amended successfully

Foeeigner's ful name

Foreigner's FIN

Pass type Employment Pass
Reference number

Date and time submitied 09 Mar 2023, 11:10am (GMT +0800)

The foregner's contact details have been amended. You will receive an email acknovdedgement
with a summary of the amendments

You may wish 1o print or download a copy of this acknovdedgement for your reference.

What do you want to do next?
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14. Appeal for an Employment Pass (EP) or S Pass

myMOM Portal Dashboard

FrauseTz ==

ata o
Hame AN Pass type
hon. T

IOHN DOE F12345672 1 2023 Emplayment Pass

Quick Menu

Start a transaction

| want to

Action

View details

For this foreigner

Search by Application number

Application number

A100123795376| ‘

Continue

Start a transaction

I want to

For this organisation

For this foreigner

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

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

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

e Search for the foreigner
by using the
transaction’s
“Application number”
or “FIN” and “Date of
application” to proceed.
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View details e Ensure that you have
JOHN DOE (F1234567Z) the necessary
information/documents
Your application is unsuccessful to address the issues in
your rejection advisory.
Employing organization TESTING HOLDING PTE. LTD
[12341234X-00-00)
Full Name JOHN DOE e Click on “Submit an
AL GEETE appeal” to start the
Pass type Employment Pass b . .
Application number A180323809357 su mISS|on'
Status Rejected
Date of application 18 Mar 2023
Date of autcame 13 Apr 2023
Submsion arganization TESTING HOLDING PTE. LTD.
{12341234X-00-00)
Submission user CORPPASS TEST ACCOUNT
All dates are based on Singspore time (GMT
Reason(s) for outcome
. t 14 days firsz. Then. if you
have considered &
- YOU may wish o provide the advertisement 1D in your subsequent
application or appead
Recson(s) occurcee os ot time of outcome.
When to consider submitting an appeal
You may consider appealing by 12 Jul 2023 if you are able 1o 30d he reason(s) for reecuon
You can appeal up 12 2 times within 3 months of the original app 5
of outcome.
(Comanspom )
Appeal for an Employment Pass e Make sure you get
OHN DOE (F12345672) these done before
starting the appeal
Our services centres are open for customers with appointments. Please use our online services (e.g. eServices, web chat, website) or make
° an appom("r\e'ntl‘ you're u:ab:e to use our d"g\:al SZ:ME‘;. Find out the Iatest update on work pa sfsem:e! p rocess:
v’ Use the self-
Before you start, remember to do this assessment tool
(SAT) to ensure that
Review outcome Check eligibility Prepare documents the ca ndidate iS
eligible foran EP or S
B Pass
Review the outcome. You may Check if the candidate qualifies for You may include supporting / Pre pa re the
consider appealing if you can an Employment Pass or 5 Pass by documents with your appeal.
address the reason(s) for rejection. taking the Sel ment Tool Documents you have already necessa ry
provided will be considered . .
information you
need to provide to
Things to note address the
= Processing time for most appeals are at least & weeks, sometimes longer.
reason(s) for
S Takes about 20 mins to complete. FEjection.
Start appeal
e Click on “Start appeal”

when you are ready to
start.
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Occupation and salary details

Oceupszan

@ Both locally and overseas

¢ Information based on the
Appeal for an Employment Pass last rejected transaction
JOHN DOE (F12345672) W|” be retrieved
o automatically and
Appeal (Stage 1)
displayed for verification.
Which pass are you applying for?
Employment Pass only .
e You may edit and update
What is the pass duration you are applying for? Ze the |nf0rmat|0n, |f
2years 0 months appllcable
;I':H ui ab:uty:u:jol:z advertisement. (& ed ° CIICk on ,,Save and
o not need a job advertisement
continue” to navigate to
Are you seeking an exemption from the FCF job advertising requirement the neXt Stage
on the basis that the candidate is a local transferee @, or choosing to
apply as an overseas intra-corporate transferee (ICT) under the World
Trade Organisation's General Agreement on Trade in Services (WTO GATS)
or an applicable Free Trade Agreement (FTA) (see definition here)?
A\ vour application will likely be rejected unless the employing organisation or job position
s exempted from the Jobs Bank advertising requirement
Save and continue
e You will see up to a total
Appeal for an Employment Pass of 6 sections in Stage 2.
JOHN DOE (F12345672) 2
° o ¢ Information based on the
Appeal (Stage 1) Appeal (Stage 2) . . . .
rejected application will
Job advertisement and recruitment efforts ° be retrieved
> Position details e automatica“y and
> Work experience . displayed for verification.
> Educational qualifications ®
> Membership/professional details L L J YOU may ed't and Update
> Candidate declarations o any of the information, if
applicable.
Expand sections to make edits
= ; e To save the appeal draft
 Position details ®

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

page.
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oo

Appeal (5tage 1) Appral Stage 2}
> Job advertisement and recruitment efforts
> Position details
» Work experience
> Educational qualifications
> Membership/professional details

~ Candidate declarations

id! Has the candidate sver antared Singapors using a passport issued oy & different cauncry?

() ¥es @ ko

(s R

() Hes the fareigrar sva- been & Singagere Gtzen or Singapcrs Parmanen: Residant?

() ves ® ho

Save and continua

e Once all the information

is provided, click on “Save
and continue” to
continue to the next
stage.

Appeal for an Employment Pass

JOHN DOC (F1234567Z)

& o Pt
L L4 <
Appeal (5tage 1) Appasl (Stage 2) Supporting information

Supporting information

include up ta § decumants for your apgeal

from the drag-dawn

the ariginal d

n can be done by a transiatio

Additional remarks

Is there smything mere you went to add? (Cotionall

{1000 charscters left)

Continue to summary

e This section allows you to

provide relevant
information to address
the reason(s) for
rejection.

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

Click on “Continue to
summary” if there are no
additional information to
provide and proceed to
the Summary page.
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Tell us how you advertised for this position

Select up to 3 recruitment channels you have used « Jobs Bank / MyCareersFuture.sg
How many candidates were there at each stage of the recruitment
process?

Please indicate the number of candidates interviewsd, offered and \nterviewed Offered Hired

hired for each group.

:?;esn;s:a;en ngaI[S:ageZ] S?ppurcinginfurmat\un i If VOU haVe documents tO
upload, select the
Supporting information ”Category" from the
You may include up to § documents for your appaal: .
oo e rop s o e e drop-down list to help
= For non-English documen must upload the eriginal document with an English .
translztad copy. The rranzlstion can be done by & tranzlstion service provider fllter the document type
Documen | 0 Remove that you wish to provide.
Category
A v's education related documents
S e Alternatively, you may
Varfcation prast for sducational carficate X perform a search under
T —— the “Document type”
(D) st o e oe s s e 2. field.
Testing PDF.pof I[HE  View [J .
e You may include up to 5
Y —— documents in your
appeal.
Additional remarks
s there anything mare you want to add? (Optienal)
e |f you wish to provide
y new
information/explanation
for the appeal, you can
S do so by entering the
information in the
textbox shown.
e Click on “Continue to
summary” to proceed to
Summary page.
. . e You can review all the
Candidate particulars . .
information entered for
Full name (in the same order of appearance as wravel document] Peter Tan this appeal request.
FIN M4253389W
Date of birth 01)an 1980
Maie e You can click on “Edit” if
Nationality/Citizenship Malawian you need to ma ke
Appeal summary B changes. You will be
brought back to the
Which pass are you applying for? Employment Pass only .
Vi i e s rson o a0 s o relevant section.
Job pesting ID 1 do not need a job advertisement.

" e If you have confirmed
earlier that your
declarations have

Job advertisement and recruitment efforts [# Changed' it will be

highlighted in the
summary form.
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Pass holder declarations

a) Has the pass holder ever been refused entry into or deported Yes
from any country?

b) Has the pass holder ever been convicted in a court of law in any No
country?

) Has the pass holder ever been prohibited from entering No
Singapore?

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

Notification email

We will send all notifications to test@testmail.com

[, Update emai

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

Declaration

he information in this

r consentt
th any person, or,

Submit appeal

3, Downlosd summary (POF

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

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

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

Click on “Submit appeal”
to submit the appeal
request.

@ Appeal submitted successfully

Full name JOHN DOE
FIN F1234567Z
Pass type Employment Pass

A100123795376
13 Apr 2023, 2:40pm (GMT +0800)

Application number

Date and time submitted

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

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

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

What do you want to do next?

« Go to myMOM Portal
« Go to Quick Menu

« For more information, please visit MOM website

&, Download acknowledgement and form
summary (PDF, ~60KB)

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

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

After you have
submitted an appeal
request and do not see
it appear on the
myMOM Portal, please
refresh the page after 15
minutes.
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15. Appeal for Training Employment Pass (TEP), Dependant’s Pass

(DP) or Long-Term Visit Pass (LTVP)

myMOM Portal Dashboard

s m

Date of
application / appeal

Name

Quickmenu

Start a transaction

| want to

(0)  Advance d searc! h

Status

AAAAAA

Action

View details

For this foreigner

Search by Application number

Application number

A100123795376| ‘

Continue

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

e To appeal against an
unsuccessful application,
please proceed to the
“View details” page.

e To reach the “View
details” page, use the
dashboard page at
myMOM Portal or
Quickmenu.
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View details e Ensure that you have the
JOHN DOE (F12345672) necessary
information/documents
Your application is unsuccessful to address the reason(s)
X ation (PDF, ~20K8) . .
Employing organisation TESTING HOLDING PTE. LTD. (123412345W- . for the rEJGCtIOH.
00-00}
Full name John Doe . “ .
o e e Click on “Submit an
t Training Employment Pass appeal” to start the
n A100123795376 ..
Siatus Rejected submission.
Date of application 10 Jan 2023
Date of cutcome 10 Jan 2023
submission crganisatien TESTING HOLDING PTE. LTD. (123412345W-
00-00)
Submission user Mary Jane
All dates are based on 5 ngapore time (GMT +0800).
Reason(s) for cutcome
Foreigners are not allowed to be employed by food stalls.
You may proceed to appeal
Your request to submit an appeal has been accepted. You may appeal by 11 May 2023 if you are
able to address the reason(s) for rejection
Submit an appeal
Before you start, remember to do this * Before you start the
appeal process, prepare
Review outcome Prepare relevant information the necessa ry

information you need to
provide to address the

When you appeal, please address the reason(s) for rejection. ‘We are looking for information that addresses the rez far rea so n (S) fo r reJ e Ct I O n .
rejection. Giving us unrelated information may increase the
processing fime.

2]
Il

e If yourequire to amend
the email address
shown, click on the

“" 127 |

A Update email” link to

W will send all nofifications o test@test.com perform the update.

Things to note

= Processmg time for most appeals is at least 3 weeks

[, Updats ermai
Updaling this email addioss will allect nolifications sent for al langactions. ° All notifications will now
be sent by email instead
of SMS.

< aboul 10 minutes Lo complote.
Atart appeal
e C(lick on “Start appeal”

when you are ready to
start.

This is the section that
allows you to provide
relevant information to
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v Supporting information e address the reason(s) for
B il e i miiows e st oy s rejection. Amendments
application details have changed .

i to the rejected

I we have acknowledged and approved your salary Jment request [7 for the main pass . .

holder, you do not et 1o add remarks o the pproval documents applications are not

¢ men allowed.

(=) Add remar<s

e C(lick on “Add document”
or “Add remarks” if you
wish to provide any
information to support
the appeal.

Skip, no information to add

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

* Supporting information . e [f you have documents to
information o address the rrason(s) for rejection and tell us i any Upload, Select the
o “Category” from the

If we have acknowledged and approved your salzry amendrment request [ far the main pass

Fescse donng tesdio skl s ortli speri e drop-down list to help
e i e i filter the document type
R A e i o et R that you wish to provide.
Document 1 17 remove

e Alternatively, you may

Candidate's erplayment information

perform a search under
the “Document type”
field.

e You may include upto5
documents in your
appeal.

Continue

e Click on “Continue” to
proceed to the next
section.
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~ Supporting information

Please give us relevant information Lo address the reason(s) for rejection and tell us il any

application det.

e changed

If we have acknowledged and approved your salary amendment request [7] for the main pass
holder, you do not need to add remarks or the approval documents.

You may include up to 5 documents for your appeal:
+ Select a category from the drop-down list or type to search for a document type.

+ For non-English document

copy. The translation can be done by a translation service provider,
Document 1
Category
Candidate’s employment information ~

Document type

Candidate's employment contract with salary informa..,

(® Add another document

u must upload the original decument with an English translated

Additional remarks

I there anything more you want to add? (Optional)

Remarks were added here.

{976 characters left)

Continue

Remaove

e |f you wish to provide
new
information/explanation
for the appeal, click on
“Add remarks”. A textbox
will appear.

e Enter the necessary
information in the
textbox shown.

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

> Supporting information

Notification email

We will send all notifications to test@test.com
(&, Update email

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

Declaration

Please read and acknowledge the following
« All data entered in this Application form is accurate.
« All documents uploaded (if any) are correct, clear and complete
« With reference to this Application for Training Employment Pass and residence in Singapore, the
candidate has given his/her consent to the Government of Singapore to obtain from and verify the
information with any person, organisation, or any other source for assessing the Application.

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

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

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

| declare that all of the above is true.

Submit appeal

e |f you need to amend the
email address shown,
click on the “Update
email” link to perform the
update. All notifications
will be sent by email.

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

e Click on “Submit appeal”
to submit the appeal
request.

Page 48 of 73



User guide for EP eService

Appeal for a Training Employment Pass
JOHN DOE (F1234567Z)

@ Appeal submitted successfully

Full nama JOHN DOE
FIN F12345672
Pass type Training Employment Pass
Application number A100123795376
Dats and time submitted 13 Apr 2023, 2:40pm (GMT +0800)
You will t2ceive an email acknowledgement with & summary of the appeal

3 waaks. but may be longer during pesk parlods or ffwa

y the appeal detals

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

What do you want to do next?

ement and fom

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

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

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

After you have
submitted an appeal
request and do not see it
on the myMOM Portal,
please refresh the page
after 15 minutes.
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16. Apply for a Training Employment Pass (TEP)

Before you apply, get these done

Check eligibility

Update company profile Prepare documents

Have docurments
wilh your Tra

a Iraining Employment P

application,

Things to note

= Ifthe candidate Is a foreign student, check on the list of acceprable institutions,

* Frocessing time for most applical

» We acrept payment by GIRD, Visa, Maztercard or Amex.

Start application

e Make sure you complete
the following before
starting the application
process:

v’ Ensure that the
candidate is eligible for
a TEP.

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

v’ Prepare the required
documents you need to

upload.
gl Docs for TEP

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

[;r:,-!»:of.-fF-arta\ > Quick Mer‘u] >

Apply for a Training Employment Pass

o

Identification

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

() Yes, candidate is currently working/studying/staying in Singapore
() Yes, candidate has worked/studied/stayed in Singapore in the past
O No

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

Continue

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

e Atanytime, you may
return to myMOM Portal
by clicking on the link at
the top left-hand corner of
the page, under the MOM
logo.
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Has the candidate ever studied, worked or stayed long-term (not as a
tourist) in Singapore?

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

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

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

O FN

() Waork Permit number

Continue

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

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

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

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

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

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

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

O FIN
() Work Permit number

() candidate can't remember both

Continue

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

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

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

What is the candidate’s FIN?

FIN

Continue

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

Which describes the candidate?

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

() Foreign student
() Foreign trainee
() None of the above

Continue

Select which category your
candidate belongs to for this
application.

Note: If the candidate has
held a TEP before, you cannot
apply for another one for the
same type of training.
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months

Save and continue

What is the pass duration you are applying for?

Most passes are granted up to 3 months.

Pass duration must be
between 1 month and 12
months.

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

oO———©o

Identification Application

> Candidate particulars

> Training details

> Work experience

> Educational qualifications

> Membership/professional details

> Candidate declarations

Apply for a Training Employment Pass

L]

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

a © when it is
successfully completed.

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

page.

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

v Candidate particulars

Travel document details

Exclude salutations

Alias (only if printed on travel document)

Date of birth

dd mmm yy

Sex
() Female
O Male

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

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

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

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

Malaysian

State/Province

Johore

Old Malaysian identity card number

New Malaysian identity card number

Malaysian identity card colour
O Blue
) Pink

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

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

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

Travel document type

International Passport

Travel document number @

Travel document issue date

01 Mar2020 [

Travel document expiry date

06 Feb2025 [

‘: Next ‘

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

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

Country/Region of birth

Malaysia

State/Province of birth

Penang

Country/Region of origin @
Singapore
Race

Chinese

Religion

Others

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

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

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

Yes () No

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

Mary Jane

Exclude salutations

Spouse 1D type
NRIC

() FIN

Spouse NRIC

‘ 512345677 ‘

Continue

e You need to provide more

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

Click on “Continue” to
proceed.

Vv Training details

Occupation and salary details

Occupation

Research Fellow X

Select an occupation that best matches
Fixed monthly salary
SGD 3,000
Basic salary and fixed allowances, excluding variables. Learn more
Basic monthly salary
5GD 3,000

Fixed monthly allowances
SGD O

Salary paid
Locally

(O Overseas

(O Both locally and overseas

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

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

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

Fixed monthly allowances
will be computed.

User guide for EP eService
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Training location
Primary training address
Postal code

038987

Block/house no.
7

Street name

TEMASEK EQULEVARD
Floor no. Unit no.

#01 - 01

Building name
SUNTEC TOWER ONE

(®) Add another training address

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

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

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

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

Yes () No

Singapore Food Agency (SFA) licence type
Food shop

(O Food stall

(O Cold drink shop

Upload licence

lﬁ Drag and drop or browse files.

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

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

Agency support

yYes (O No

Agency support 1

Name of professional body or vetting/accreditation agency

Singapore Medical Council W

Upload registration or support letter

Drag and drop or browse files.

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

(® Add another supporting agency

Continue

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

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

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

e Each agency can only be
selected once.

e Click on “Continue” after

you have completed this
section.
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~ Work experience

Include up to 2 most recent work experience.

(® Add work experience

Skip, no work experience to add

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

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

e If you have a work
experience to add, click

e Add work experience

Vv Work experience

Total work experience

years months

Relevant work experience

years months

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

Include up to 2 most recent work sxperience,
Work cxperience 1 must be the job detalls that the forcign s

Work experience 1

Hara of company

Pericd of erplayment

Feam T

Cantinue

mae Is currently warking st

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

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

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

e Click on “Continue” to
proceed.

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

Name of company

Country/Region of employment

Occupation
Start tyg
Period of employment
From To
dd mmmyyyy 55 dd mr yyy B3
Last drawn fixed monthly salary
SGD

Basic monthly salary + fixed m

owance. Learn more

Continue

f] Remove

“ Educational qualifications

Include up to 2 qualifications awarded to the candidate.

Things to note:

* Enter the details as they appear on the educational certificate,

Select the awarding institution from the matches suggested in the drop-down list whenever

possible. Otherwise, you must upload verification proof to confirm that the qualification is

genuine and was awarded by an accredited institution.

For non-English documents, please upload the original document with an English translated
copy. The translation can be done by a translation service provider.
This application will be rejected if any of the qualifications are doubtful or from an institution

that is unaccredited or not recognised by its country's education authorities,

@ Add a qualification

Skip, no qualifications to add

~ Educational qualifications

Include up to 2 qualifications awarded to the candidate.

Things to note:

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

Qualification 1 must be the course of study that the foreign student is currently pursuing.
Enter the details as they appear on the educational certificate.

Select the awarding institution from the matches suggested in the drop-down list whenever

possible. Otherwise, you must upload verification proof to confirm that the qualification is

genuine and was awarded by an accredited institution.

For non-English documents, please upload the original document with an English translated

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

This application will be rejected if any of the qualifications are doubtful or from an institution

that is unaccredited or not recognised by its country’s education authorities.

Qualification 1
Awarding institution ﬂ
Sta

ping to search...

(¥) Add another qualification

Continue

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

Q

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

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

Note: If the candidate is
applying TEP under the
“Foreign Student” selection, it
is mandatory to enter the
course of study they are
currently pursuing.
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If you cannot find the
awarding institution on the
list, click on “No matches

Qualification 1

Awarding institution o

Singapore International Universy & found. Use...” to use what you
E:wmea:‘tscir't;’e"s found. Use "Singapore International had keyed in instead.
Qualification 1 Your input will be displayed
awarding instituion @ once you have clicked on “No
Singapore International University X matches found. Use...”.

You will be required to upload
relevant documents, such as
verification proof.

Qualification 1
Awarding institution @

Singapore International University X

Country/Region of awarding institution

Singapore X

Qualification @

Bachelor's Degree X
Faculty
Business Administration x

Upload verification proof @

lﬁ Drag and drop or browse files.

Jpeg, png or pdf only. Total file size must not exceed 2MB.
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Did the candidate attend classes on campus?

OND

9:= Yes

Is the campus in Singapore?

OND

@ Yes

Mode of study
@) Full-time

O Part-time

Period of study
From Expected graduation date

Jan 2020 Dec 2023

Matriculation card number

T1234567

< the training attachment part of the candidate's course of study?

@) Yes O Mo
Mame of institution's contact person @

John Doe

Email of institution's contact person

John.Doe@testmail.com

(® Add another qualification

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

Q Neo

«, Yeao

Continue

Vv Educational qualifications

Include up to 2 qualifications awarded to the candidate.

Things to note:
Enter the details as they appear on the educational certificate.

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

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

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

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

Qualification 1
Awarding institution @

Start typing to search Q

(® Add another qualification

Continue

e Additional information is

required for the candidate
that is applying for a TEP
under the “Foreign
Student” selection.

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

Where applicable, tell us if
the candidate is currently
serving a Tuition Grant
bond with MOE.

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

Click on “Continue” to
proceed.

v Membership/professional details

(®) Add a society/organisation

Skip, no memberships to add

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

e You can declare up to 2

professional memberships
with
societies/organisations.

You can skip this section if
it is not applicable.
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~ Membership/professional details

e You can click “Remove” to

Travel document details

Full name [in the same ard

o apprarance a5 travel dorumant) Testing TER

dacurrant)

01 Jan 1570
Se Female
Narionality/Citizcship Australian

Iravel documant type Internatienal Passport

nclucde up to 2 most recent memberships with socsties fonganisations withie e past S years, delete the details added.
Society/organisation 1 0 Re
* Click “Add another
society/organisation” if the
F—— - candidate has more than 1
et bkt membership or
“ S e professional position to
AR B G A declare.
(*) Add ancther sooia . .
e Click on “Continue” to
proceed.
Continue
« Candidate declarations e You are at the last section
of Stage 2 when you see
(a) Has the candidate ever been refused entry into or deported from any country? ”Continue tO Summary"
:w Yes No
(b) Has the candidate ever been convicted in a court of law in any country? ° Ensure that you Check
O v N i i
= ? with the candidate before
(c) Has the candidate ever been prohibited from entering Singapore? ansWer'ng the quest|ons |n
OYes @ No this section.
(d) Has the candidate ever entered Singapore using a passport issued by a different country?
O Yes No e If you answer “Yes” to any
(e) Has the foreigner ever entered Singapore using a different name? Of the dec|aratlon5, yOU
O Yes No must provide information
(f) Has the foreigner ever been a Singapore Citizen or Singapore Permanent Resident? (as dEtaIIEd as pOSSIble)
O Yes (O No on it.
Continue to summary
peny ]2 AT S Emol p e You can review all the
ora lrainin, mployment Fass . .
PPy B EMPoY information entered for
Ignt:r'cs'.c\ .gplicst-:" S?mmary this application On the
summary page.
Identification [ tdt
e ke o e lorg e ot N e You can click on “Edit” if
i descrbes he candidsts? Foreign studens you need to make changes.
What is the pass duration yau are asslying ar? 12 manths You Wi“ be brought back to
Candidate particulars [#Fd the relevant section.
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Notification email

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

[, update email

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

Declaration

Please read and acknowledge the following:

e All data entered in this Application form is accurate.

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

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

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

a SingPass.

for him/her. | will produce this consent when requested by the authority.

EA personnel for this application.

Manpower to allow this candidate to enter Singapore subject to prevailing entry
requirements at the point of entry into Singapore.

S

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

Continue to payment

i, Download form summary (PDF. —100KB)

| have obtained written consent from the candidate to apply for a Training Employment Pass

The candidate has not used the services of a Singapore Registered Employment Agency or

| declare that should this Application be approved, | will make an application to Ministry of

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

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

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

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

>

myMOM Portal > Quick Menu
Apply for a Training Employment Pass

@ Application submitted successfully

Candidate’s full name Testing TEP

Candidate's FIN/Work Permit

number

Pass type Training Employment Pass
A110423809546

Application number

11 Apr 2023, 12:14pm (GMT +0800)
GIRO

Total amount $105

Payment reference number

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

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

need to e application details.

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

What do you want to do next?

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

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

After you have submitted
an application and do not
see it appear on the
myMOM Portal, please
refresh the page after 15
minutes.
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17. Request Renewal of a Dependant’s Pass (DP) or Long-Term

Visit Pass (LTVP)

1. Login with Corppass to ((( ey o
access myMOM Portal. '
= MENU
myMOM Portal
myMOM Portal allows business employers to centrally access eServices and view
transactions with one login.
@ Service is online
Click here to log in | e e Availabilicy
2. After logging in, you will == myMOM Portal g
be directed to myMOM
Welcome
Portal. e Gain o R e B
. Work passes
Click on ‘Work Passes’ tab
Your organization's workforce profile
DISTRIBUTION DISTRIBUTION DISTRIBUTION
OF LOCALS BY OF LOCALS BY Tots OF WORK PASS
“ AGE* e WAGE* 235 TYPE
3. Select the organisation Frrtles o
that you are transacting
for.
H H 1am transacting / viewing data for _ _ -
Select organisation =3
Application / Appeals Pending issuance ...  Existing/ Expired passes ...  Expiring passes ..  Advanced search
@ Loading...
4. Click on “Expiring passes’
tab. For the pass that you
need to renew, go to Application / Appeals (70)  Pending issuance (2) Click here Expiring passes (4)  Advanced search
'Select action” and click on ) m
‘Renew’. 3
Mame FIN Date of axpiry Pass type Submitted by Action
13 APR 2023 Dependant's Pass Select action -
View details
15 APR 2023 Long-term Visit Pass i
08 MAY 2023 Dependanl's Pass Click here RETEN,
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5. Alternatively, you may Start Transactions
also access renew
DP/LTVP by clicking on
“Go to Quick Menu”. For transactions related to Employment Pass, S Pass and passes for family members
Go to Quick Menu
6. Within Quick Menu:

i. Select Action “Renew a
pass”

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

iii. Enter the FIN

Select Action

iv. Click “Continue”

.
MINISTAY OF
{ ( MANPOWER

myMon Portal 3

Welcome, what would you like to do?

Start a transaction

| want to
Action

Renew a pass

For this pass

button.
Select pass type Dependant's Pass/Leng-Term Visit Pass

Enter FIN

Click here

For this foreigner

Fi

Continue

[ Logout

7. You will enter the starting

page for renewal of the
DP/LTVP.

Make sure you get these

done before starting the

renewal process:

v’ Submit renewal for the
main pass holder first.

v’ Prepare the required
documents.

Click on the “Start renewal”
button when you are
ready.

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

Before you start, remember to do this

Renew main pass

Renew the main pass as the duration of the
dependant's pass will be tied to that of the
main pass.

Things to note

« Processing time for most applications Is 3 weeks.

£5) Takes about 15 minutes to complete.

Click here start renewal

Prepare documents

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

dacument ready far upload,
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8.

Fill in the required fields in
the Dependant particulars
section.

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

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

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

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

Request renewal of a Dependant's Pass

o

Renewal

v Dependant particulars

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

Main pass holder's particulars

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

FIN

Ongoing transaction
Renewal

A\ The main pass holder's pass is expiring within 6 months. The dependant's pass, if
successfully renewed, will be granted the same duration as the current main pass. For a
longer pass duration, renew the main pass first before you renew the dependant's pass.

If the information differs
from our records, you will
be prompted to upload
the dependant’s travel
document. Please ensure
to upload a clear copy of
the travel document.

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

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

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

Dependant's particulars
Upload travel document photos 0O View upload guide

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

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

Date of birth

Sex

Female

Nationality/Citizenship

State/Province

Start typing to search... Q

Relationship to main pass holder
Legally married spouse

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

from the current pass is
retrieved and displayed. If
there is a change in the
dependant’s highest
educational qualification,
you may edit it.

Married
e |[f the dependant’s ame
relationship to the main Travel document type
pass holder has changed, International Passport
please apply for a new
DP/LTVP instead Of Travel document number @
renewing it.
Travel document issue date
e You may save a draft copy
. . . dd vy
of this request if you wish i S
to Continue anOther day Travel document expiry date
05Mar2030 [
Click here to continue Continue
. “ . ” > Highest educational qualification
10. Click on the “Continue 2 .
button to proceed to the > Dependant declarations
next section.
11. Existing qualifications [}

Renewal

> Dependant particulars

“ Highest educational qualification

Provide the dependant’s highest qualification attained.

Qualification

Click here to continue cornes

> Dependant declarations
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12. Ensure that you check

with the dependant
before answering the
guestions in this section.

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

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

Renewal

> Dependant particulars
> Highest educational qualification

v Dependant declarations

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

@ Yes (O No

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

(O Yes @ No

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

() Yes @ No

If you answered "Yes' to any of the questions, please provide details

(500 characters left)

Your declarations have changed

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

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

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

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

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

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

Request renewal of a Dependant's Pass

EP G3924643R (G3924643R)

—— 0

Renewal Summary

Dependant particulars [ Edit

Main pass holder's particulars

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

FIN

Ongoing transaction Renewal

Dependant's particulars

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

FIN

Date of birth 03 Jul 2017

Sex Male

Nationality/Citizenship Indian

State/Province Andhra Pradesh

Relationship to main pass holder Unmarried biological child under 21 years

Marital status Single

Travel document type International Passport

Travel document number

Travel document issue date 01 0ct 2022
Dependant declarations & it
a) Has the dependant ever been refused entry into or deported from No

any country?

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

¢} Has the dependant ever been prohibited from entering Singapore?

You must provide details if you have answered "Yes' to any of the
above questions. Please also explain why you have changed the
answer(s) as you have also previcusly declared 'Yes' for a) and c).

Notification email

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

No

No

A\ You have changed your answer for this question, it may affect the:

outeome of the renewal request,

Explain why you have changed the answer

We will send all notifications to

(&, Update email

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

Page 67 of 73



User guide for EP eService

14. Before submitting, Declaration
CO nfi rm a n d a CknOWI edge Please read and acknowledge the following:
the d eCl a ratiO n CI auses. + | am the registered user of this EP Online account and personally filled in the information in this

Renewal for a Dependant’s Pass and in any related appeals.
« | declare that the information in this Renewal for a Dependant's Pass and any related appeals is,
to the best of my knowledge, true and correct; and that all documents submitted in support for this

° YO ucan d own I oa d aco py Renewal, and any related appeals, are true copies of the originals.
« All data entered in this Renewal form is accurate.
Of th e renewa I req uest « All documents uploaded (if any) are correct, clear and complete.
. « With reference to this Renewal for a D 's Pass and resi in pore, the foreigner
summary when you click has given his/her consent to the Government of Singapore to obtain from and verify the
“ information with any person, organisation, or any other source for assessing the Renewal.
Download form « hav eplined 1ohe foreger it  SgPese ll ol rher o accass Govererar o

SU m ma r 2 services in Singapore, and | confirm that | have obtained the foreigner's consent for the Ministry
Y. of Manpower to share his/her personal details to the SingPass issuing agency in order for the
foreigner to apply for a SingPass account at a later time if he/she is eligible for a SingPass.

o | declare that | have informed the Main Pass Holder of this foreigner, that in relation to the

COVID-19 vaccination status of the foreigner, the Main Pass Holder will inform and ensure that
e You should also save a copy fon etan. anes, ihe el ik
the foreigner will adhere to all vaccination requirements, as set out in
Of th esu p po rtl n g https://www.mom.gov.sg/vac-reqmts
This is undertaken in accordance with the following where —the p g
documents that are of the Singapore Ministry of Health and Ministry of Manpower, or the Employment of Foreign
Manpower (Work Passes) Regulations 2012.
submitted with this To meet the requirements above, | declare that | have read the guidelines contained in

https:/iwww.mom.gov.sg/vac-reqmts.

renewal request.

| declare that all of the above is true.

Click here to submit Submit renewal

&, Download form summary

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

@ Renewal request submitted successfully

this acknowledgement Dependant's full name
page. Dependant's FIN
Pass type Dependant's Pass
e You will receive an email Renewal request number
from MOM to Date and time submitted 02 Jun 2022, 10:40am (GMT +0800)

acknowledge successful
submission of your
renewal request. A PDF

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

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

request summary will be T

attached in this email. You will be notified when there is an outcome or if we need more documents.

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

e If you do not see the
submitted renewal request
in myMOM Portal, please
wait for 15 minutes before
refreshing the page.
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18. Request Renewal of a Letter of Consent (LOC)

Before you start, remember to do this

Update organisation profile Prepare documents

B

Have these cocuments ready to upload with your renewal

organisation profile (e.g. turnover information
details) is up-to-date, atherwise, it may affect request,
the outcome of your renewal request,

Things to note

= Processing time for most renewals Is within 1 week for LTVP/LTVE= holders and 3 weeks for
DP halders.

Motification email
We will send all notifications ro wpdtest@mom._gov.sg
[ Update emai

Updating this emall address will affect notiflcations sent for all fransactions.

ier candidate o

[] 1 declare that | have obtained wiitten authorisation from the employe
Tl dld ave ronsented In

perfarm this

that the emplayer and/or i
writing to pre-till and display thelr data (including personal data) in this torm.

Start renewal

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

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

v’ Prepare the required
documents you need

to upload.

gl Docs for ICA-issued
LTVP/LTVP+ holders

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

Click “Start renewal”
when you are ready to
start your renewal
request.
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(1]

Renewal

v Candidate particulars

o

@ if the particulars displayed are different from those in the candidate’s current Long-Term Visit
Pass card (e.g. Name, Nationality/Citizenship), approach Immigration Checkpoints & Authority
(ICA) to update the record. You may preceed with this renewal request 5 working days after ICA
updated the information.

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

FIN

F12345677

Date of birth

01 Jan 1990

Sex

Male

Nationality/Citizenship

Malaysian

Continue

Renewal

v Candidate particulars

© |f the particulars displayed are different from those in the candidate’s current travel document
(e.g. Name, Nationality/Citizenship), submit a request to change the details. Please wait for our
reply before continuing with the renewal of this pass.

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

JOHN DOE
FIN
F1234567Z
Date of birth
01 Jan 1990
Sex

Male

Nationality/Citizenship

Malaysian

Continue

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

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

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

Occupation and salary details
QOccupation
Cook X

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

Fixed monthly allowances

SGD O
Salary paid
Locally
O Overseas

(O Both locally and overseas

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

e You may edit and
update the information
where applicable.

v Candidate declarations

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

(O ves () No

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

(O ves () No

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

(O ves () No

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

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

Your declarations have changed

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

Cancel Continue
J

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

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

Please click “edit” if you
need to make any changes.
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(] 2]

Renewal Summary

Candidate particulars

Request renewal of a Letter of Consent

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

You will be brought back to
the relevant section.

Singapore?

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

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

FIN F1234567Z

Date of birth 01 Jan 1950

Sex Male

Nationality/Citizenship Malaysian

Position details & &

Occupation and salary details

Oceupation Cook

Fixed monthly salary SGD 1,800

Basic monthly salary 5GD 1,800

Fixed monthly allowances SGD O

Salary paid Locally

Work location

Postal code 757437
Pass holder declarations [& Edit If you have confirmed

earlier that your

a) Has the pass holder ever been refused entry into or deported Yes

from any country? declarations have changed,
b) Has the pass holder ever been convicted in a court of law in any No H H H H H

iz it will be highlighted in the
¢) Has the pass holder ever been prohibited from entering No summary form.

Declaration Form

applicable), and uploaded with the renewal request.

Generate Declaration Form (PDF, ~350KB)

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

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

Uplead signed Declaration Form V1 Q- View upload guide

e C(lick “Generate

Declaration Form”

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

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

M ' guide” for tips to generate
i i and upload the declaration
form correctly.

Please upioad the

The Declaration Form must be signed by the candidate, employer and
applicable), and uploaded with the application

Please check that the information provided is correct before you gener

Generate Declaration Form

Upload signed Declaration Form V1

Declaration Form upload guide

& ”(((') S se

Declaration Form
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