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1.

1.1

13

14

Getting Started

When
The eService for users to perform transactions in myMOM Portal are as shown below.

Transaction When you can use myMOM Portal for it
Apply for an Employment Pass, S Pass,

Dependant’s Pass, Long-Term Visit Pass

Renew an Employment Pass or S Pass Currently

Issue or Cancel a pass (for all pass types,
except Work Permit)

Other transactions (e.g. renew a
Dependant’s Pass or Long-Term Visit Progressively

Pass)

What must be done

Ensure that your organisation’s users have access to the myMOM portal e-Service by
referring to this onboarding quide.

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

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

. Edge version 81 or higher

Getting Help and Giving Feedback

If you encounter problems or navigation issues while using the new e-Service, please refer to
the FAQs at www.mom.gov.sg/eservices/services/apply-for-a-new-ep-and-s-pass.

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

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

2.1
2.2
2.3

Log-in: Corppass and myMOM Portal

Log in to 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.

lllustrations and Highlights

Remarks

({

= MENU

MINISTRY OF
MANPOWER

@ > eServices >

myMOM Portal

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

@ Serviceis online

40 Log in with CorpPass Availability

24 hours

e Log in with Corppass to

myMOM Portal.

'((('\_z':n'.:;;.“.‘

myMOM Portal B Logout

Welcome

55 was on 10 Mar, 2020 a2 41 6pm (Singapare Scandaed Timel.

Jverall  Work passes

Your organization's workforce profile

DISTRIBUTION DISTRIBUTION DISTRIBUTION
OF LOCALS BY OF LOCALS BY Tota OF WORK PASS
+ +
AGE WAGE 235 TYPE
1820 Lessthan Employmen
= years i 32,000 = na:; :

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

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

Work Passes

Home

@

Home / Work Passes

Work Passes

Note: If you have just submicted an EP or § Pass application, please refresh this page after 15 minutes for the application to be shown in the dashboard.

Application  Appeals Pending issuance Existing / Expired passes .. Expiring passes ..  Advanced search

Loading...

Select the organisation
that you are transacting
for.

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

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

lllustrations and Highlights

Remarks

Before you apply, get these done

Check eligibility Update company profile

Check if the candidate Erewre wour compary profile

qualifies for an Employment (g
Pass k ing the

date, rwisa, it may affact
the cutcome of your

applicaticn

Iweeks,

{7) Takes about 30 minutes to complete

Start application

Prepare documents

E]

Havi docwsments ready to
upload with your
Erpdoyment Pass [#] o
5 Pass [) application.

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

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

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

v’ Prepare the required
documents you need

to upload
gl Docs for EP
gl Docs for S Pass

e Click I Saaesiestion . when
you are ready to start.
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3.2 Application (Stage 1)

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

3.2.2 Youcannot save draft while at Stage 1.

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

Sample Questions / Fields

Remarks

(

MOMPortal » Work Passes )]

Apply for an Employment Pass or S Pass

@ Application (Stage 1)

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

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

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 no.?

@ 7 the candidate has both FIN and Work Permit no., please enter the FIN.

QOFIN

O Work Permit no.

Continue

e You can use the
Singapore?
gap breadcrumbs at the top of
O Yes, candidate is currently working/studying/staying in Singapore
. _ o . the page to return to
o Yes, candidate has worked/studied/stayed in Singapore in the past
O o myMOM Portal.
O Mo, but candidate has a Foreign Identification Number (FIN) issued by Singapore
Continue
(only for Employment Agencies acting on behalf of client) )
myMOMPortal > Work Passes > e For Employment Agencies,
ou will also be prompted to
Apply for an Employment Pass or S Pass y D€ promp
enter your client
organisation’s UEN.
Which client are you transacting for?
Employing company UEN
Continue
e After each question is

answered, you will be shown
a summary view.

You will be shown the next
question to be answered.
FIN or Work Permit number
is mandatory if the
candidate is currently
working/studying/staying in
Singapore.
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e |[f the candidate had

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

Singapore? previously
A S I worked/studied/stayed in
Singapore but is unable to
What is the candidate's FIN or Work Permit no.? recall the FIN or Work
@ 1t canidate s oth FN and Work Permitns lesse enter he FIN. Permit number, you can

select “Candidate can’t

QFIN ”
remember both”.

O Work Permit no.

O Candidate can't remember both

Continue

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

No, but candidate has a Foreign Identification Number (FIN) issued by Singapore H
already been issued.

What is the candidate's FIN?

FIN

Continue

e |[f the candidate is a partner,

Is the candidate a partner, sole proprietor or director of any Singapore-registered . .
P prop Y SIngapore-reg sole-proprietor or director

company?

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

Whichpass arejyed applying for? (see information in the blue

@ The candidate cannot hold an S pass as a director, sole proprietor or partner of any Singapore- banne r) .

registered company, but can hold an Employment Pass as a director of a Private Limited
Company or partner of a Limited Liability Partnership.

@ Employment Pass only $105

Continue
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Occupation

Manager, Administration

Company name

ABCD PTE LTD

Gross monthly salary range

SGD 3,300 - SGD 6,300

Job posting expiry date
09 Jan 2020

e |Ifyou are applying forans
. . ” -
Which pass are you applying for? Pass, you will not be able to
SPassonly select CPF submission
numbers if the business
activity has not yet been
Select the business activity the candidate will be employed under Y y
declared.
o Only CPF submission numbers with a declared business activity can be selected.
Find out how to declare your business activity Z .
Company CPF Business activity
Name submission
no.
O MINISTRY OF T - E GOVERNMENT
MANPOWER ADMIN
[ }
Continue
e Pass duration must be
What is the duration of pass applied for? ® between 1 month and 5
years.
5 years 11 months
e |f you see an error message,
L B eed the maximum p 1 of please rectify the error
before you can continue.
e You can mouse over the @
Continue for useful information or tips
related to the question.
Tell us about your job advertisement. e If you are applying for an EP
Job posting ID orS I.Dass, you neec.j to
provide a Job posting ID as
MCF ~ - 2020 - 1234567 .
part of the Fair
D | do not need a job advertisement. Learn more E Consideration requirements'
e The job ad details displayed

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

I do not need a job advertisement.

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

O Yes @ No

A\ Your application will likely be rejected unless the hiring company or job is exempted from the
Jobs Bank advertising requirement.

Save and continue

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

You will see a warning

message on Fair

Consideration

requirements while

applying for an EP or S Pass,
if:

o You do not have a valid
job posting ID.

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

What is the duration of pass applied for? @

2 years 0 months

Tell us about your job advertisement.

| do not need a job advertisement.

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

QYes @ No

A\ Your application will likely be rejected unless the hiring company or job is exempted from the
Jobs Bank advertising requirement.

Save and continue

/7 Edit

/' Edit

e You may edit previous

questions by clicking 7"

e You are at the last question

of Stage 1 when you see the

Save and continue
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3.3 Application (Stage 2)

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

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

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

English translation.

3.3.3 Youcan save draft when in Stage 2

Sample Questions / Fields

Remarks

(((' S ES
App|y 'or an Employment Pass or S Pass

€ Aopiication (Stage 1) @Apphcatmn[SEagezl
> Job advertisement and recruitment efforts
> Position details
> Candidate particulars
> Work experience
> Educational qualifications
> Membership/professional details

> Candidate declarations

e Youwillseeuptoa
total of 7 sections in
Stage 2.

e The first section will be
expanded for you.

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

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

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

Tell us how you advertised for this position

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

Trade publications/magazines

Others

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

Continue

e Click after you
have completed this
section.

e The next section (top-
down order) will be
expanded for you once
you have successfully
completed any section
in Stage 2.
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@ Application (Stage 1) — @ Application (Stage 2)

> Job advertisement and recruitment efforts
v Position details
Occupation and salary details

Occupation

Manager, Administration

Each section will be

marked with a ©

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

Fixed monthly salary
SGD 6,000

"
Basic monthly salary
SGD 600

Fixed monthly allowances

SGD 5,400

Salary paid

@ Locally

O Overseas

O Both locally and overseas

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.

Work location
Postal code
038987
Block/house no.
7.

Street name

TEMASEK BOULEVARD

Floor no. Unit no.

Building name

SUNTEC TOWER ONE

Work location: Enter
the postal code of the
candidate’s workplace.
The address will be
retrieved automatically
(Building name may
not be shown) and you
can enter the floor and
unit number, if
applicable.
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Is the premises (at the above address) a food establishment?

@ Yes O No

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

O Food stall

O Cold drink shop

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

Agency support

Is this application supported by any relevant professional bodies or

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

Singapore Medical Council v

Upload registration or support letter

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

o Add another supporting agency

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

Each agency can only
be selected once.

Deployment details

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

@ Yes o No

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

@ Yes O No

Client company UEN

Client company name

MINISTRY OF MANPOWER

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

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

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

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

@ Yes O No

Employment agency licence number

14C6050

Employment agency name

BEST EMPLOYMENT AGENCY

Continue

foreigner and application of
the work pass of the

foreigner

Continue
Click after
you have completed
this section.

v Candidate particulars

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

Kevin

Alias (only if printed on travel document)

Date of birth

05Jan1970 [

Sex
O Female
® Male

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

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

Nationality/Citizenship

Malaysian X

State/Province

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
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Travel document type

International Passport "

Travel document number ()

Travel document issue date

01Mar2020 [&]

Travel document expiry date

06Feb2025 [5]

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
guestions will be asked
after you have clicked
“Next”.

Travel document expiry date

06Feb 2025 [5]

Country/Region of birth

Malaysia X

State/Province of birth

Penang X

Country/Region of origin (0

Singapore X
Race

Chinese X
Religion

Others -
Marital status

Married v

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

Marital status

Married -

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

@ Yes O No

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

Sisley

Spouse 1D type

@® NRIC
QO FIN

Spouse NRIC

S2000000A

You need to provide
more information if the
candidate is married
and his/her spouse is a
Singapore Citizen, PR,
or work pass holder.
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~ Work experience

Total wiork experience

PRars monthe

Relevant work experience

PEAME monthe

. B 7’
Candidate’s contact details * Provide the candidate’s
personal contact
Email . .
details and click
kevinxyz@gmail.com
Continue
to proceed.
Singapore mobile number (optional)
+65
Enter v if the ndidate has a local § pore mber
Continue
. e Youcanaddupto?2
v Work experience . P .
sets of information
under “Work
Include 2 most recent work experience. experience”.
e You can skip this part if
© Add work experience the candidate does not
have any work
experience — click
Skip, no work experience to add
Skip, no work experience to add
5 . e [f you have a work
experience to add, click
o Add work experience
e You will need to

indicate the
candidate’s length of
total and relevant work
experience, if you are
adding a work
experience.
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Include 2 most recent work experience

Work experience 1

Name of compary

Cauntry/Ragian of emplayment

0 Remove

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

Click “Add another

e = work experience”, if
Pm— o applicable.
o If the candidate is
T currently still working
(e In the company, tick
——— “Candidate’s current
position” — You do not
need to indicate a “To”
date.
i i Click “Continue” to
proceed.
Continie
Work experience 1 If you have declared
Name of company (Stage 1) that the
candidate is currently
Country/Region of employment Worklng for an
overseas
. branch/affiliate or
e subsidiary of the
employing company,
Period of employment you will need to fill in
m,”,,n, 7 , his/her current
IR - P employment details
and upload an
st dravm fxed monthly setary organisation chart.
ore [

o Upload the employer's organisation chart showing the
candidate’s position, as proof that he/she is an intra
corporate transferee.

Upload organisational chart
& vrag al
4
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Vv Educational qualifications

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

* Diploma and above qualifications declared to MOM will have to be supported wit
Dipl d above qualif declared to MOM will h be supported with
verification proofs to confirm their authenticity.

Enter the details as they appear on the educational certificate and the verification proof.

For an awarding institution not found in the list, you must provide, from a background

ompany:

i. Verification proof of authenticity of the educational qualification, and

ii. The awarding institution’s a jitation status.

For a 'degree equivalent’ professional qualification, please select the recogn

sed qualif
sed qualifi

level.

For selected professional occupations (e.g. healthcare), verification proofs from Singapor

professional bodies are also accepted.

If you are applying for 'S Pass only":

* Enter the details as they appear on the educational certificate. If a verification proof is
required, enter the details as they appear on the educational certificate and the verific
proof.

* For an awarding institution not found in the list, you must provide, from a background
screening company:

i. Verification proof of authenticity of the educational qualification, and
ii. The awarding institution's accreditation status.

(® Add a qualification

Skip, no qualifications to add

e's

ation

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

e You can skip this
section by clicking

Skip, no qualifications to add If
you do not wish to
declare any of the
candidate’s
qualifications.

Qualification 1
Awarding institution @
national university ofslngapore| X

National University Of Singapore (NUS)
Yale Mus College Of The National University Of Singapore

None of the above. Use "national university of singapore”

Continue

G Remaove

e Type the awarding
institution name
exactly as stated in the
educational certificate
or verification proof.

Qualification 1
Awarding institution @

National University Of Singapore (NUS)

e Click on the awarding
institution as it appears
on the list.
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Qualification 1

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

Qualification @

Bachelor's Degree X
Faculty
Accountancy X

Verification method
(O Background screening company

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

() Digital certificate verified through OpenCerts portal

Learn more about the verification methaods.

Did the candidate attend classes on campus?

() Yes () No

e You will be required to

upload verification
proof based on the
verification method
you have selected.

If your awarding
institution is not on the
drop-down list, you will
need to submit
verification proof from
a background
screening company.

Qualification 1

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

Qualification @

Bachelor's Degree X
Faculty
Accountancy X

Verification method
Background screening company

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

() Digital certificate verified through OpenCerts portal

Learn more about the verification methods.

Verification reference number

Enter the reference number found on the verification proof.

Upload verification proof from background screening company

Drag and drop or browse files.

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

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

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

Qualification @

Bachelor's Degree X
Faculty
Accountancy X

Verification method
(O Background screening company

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

(O Digital certificate verified through OpenCerts portal

Learn more about the verification methods.

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

Drag and drop or browse files.

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

Did the candidate attend classes on campus?

O vyes (O No

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

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

Qualification @

Bachelor's Degree X
Faculty
Accountancy X

Verification method
(O Background screening company

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

(@ Digital certificate verified through OpenCerts portal

Learn more about the verification methods.
Upload digital certificate

Drag and drop or browse files.

OpenCerts only. Total file size must not exceed 2MB.

Did the candidate attend classes on campus?

O Yes (O No

e |f you have selected
“Digital certificate
verified through
OpenCerts portal” as
the verification
method, then upload
the digital certificate in
OpenCerts format.

Qualification 1

Awarding institution @

National University Of Singapere (NUS) P

Country/Region of awarding institution

Singapore
Qualification @

Bachelor's Degree X
Faculty

Accountancy X

Verification method
®) Background screening company

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

O Digital certificate verified through OpenCerts portal

Learn more about the verification methods.

Verification reference number

Enter the reference number found on the verification proof

]j Remove

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

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

e Where applicable, tell
us if the candidate is
currently serving a
Tuition Grant bond
with MOE.
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Upload verification proof from background screening company

l_. Drag and drop or browse files.

Jpeg, png or pdf only. Total file size must not exceed 2MB.
Did the candidate attend classes an campus?
@ Yes (O No

Is the campus in Singapore?

@ Yes (O No

Mode of study
@ Full-time
() Part-time

Period of study

From To

Feb 2000 ] Feb 2002 ]

(® Add another qualification

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

() Yes @ No

Continue

v Membership/professional details

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

e Add a society/organisation

Skip, no memberships to add

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

v Membership/professional details

Include 2most recent memberships with societies/organisations with the past 5 years
Society/organisation 1 8 Remove
Society/organisation

The Chartered Institute of Marketing (CIM)

Position held

Associate v

Period held

From To

01Mar2020 [ 18Mar2020 [

O Candidate is currently a member

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

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

Click “Continue” to
proceed.
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v Candidate declarations

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

O Yes @ No

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

O Yes @ No

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

QOvYes @®No

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

QOYes @ Neo

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

QOYes @ No

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

OYes @ No

Continue to summary

Reportvulnerability Termsofuse Privacy policy Contactus

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

Continue to summary

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

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

3.4

3.4.1
3.4.2
3.4.3

Summary

You can review all the information entered for the application here and edit if necessary

You can download a copy of the application details
You need to confirm and acknowledge the declarations

| Sample Questions / Fields
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((( bR B togoun
iyMOMPortal ¥ WorkPasses »

Apply for an Employment Pass or S Pass

© ~ppiication stage ) — @) Appiication (stage 2] — @ Summary

Application summary £ Edit

Has the candidate ever studied, warked or stayed long-term [not as a No

tourist) in Singapore?

Isthe candidate 3 partner, sole propristor or director of ary Singapore-  No

registered company?

Which pass are you applying for? Employment Pass only

e duration of pass applied for? 2years Omanths

Ido not need 2 job advertisement.

idate currently working for a branch, affiliate or subsidary of No

ying compary?

Job advertisement and recruitment efforts 7 it

Tell us how you advertised for this position

Select up to 3 recruitment channels you have used + Newspaper

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

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

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

Notification

Confirmation

| wish to confirm that

Continue to payment

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

e You need to confirm and
acknowledge the
declarations.

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

¥ Download form summary as PDF

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

3.4.4 Payment & Acknowledgement

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

with EP Online) or credit card (Amex, Mastercard or Visa)
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3.4.6  You will receive an email from MOM to acknowledge successful submission of your
application. A PDF copy of the application summary will be attached in this email for your

reference.

Sample Questions / Fields

Remarks

Candidate's full name

Candidate's FIN/Work Permit no.

Application no

Date and time of application
Payment mode

Total amount paid

Payment reference number

Processi

verify the application details

You will be notified when there is an outc

What do you want to do next?

@ Application submitted successfully

kelvin

Employment Pass or S Pass
A290520502601

29 May 2020, 1:23pm (GMT +0800)
Visa/Mastercard

$105

20502601

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

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

ome or if we need more documents.

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

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

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

@ Application subi

Candidate's full name
Candidate's FIN/Work Permit
Pass type

Application no.

Date and time of application
Payment mode

Total amount paid

Payment reference number

You will receive an email acknowl

essing time usually tak

P4 verify the application details.

Rate your transaction

You will be notified when there is

2 3 - 5

o

ERY SAT

SFIED

What do you want to do n¢

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

e Onceyou are
logged out, you
would need to log
in through myMOM
Portal to access the
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" EP & S pass
MANFOWER myMOM Portal
(((\ 4 application eService
again.

°
oy MINISTRY OF
( MANPOWER

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

Continue to browse our website for more information.

Go to MOM Website
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4. Apply for a Dependant’s Pass/Long-Term Visit

Pass

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

Screenshots

Remarks

myMOM Portal > Quick Menu >

Before you apply, get these done

Prepare
documents

E— =
E—r -

Check if the family
member is eligible for a
Dependant’s Pass or

Check eligibility

Have documents ready
to upload with your
Dependant's Pass o

Long Term Visit Pass Long Term Visit Pass

application

Things to note

* Processing time for most applications is 3 weeks.
+ We accept payment by GIRO, Visa or Mastercard.

t 30 minutes to complete

Start application

* The duration of the pass will be tied to that of the main pass holder.

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

Fulfil vaccination requirements
(Foreign-born child)

(o)

Aforeign-born child aged 12 If the child is holding a long

years old or below will need term pass (e.g. Student's
Pass issued by the

Immigration & Checkpoints

Authority), upload a copy of
the pass instead

a Verification of Vaccination
[7 from the Health
Promotion Board.

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

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

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

v’ Prepare the required
documents you need

to upload

gl Docs for DP
gl Docs for LTVP

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

° Cllck Start application When
you are ready to start

€ Takes about 30 minutes to complete.

Start application

(only for Employment Agencies acting on behalf of client)

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

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

Screenshots

Remarks

»

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

o

Identification

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

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

FIN or Application number again 15 minutes later.

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

o e If the application or
Application number renewal had jUSt been
submitted, try again
(@ There 1 no recort found. f n pplcation was fust made fort after 15 minutes.
Continue
I ; QeI 5 e |f the main pass holder’s
A or a Dependant's Pass/Long Term Visit Pass . .

PPy P & record displayed is not
. the latest, please wait
Identification

for 15 minutes and try
What is the main pass holder’s FIN or application number? .
again.
8 FIN
Application number
e If the application for the
Dependant’s Pass is
Name of Mainpass Holder approved, its expiry date
S will be the same as the
Date of sppication main pass holder’s.
29 Nov 2018
e e If the main pass holder’s
application is still in
progress, the validity of
the Dependant’s pass

The date of expiry of the dependant's pass, if will be ca pPEd to the

ted, will be tied to the main pass . . .

Sy validity of the main pass

Date of expiry @ appl'ed for
29 Dec 2021
‘ @ fan application has just been made for the main pass holder, please check that the ° Please check all

information before
proceeding.
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4.3 Stage: Application

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

4.3.2 You may be asked to upload relevant documents in the respective sections. Please note that:
a. Documents should be clear, complete, and correct. If not, you may be asked to

resubmit them.

b. Each document upload should be less than 2MB in file size.
c. Documents that are not in English should be submitted together with an official

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

Screenshots

>

Apply for a Dependant's Pass

o o

Identification Application

Passport application details

2d proof of passport application @

Drag and drop or browse files
| Jpes. ¢ y. Total file si

dpltvp

16 Jun 2021

Female

@ Male

v Dependant particulars (/]

e Each section will be

e You may save draftin
Application stage by
clicking the “Save
Draft” button at the
top right-hand corner
of the page

e Atanytime, you may
return to myMOM
Portal by clicking the
link on the top left-
hand corner of the

page

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

méobForai'y. quekivéen 3 aged 12 years old and
Apply for a Dependant's Pass

below:
Last saved at 15 Jun 2021 4:57pm | Save draft
Appucation e You need to fulfil
> Dependant particulars o Health Promotion
7
v Health Promotion Board's (HPB) vaccination requirements ] Boal’d S (HPB)
vaccination
@ Foreign-born children aged 12 years old and below must submit proof of vaccination or
evidence of immunity for diphtheria and measles to the Health Promotion Board (HPB). .
requirements by
The child must be issued the Verification of Vaccination Requirements (VR) document
(7 before you can apply for a DP / LTVP. For assistance, you may contact HPB at 1800- provi d ing e|th er:

2231313 (locally) or +65-62231313 (from overseas).

v’ valid HPB
HPB reference number @
NIR 20181228 00s8TN @ reference number’

[] The dependant does not have a HPB reference number

or
— v’ other necessary
ontinue
information if the
> Proof of relationship @
dependant does
> Dependant declarations [ ]
not have a HPB
reference number.
e You will see a
myMOM Portal > Quick Menu >

document upload
Apply for a Long Term Visit Pass P

feature if we need you

Last saved at 23 Jun 2021 1:50pm ( Save draft
o——©
Identification Application d ocume nt
> Dependant particulars Q E:DOCS tor DP
> Highest educational qualification o /' Docs for LTVP
\ Proof of relationship [ ]
For non-English documents, you must submit the original document and an English translation.
The translation can be done by a translation service provider.
Upload main pass holder's birth certificate
5 Drag and drop or browse files.
2MB.
Continue
> Dependant declarations ®
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Portal > QuickMenu >

Apply for a Long Term Visit Pass

v e—

Identification Application

> Dependant particulars

> Highest educational qualification
> Proof of relationship

v Dependant declarations

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

Yes ® No

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

) Yes ® No

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

Yes ® No

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

®) Yes No

(e) Has the dependant ever entered Singapore using a different name?

®) Yes No

() Has the dependant ever been a Singapore Citizen or Singapore Permanent Resident?

®) Yes No

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

Sample details

(486 characters left)

Continue to summary

5:13pm | Save draft

e 0 o

In the Dependant
declarations section,
please check with the
applicant before you
answer the questions.
If you answer “Yes” to
any of the
declarations, you
must provide
information (as
detailed as possible).

4.4 Summary

4.4.1
4.4.2
4.4.3

You can download a copy of the application details.

You must confirm and acknowledge the declarations.

You can review all the information entered for the application here and edit, if necessary.

Screenshots

Remarks

nyMOM Portal > Quick Menu

Apply for a Dependant's Pass

[ o o
Identification Application Summary
Identification

What is the main pass holder’s FIN or application number? [
How is the dependant related to the main pass holder? Unmarried biological child under 21 years
What is the dependant's date of birth? 09 Jun 2021
Is the dependant born in Singapore? No

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

Dependant particulars

Travel document details

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

o Pleaseclick ¥ "
need to make any
changes. You will be
brought back to the
relevant section.

if you
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e You must provide a valid

Notification

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

Email

a@g.com

Declaration

Please read and acknowledge the following:

= | am the registered user of this EP Online account and personally filled in the information in
this Application for a Dependant's Pass and in any related appeals.

o | declare that the information in this Application 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 Application, and any related appeals, are true copies of the originals.

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 a Dependant's Pass and residence in Singapore, the
foreigner has given the 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.

« I have explained to the foreigner that a SingPass will help him/her to access Government e-
services in Singapore, and | confirm that | have obtained the foreigner's consent for the
Ministry 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
aSingPass.

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

I declare that all of the above is true.

Continue to payment

L, Download form summary as PDF

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

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

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

¥ Download form summary as PDF .

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

4.5

4.5.1

4.5.2

Payment & Acknowledgement

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

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

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

reference.

Screenshots

Remarks

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

page.

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

e You are encouraged to
download and save a
copy of the
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Portal > Quick Menu >

Apply for a Long Term Visit Pass

@ Application submitted successfully

&, Download acknowledgement and
Dependant’s full name dpltvp dependant summary as PDF
Dependant’s FIN/Work Permit
number
Pass type Long Term Visit Pass
Application number A230621500000
Date and time of application 23 Jun 2021, 1:51pm (GMT +0800)
Payment mode Visa/Mastercard
Total amount paid $105
Payment reference number 95a498d7f50c41

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

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

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

What do you want to do next?

e Go to myMOM Portal
* Go to Quick Menu

o For more information, please visit MOM website

acknowledgement and
summary as PDF.

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

5.1 How to apply for a Letter of Consent

Screenshots

Remarks

yMOM Portal ' Quick Menu >
Apply for a Letter of Consent
[ |

Before you start, remember to do this

Check eligibility Update company profile

Check if the Long-Tern

(LTVPILTVP+) or s

holder can work in Singapore with a
Letter of Consent

etails) is up-to-date, otherwise, it
may affect the application

Things to note

and be approved before applying for a Lettes

» If you are appointing an E:

ther company to your Board of
Directors, apply for a Letter of Consent

week for LTVP/LTVP+ holders and 3 weeks for

« Processing time for most applications is within
DP holders

« There is no application fee

20 minutes

Start application

« Eligible Dependant’s Pass holders who wish to operate a business need to first submit a request

Prepare documents

[®]

Have these documents ready to
upload with your application

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

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

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

v’ Prepare the required
documents you need

to upload

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

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

e Click I Saaesliestion ' when
you are ready to start
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5.2 Stage 1: Identification

Screenshots

Remarks

Apply for a Letter of Consent
| l

You need to enter a
valid DP or ICA-issued
LTVP/LTVP+ FIN.

Apply for a Letter of Consent
|

Identification

What is the candidate's Foreign Identification Number (FIN)? [& Edit
G1234567Z

Is the candidate applying to work in a restricted occupation?

notification. For resiricted occupations, employers would need o apply for a Letter of

@ Pre-approved Letter of Consent (PLOC) holders can start work after submitting a PLOC
Consent

() Yes @ No

o The candidate has a Pre-approved Letter of Consent (PLOC) to work in @ non-restricted
occupation. Please submit a PLOC notification instead

Save and continue

o e Candidate whois a DP
Identification holder and wishes to
operate a business will
What is the candidate's Foreign Identification Number (FIN)? .
need to submit a
FIN
req for
G1234567Z equest before
applying for LOC.
o Dependant’s Pass holders will need to apply for an Employment Pass, S Pass or Work Permit
if they wish to work in Singapore. Eligible Dependant’s Pass holders who wish to operate a
business need to first submit a request and be approved before applying for a Letter of
Consent
Continue
e |[fthe candidateis a

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

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

5.3.2 You may be asked to upload relevant documents in the respective sections. Please note that:
a. Documents should be clear, complete, and correct. If not, you may be asked to

resubmit them.

Each document upload should be less than 2MB in file size.
c. Documents that are not in English should be submitted with an official English

translation.
5.3.3  You can save your draft in the Application stage.

Apply for a Letter of Consent

l

|

@

Identification

124

Application

> Candidate particulars

> Position details

> Work experience

> Highest educational qualification

> Candidate declarations

Screenshots
e You may save draftin
P Asingapore Government Agency Website
; Application stage b
((( piiss s @ oot Pp. ge by
clicking the “Save draft”
> Quick Menu >

button at the top right-
hand corner of the

page.

e Atanytime, you may
return to myMOM
Portal by clicking the
“myMOM Potal” link on
the top left-hand corner
of the page.

e Each section will be

marked with a © when
all relevant fields are
completed.
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e Ensure that the
v Candidate particulars candidate’s particulars
are entered correctly.

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

tan ah kow
Excluge salutations o If the candidate’s
Date of bitn particulars differ from
01Jan 1900 (5 our records, please
notify MOM or ICA to
58 Female update the particulars
Male before you proceed
Natonalty/Citzensnip with the application.
Australian X

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

Continue

v Candidate particulars

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

Exclude salut

Date of birth
01Jan19%0

Sex

() Female

®) Male

Nationality/Citizenship

Australian

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

Continue
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yMOM Portal > Quick Menu >

Apply for a Letter of Consent

(4 ©

Identification Application

> Candidate particulars

> Position details

> Work experience

> Highest educational qualification
v Candidate declarations

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

Yes @ No

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

® ves No

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

O vYes @ No
If you answered Yes'©o any of the questions, please provide dezails

This s a test declaration]

(474 characters left)

Continue to summary

e Inthe “Candidate

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

o If you answer “Yes” to

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

5.4 Summary

5

4.1

You can review all the information entered for the application here and edit if necessary.

5.4.2  You can download a copy of the application details.
5.4.3 You must confirm and acknowledge the declarations.
Screenshots Remarks
4> quikiiems > o Pleasedlick ¥ " if

Apply for a Letter of Consent
| |

o © ©

Identification Application Summary

Identification

What is the candidate’s Foreign Identification Number (FIN)?

Candidate particulars

]

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

Nationality/Citizenship

Position details

]

21)ul 1982
Female

Malaysian

Occupation and salary details

you need to make any
changes. You will be
brought back to the
relevant section.
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e C(Click “Generate
Declaration Form”
o Youwill need to

Declaration Form

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

Please check that the information provided is cerrect before you generate the Declaration Form. re_ge ne rate the

declaration form if
you amend the
candidate’s
particulars,
occupation or
salary.

Generate Declaration Form

Upload signed Declaration Ferm V1 Q- View upload guide

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

signatures.
A T e Click on “View upload
guide” for tips to

Declaration Form

Declaration Form

generate and upload
\l/ the declaration form

correctly.

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

Ve o o 13308670141 ORCLARKPON FORY

wh
~

Declaration Form
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Notification

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

u pravide must belang te a user authorised to fransact

for your company.

Email

Declaration

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

appeals is, to the be:

in suppert for thi

By submitting this application on behalf

pertaining

n for Letter of G

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

ed by my client.

entered in this Application form is accurate

tion.
® | declare that | have obtained written co

perform this transaction. | will produce

ould this Application be appr

* | declare that | have informed client tha

required to make applic Manpawer to allow this cand

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

] I declare that all of the above is true.

Submit application

b, Downlosd form summary as PDF

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

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

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

#* Download form summary as PDF

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

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

reference.

Screenshots

Remarks

\ |
Apply for a Letter of Consent

@ Application submitted successfully

Candidate’s full name
Candidate's FIN
Pass type

Application number

Date and time submitted

KELVIN TAN

G1234567Z

Letter of Consent

A150222862779

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

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

Processing time for most applications is within 1 week for LTVP/LTVP+ holders and 3 weeks for
DP holders. It may take longer during peak periods or if we need to verify the application details

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

What do you want to do next?

d summary

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

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

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

e You may return to
myMOM Portal to
submit another
application or perform
another transaction.
Else, to log out of the
eService, click the “Log
Out” button at the top
of the page.
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6. Renewal Request for Employment Pass (EP) & S pass

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

lllustrations and Highlights

Remarks

Before you start, remember to do this

Check eligibility

= i

Update company profile

RE

Check if the candidate qualifies for Ensure the company profile (e.g.
an Employment Pass or S Pass by turnover information and contact
taking the Self-Assessment Toal details) is up-to-date, atherwise, it

may affect the renewal

Things to note

* Processing time for most renewals is 3 weeks.

Start renewal

Prepare documents

Have dacurments ready to upload

with the Employment Pass or S P

renewal.

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

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

v’ Prepare the required
documents you need
to upload.

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

e To perform any of the
following transactions,
please wait for at least
20 minutes after
submitting this renewal
request.

- Apply for new
DP/LTVP using
myMOM Portal

- Renew DP/LTVP
using EP Online

6.2 Renewal Request (Stage 1)

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

Sample Questions / Fields

Remarks
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myMOM Portal > Quick Menu >

Request for renewal of an Employment Pass

JOSEPH JACKSON JUNIOR (F1234555X)

o

Renewal (Stage 1)

How long would you like to renew this pass for?

years | ‘ months

Most passes can be renewed for up to 3 years. If the renewal is approved, the period granted may be shorter
than what you have indicated.

Save and continue

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

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

e You may also click on the
“Save and continue”
button to navigate to the
next stage.

6.3 Renewal Request (Stage 2)

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

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

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

Sample Questions / Fields

Remarks

o @

Renewal (Stage 1) Renewal (Stage 2)

v Candidate particulars

© 7 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.

Upload travel document photos Q- View upload guide

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

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

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

e |[f your travel
document details has
changed, please enter
the latest
information.

e You will need to enter
the Travel document
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Sample Questions / Fields Remarks
Full name (in the same order of appearance as travel document) issue date if it is
JOSEPH JACKSON JUNIOR blank

FIN
F1234555X

Date of birth
02 Mar 1975

Sex
Male

Nationality/Citizenship
Belgian

Travel document type

International Passport v

Travel document number @)

AXKXXT777

Travel document issue date

dd mmm yyyy £

Travel document expiry date

22 Aug 2023

Continue

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

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

Work location

Postal code
188537
Block/house no.
15

Street name
QUEEN STREET

Floor no. Unit no.
#03 -1 05

Building name
TAN CHONG TOWER

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

() Yes No

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

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

e Agency support:
Edit and update
the list of agency
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Agency support

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

() Yes No

Agency support

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

ves () No

Agency support 1

Name of professional body or vetting/accreditation agency

v T Remove

Upload registration or support letter

@ Drag and drop or browse files.

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

(+) Add another supporting agency

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

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

Each agency can
only be selected
once.

v Work experience

Total work experience

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

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

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

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

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

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

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

Qualification 1
Awarding institution

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

Country/Region of awarding institution

Australia
Qualification

Bachelor's Degree X
Faculty

Science (Computer Studies) X

™

Yes ) No

Is the campus in Australia?

Yes ) No

Mode of study
Full-time

O Part-time

Pericd of study

From Ta

Jan 2017 B Feb 2019

(® Add another qualification

for each new
qualification that
is added.

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

Click “Add another
qualification” if
the candidate has
another
qualification to
declare.
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v Membership/professional details

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

(*) Add a society/organisation

Skip, no memberships to add

You can declare up to
2 professional
memberships with
organisations
/societies.

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

v 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?

() ves () No

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

(O ves () No

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

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

Your declarations have changed

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

S —

Cancel Continue
A J

If your declaration
answer 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.

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

6.4.1 You can review all the information entered for the renewal request here and edit, if necessary.

6.4.2 You can download a copy of the renewal request details.
6.4.3 You need to confirm and acknowledge the declarations.

lllustrations and Highlights

Remarks

myMOM Portal > Quick Menu )
Request for renewal of an Employment Pass

JOSEPH JACKSON JUNIOR (F1234555X)

o 9 ©

Renewal (Stage 1) Renewal (Stage 2) Summary

A\ Based on the information provided, the candidate is unlikely to qualify for

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

an Employment Pass or S Pass. You are strongly advised not to submit this d lf the candidate iS
renewal as it will most likely be rejected. unlikely to quallfy for
an Employment Pass or
Renewal request summary (S Edit S Pass based on the
Howlong would you ke torencw this pass for? 2 years 0 months information provided,
the system will show
Candidate particulars & ed an alert at the top of
Full e (1 the ame order o sppearance s ravel document) JOSEPH JACKSON JUNIOR the summary form.
FIN F1234555X .
Date of birth 02 Mar 1975 e You can click s it if
> Mele you need to make
e e changes. You will be
brought back to the
relevant section.
. e If you have confirmed
Pass holder declarations & edit .
earlier that your
a) Has the pass holder ever been refused entry into or deported ~ Yes declarations have
from any country?
b) Has the pass holder ever been convicted in a court of lawinany  No Changed' it WI” be
country? highlighted in the
K ;i;;’;;::mmmﬂ uer been prohibited from entering re summary form.
A\ You have changed your answer for this question, it may affect
the outcome of the renewal.
Notification e You must provide us
with an email address,
We will notify you of the renewal outcome or if we need more documents. The email address so that we can nOtifV
you provide must belong to a user authorised to transact for your company. you of the renewal
£ request outcome or ask
for more documents for
our assessment. All
notifications will now be
sent via email instead of
SMS.
e You need to confirm

and acknowledge the
declaration clauses.
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<

Declaration

Please read and acknowledge the following:

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

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

All data entered in this Renewal form is accurate.

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

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

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

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

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

Submit renewal

Download form summary as PDF

e You can download a

copy of the renewal
request summary when
you click

¥ Download form summary as PDF

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

6.5
6.5.1

Acknowledgement

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

lllustrations and Highlights

Remarks

Candidate’s full name
Candidate’s FIN

Pass type

Renewal request number

Date and time submitted

myMOM Portal > Quick Menu >

Request for renewal of an Employment Pass

JOSEPH JACKSON JUNIOR (F1234555X)

@ Renewal request submitted successfully

b, Download acknowledgement and
JOSEPH JACKSON JUNIOR summary as PDF
F1234555X
Employment Pass
R120122519469

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

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

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

You will be notified when there is an autcome 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

Your renewal request
has been submitted
when you see this
acknowledgement

page.

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

After you have
submitted a renewal
request and do not see
it appear on the
myMOM Portal, please
refresh the page after
15 minutes.
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7. Retrieving Drafts

[® Logout

P A Singanare Government Agency Website
sinisrar of
( MANPOWER
MOMPortal > Work Passes >
All pass type Al last saved
Name FIN/Work Permit no. Travel document number Pass type Employer UEN Last saved
Desmond Li He QW34523583 EP 195700115M-00-000 03 Mar 202003:33:33 pm
Riri Erlina F9BP05469M G345672303 EP 195700119M-00-000 03 Mar 202003:35:41 pm
Robinson Harvard T245678345 EP 195700119M-00-000 03Mar 202003:32:40 pm
EP 195700115M-00-000 20Feb 2020 11:26:09 am
EP 195700119M-00-000 17 Feb 2020 04:41:54 pm
G5515074K EP 1$5700119M-00-000 11 Feb 2020 03:21:43pm

1tobof6

1

The “My drafts” page lists
all drafts saved for the
organisation.

Clicking on a selected
draft will bring you to
that saved draft.

You can use the search
filters (e.g. Name, Travel
document number) to
find your draft.

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

If you wish to return to
the main menu of
myMOM Portal, click on
the link at the top left-
hand corner of the page.
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8. Checking Application Status & Outcome

8.1.1 You can check the status of the application via myMOM Portal.
8.1.2 You will receive an email from MOM, via the email address you had provided in the
application form (“Notification email”), when:

a. We need you to re-submit documents or submit additional supporting documents.
Please refer to the email on for more details. Log in to myMOM Portal and search for
the candidate’s application. Under the ‘Action’ column, click on ‘Submit Documents’.

Screenshots Remarks
e Search for the candidate’s
e myMOM Portal B togou application under
. I — “Applications/Appeals” tab
2. Work Passes Submit

and click decuments |
e Documents must be
=3 submitted by the due date
stated in the email.

Submit

o The duments gction will not
be available after the due
date, and the application
will be voided. You will be

e oumctmsen ot < P - Mty < e b required to submit a new

application for the

candidate.

157 Appeals (24) Pending issuance (0) Existing passes (10) Expiring passes (3) Filter

You may like to know Useful links
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MINISTRY OF
( MANPOWER

Upload your documents

© We need these documents from you

You are required to upload the documents below by 27 Mar 2020 in order for us to proceed with your

application

Application information

Full name case mds one
FIN -
12 Mar 2020

Date of application

Application no. A120320502505

Travel Document

You need to submit the document because:
» The photograph on the travel document does not show the foreigner's facial features clearly as
there is a reflection. Please use a camera to take a picture of the travel document and ensure that
the foreigner's photograph is clear.

Travel doc.pdf

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

e You will be brought to this
page upon clicking the

Submit
documents ||nk

e Upload the documents as
requested.

myMOMPortal » Work Passes »

Upload your documents

@& Documents have been submitted successfully

Candidate's full name mds case one
Travel Document AACéjiAjpg
Date of submission 15 Mar 2020

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

verify the application details

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

What do you want to do next?

¢ Return to myMOM Portal

¢ For more information, please visit MOM website

e Your documents have been
submitted successfully
when you see this
acknowledgement page.

b. Your application cannot be processed due to errors or omissions in your application

information or documents

Refer to the email for the actions needed. When you are ready to re-apply with the
required information and/or documents, log in to myMOM Portal and search for the
candidate’s application. Click on “Apply” under the ‘Action’ column.
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Application / Appeals (5) Pending issuance Existing passes Expiring passes Filter
d
e fIN ~ Date of application / Pass Submitted e Acti
appeal ~ type ~ by ~
RCUS 29 MAR 2020 SPass MOM nvalid Select
action ~
View details
You may like to know
More.

Please check

please submit

for next steps. If you still like to hire this foreigner,
atior

e Click on “Apply” under
the “Action” column.

e You will be brought to
the first page of the
new application or
renewal request for
EP/S Pass/ DP/LTVP.

c. Your outcome letter (approval or rejection) is ready

You will be brought to EP Online when you select to ‘View Outcome Letter’ for that
candidate’s application in myMOM Portal. In EP Online, click on ‘Apply > Check Status
— Application Outcome’ on the left menu bar to retrieve the relevant application

record, and press the “Print Outcome letter” button to get it.

Screenshots Remarks
e Click ‘View Outcome
N - FIN Date of licats i | - P L - Submitted by « Stat - Acti Letter” for that record
in myMOM Portal.
TOM BRETT 12 MAR 2020 EP sm Approved Select action ~
e Inthe EPOL Apply>
You maylike to know Check Status-
Application Outcome
results screen, click on
Application No. A010420123456 (eg. AD10102123456 or R010102123456) the I’adIO button fOI’ the
FIN : (eg. F1234567A or G1234567A) record and press ”Print
Date of Application : From To (DD/MM/YYYY)

Application Status © | -SELECT- v

lL' retrieve

Number of Records Found: 1

Name Related fDate of Pass Employing 'Submission 'Submitted 'Status 1
FIN / Main Application |Type |Company Organisation By [i]
Application Pass Name/ID/UEN- |Name / ID
No. Holder Div-Br /UEN-Div-Br
O TOM BRETT il sy ATEY 2 ABCD PTE LTD /ABCD PTE LTD ST APPROVED
20067843134W-00- 20057843134W-00
G1234567X 000 000
Page 1

To print the Approval / Rejection / Withdrawal Acknowledgement / LOC
Issuance Letter / Declaration Form, please click
Select one or more options

¢! Employer/Sponsor's copy ¥ Pass Holder's copy

Print Qutcome Letter

Outcome Letter”
button.
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9. Issue a pass

9.1 How to get a pass issued

lllustrations and Highlights Remarks
e Click on “Pending
= o e issuance” tab.
Name an B Passtype submictedby  Status Action e Search for the foreigner
I B 06Dec 2020 Employment Pass - Approved et and SEIECt the action
“" H ”

T Request for issuance”.
_ | ] 06 DEC 2020 Employment Pass - /\npvmw
_ I 06 DEC 2020 SPass - APPrOve(  more.

Showing 6-8 of 8

e Make sure you get

Y ok faaes > these done before
Issue a S Pass requesting to get the
pass issued:
v’ Ensure you have the

contact information

Prepare documents of the foreigner.

. v’ Prepare required
= documents for
uploading.

Before you issue

o Click = "= \when

Things tonote you are ready to start.

pveimls : e Use the breadcrumbs at
the top of the page to
return to myMOM
Portal.

Sl s

Page 53 of 73



Navigation tips for new e-Service

(Only for an employment agent who is handling the foreigner’s transactions for the first time)

ryMOM Poral > e Under action, type
Welcome, what would you like to do? ‘Issue a pass’ or select
from the drop-down
Start a transaction list.
| want to
Start typing to search Q
Issue a pass

Resubmit dacument {Issuance)
Cancel a pass
Withdraw cancellation request
Request for Short-Term Visit Pass
dd mmmyyyy 5

Date of application

dd mmm yyyy

Continue

ouporal > e Complete the form and
Welcome, what would you like to do? click “Continue”.

Start a transaction

I want to

For this foreigner

Continue
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9.2 Issuance form

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

manner.

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

9.2.3 You cannot save a draft for issuance form.

Sample Questions / Fields

Remarks

myMOM Portal > Wiork Passes
Issue a S Pass
]

Issuance form

> Foreigner's particulars

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

> Card delivery details

> Declaration

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

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

e Each section after
successful completion

will be marked by >

Travel document details

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

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

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

Travel document type

International Passport v

Travel document number )

ssue date

ag mmm

0 You must

Expiry date

02Dec2025 B

e Ifyousee an error

message, please
rectify the error
before you can
continue.

e You can hover your

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

A This S Pass will only be issued up to 1 month before the featu re If we require
expiry of the travel document or pass duration granted
in the IPA, whichever is earlier. you to Up|Oad a
revesdoment ype document (e.g. travel
International Passpart v document in this
Fevetdocwmen: umoer © case).
|
Issue date

015ep2020 [

Expiry date

08Dec2025 [

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

fad travel document

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

2ZME.

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

Emai

Does the foreigner hawve a Singapore mobile number?

Yes () Mo
Fareigner's maobile number

+55 98888888

Foreigner's residential address
Residential type

Postal Code Address R

Postal code
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(1]

Issuance form

> Foreigner's particulars

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

> Card delivery details

v Declaration

Upload the full and completed Declaration Form in the IPA letter

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

| declaration form.jpg 160 KB View

Continue to summary

e You are at the last
section when you

Continue to summary

see .

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

9.3 Summary

9.3.1 Youcan review all the information entered for the issuance request and edit, if necessary.
9.3.2 You need to confirm and acknowledge the declarations.

Sample Questions / Fields

Remarks

myMOM Portal > Work Passes >
Issue a S Pass
]

Issuance form Summary

Foreigner's particulars

Travel document type

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

Residential type

Residential address

Travel document

International Passport

01 Sep 2020

08 Dec 2025

+65 98888888
spassname@onemail.com

Postal Code Address

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

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

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

| declare that:

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

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

pass card is scanned using the MOM's mobile application on passes.

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

such purposes as are relevant to that agency.

| have a written declaration from the employer that it understands thatit may be

prosecuted, and its work pass privileges may be withdrawn if it does not comply with the

Gevernment’s requirements in accordance with any written law, advisory, guideline or

ather similar instrument issued by any competent authority.

Continue to payment

| confirm that the foreigner consents to the display of his/her pass information when the

e You need to confirm
and acknowledge the
declarations.

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

9.4 Payment & Acknowledgement

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

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

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

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

Issue a S Pass
|
@ Issuance request submitted successfully

Date of issue 11 Sep 2020
Dare of expiry 11 Sep 2022

Paymen: required Issuance fee - $100

Multi-Journey Visa —- $30

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

a summary of the issuance request.

You will be narified if we need more documents.

What do you want to do next?

* Go back to myMOM Portal

wichin the next 14 days

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

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

(@ Print acknowledgement page

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

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

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

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

B

3

4

2kl

NOT SATISFIED

VERY SATISFIED

myMOM Portal > Work Passes )
Issue a S Pass
|

@ Issuance reque

Date of issue
Date of expiry

Payment required

Total amount paid
Payment mode

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

You will be notified if we need

What do you want to do

* Go back to myMOM Portal
* Book an appointment to reg

within the next 14 days.

e You can give us your
feedback after you
submitting your

request.

MINISTRY OF
MANPOWER

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

myMOM Portal

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

9.5 Checking Issuance Request & Payment

9.5.1

‘Check Issued Passes’ in EP Online

9.5.2

in EP Online

9.5.3

You can check the outcome of the issuance request via myMOM Portal or under ‘Issue’ >
You can also check the payment of the issuance request under ‘Enquire’ > ‘Payment Status’

You will receive an email from MOM if we need you to resubmit documents / submit

additional supporting documents.Log in to myMOM Portal and search for the foreigner’s
issuance request. Click on ‘Submit Documents’

9.5.4

You and the foreigner will receive the outcome of the issuance via the company’s email

address found in the company profile with MOM and the pass holder’s email provided at the
issuance form respectively.
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Sample Questions / Fields

Remarks

Application / Appeals (2)  Pending issuance (8)  Existing / Expired passes (10}

Expiring passes (1)

name o - —
_ BN 0s0Ec2020 Employment Pass -
I B oo SPass I
] B o0 Employment Pass I
[ ] I 245e°2020 ;':\”‘””g Employment MOM
] BN 7APR208 Employment Pass. I

Advanced search

L Download A

status Action

Select
action

cancel

- :mmm

More.
Issued

select
action ~

Issued

Select
action

Issued

e You can check the
issued pass in
myMOM Portal.

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

Submit
C“Ck documents

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

Submit

e The “=umen 3ction

would not be available
after the due date.

myMOM Portal > Work Passes >

Upload your documents

© We need these documents from you

You are required to upload the documents below by 16 Dec 2020 in order for us to proceed with
your application

Application information

Full name |
FIN |

Date of application 05 Dec 2020

Application number |

Work Pass Declaration Form

You need to submit the document because:

= Dlasca cithmit a rlasrar ranu af tha daclaratinn farm

e Upload the requested

documents by the due
date.
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> wen >

Upload your documents

© Documents have been submitted successful

arccione's A e R,
Trawvel Document TRAVEL DOCS putt
Dste ot s 0 Sopp 1020

e Your documents
have been
successfully
submitted when you
see this
acknowledgement

page.

CBF Submiggion Mo & K
] -—

Dose of Subwmingion U+ Feamn LY

o T |
Nama/LEN - Div - Br 'V

Murmisar of Racsecs Faund: 1
] =t 1D / Date  FE
bserarsen

) Card Ruplacemens.
| Dveerrecarel Salary Rarvision

e Particulars

Elaape paiect con o —rw reserdh 12 prooeed

Step 2
Print f Re-Print
Downicad Rarcode Font T pries Nenifienson Lamee plaase Sick

Downkoad Forms

rpliyng Company
DB | CPF Seabress

Cligk: fgrg o the MOM Sanvices Camsre - Hall € Location Mg

Payment  r Processieg Status
Mada? ¥ Precpes Completed

e Ragirter oz MOM Sanvicas Comsra - Hall €

Sy Detorrwd ) Clesied

e You can also check
the issued pass in EP
Online.

e However, you will
not be able to “Print
Notification Letter”.

e You can view more
details by clicking on
the hyperlink under
the foreigner’s
name.
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L]
™ MINISTRY OF
(\) MANPOWER

2 Saptamber 3020, 7:49 PH

Employment Pass
Online

) Card Return

) Short Term Visit Pass

- Renew

[ Card Replacement

B Dowrnvard Salary Revisien
31 Change Partculars

) Manage User Account

) Work Injury Compensation
Insurance (WICT)

.. Comparyy S Pass Quota /
Ther Information

Cormpany Profile

Manthly GIRD Paymant

‘work Injury Compensation
Insurance Reguirement

Card Delivery [ Collection
Status

G Prine

7 Woew Dnline Message

Downlcad Baroode Font

: mase mem s

e PIBY FEREF DO OUF meBCTE 38 ymw

’ Singapore Government

Integrity = Sarvice * Excellends

Help Legout

Payment Status PEPOLENQPOO4

Enquire Issue Request

Instructions

Notes

1. Please note that you may enguire payment records made this month ard the past 2 monkhs.
Emplaying

bk ]

N - Die - ! I

By

FIN : [ | (<o r1234567A or GL2MSETA)

| o

Date of Payment W + From| | Ta
Payment Status !

Number of Recoeds Found: 2

e

O i 30/11/2007
[ |

Page 1

Step 1
Flease select one or more records to proceed

Step 2

Legend

= T open prinkes T

Print Payment Ackrowledgement

Copyright © 2007, AN rights reserved. Beport Vulnerabilty Privacy Statemgnt
— B Privpcy Statmgnt

e You can also check
the payment status
of the issued pass in
EP Online using FIN.

e You can view more
details by clicking on
the hyperlink under
the foreigner’s
name.
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10. Cancel a pass

10.1 How to cancel a pass

lllustrations and Highlights

Remarks

Application / Appeals (2)  Pending issuance () EBosting / Expired passes (10)  Expiring passes (1) Advanced search
Diate of
Hame 1] tomenecs Pass type Submitved by Status Action
mpkayrrnt - felact
Select
— — == e o
action =
. .t ; Select
v action =
— — e -
action =
Shvowing 15 of 1 e
Mare

e Clickon
“Existing/Expired
passes” tab.

e Search for the pass
holder and select the
action “Cancel”.

e For foreigners who are
still in Singapore, you
can request for a 30-day
Short-Term Visit Pass to
give them a valid stay in
the meantime.

Application / Appeals (20)  Pending issuance (1)  Existing / Expired passes (179)  Expiring passes (69)  Advanced search

- m
Name AN o of Pass type Submitted by Status Action
issuance

)

= BN 2NOVZ17  Employmentpass - ssied e
action ~
-

Cancellation

Showing 1-1 of 1 Request

Renew

More
Popular Transactions

Retrieve Draft for.

Apply for

e You can only withdraw
a cancellation request
for advance
cancellations that have
not been processed.

e Todo so, click on the
‘Existing/Expired passes’
tab.

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

actions for the first time)

mytaom Portal >

Welcome, what would you like to do?

Start a transaction

| want to

Action
Start typing to search Q
Issue a pass

Resubmit document (Issuance)
Cancel a pass

Withdraw cancellation request
Request for Short-Term Visit Pass

dd mmm yyyy B4

Date of application

dd mmmyyyy =

Continue

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

Start a transaction
I want to

Cancel a pass

For this foreigner

FIN

Continue

e Fillin the required
information and click
“Continue”.

10.2 Cancellation form

10.2.1 You must answer all the questions.

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

request.

Sample Questions / Fields

Remarks

Cancel Employment Pass
]

When do you intend to cancel this pass?

© You may requestto cancel this pass up to 14 days in advance

11Sep2020 B

When do you intend to cancel this pass?

‘ © You may request to cancel this pass up to 14 days in advance.

‘ 11Sep 2020 B

13 14 15 16 17 18 19

2021 2 23 2425

e You need to enter the
intended date of pass
cancellation. You can
choose up to 14 days in

advance by clicking the

date-picker B,

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

Date of cancellation 11 Sep 2020

Why are you cancelling this pass?

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

You may edit previous
questions by clicking & tat
You will be shown the

e
next question to be
answered.
Continue
wh e ) You will see a document
are you cancelling this pass:? .
yarey Boep upload feature if we
Pass holder has gone missing v requ”.e you to upload a
Date pass holder went missing document e.g.a OI'Ce
g g.ap
ddmmmyyyy B report in this case).
Police repart number
Upload police report
n, ~ Dragand drop or browse files.
Lh Jpeg, png or pdf only. Total file size must not exceed
ZMB.
Continue
These passes will be cancelled. Tell us who will be in Singapore on the date If the pass hOIder neEd a
of cancellation so that a Short-Term Visit Pass (STVP) can be granted. STVP check the box Of
’
© 17you proceed, any ongoing application, work permit, Letter of Cansent, appeal and early the Ift of the pass
cancellation request tied to these passes will be cancelled/withdrawn. , .
holder’s name. (e.g. in
) B o the screenshot, it shows
f— Frpiomenteass — that all pass holders
— Dependant's Pass ] require STVP)
Continue
If you see an error
Check travel document details to be printed on the STVPs message’ please reCtIfy
the error before you can
Name Travel document number Issue date Expiry date .
—— —— - - z continue.
— r— - B You can update the pass
0 holder’s travel document

Continue

details by clicking & .
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Update travel document details

Name

Travel document type

International Passport \/

Travel document number

Issue date
dd mmm yyyy (5
Expiry date

205ep 2025

Update

e An “Update travel
documents details”
window will pop up.

Check and update pass holders’ contact details

Il inform the pass holders of the cancellation outcome. These con

1S YOU provide must belong to the pass holders.

13 holcer's Singapore mobie numbe
Name Emall address

Provide employer’s contact details

the employer of the cancellation outcome. These con

Declaration
| geciare that

by any compet

Proceed to cancel

e You can check all the
information entered for
this cancellation request.

e You are at the last section

when you see the
declaration.

e You need to confirm and

acknowledge the
declarations before you
can proceed to cancel.
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10.3 Acknowledgement of cancellation

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

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

Sample Questions / Fields

Remarks

ryMOM Portal % Work Passes
Cancel Employment Pass
I

© Passes cancelled successfully

) Print acknowladsy
Pass type STVP ke Print acknowledge

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

What do you want to do next?

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

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

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

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

@ Passes cancelled suc

Name Paszy

You and the pass holders will receive an ¢

Rate your transaction

L

What do you want to do next?

Go back to myMOM Porta

e You can give us your

feedback on the
transaction after you
have submitted your
request.
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e Once you are logged out,
you would need to log in
through myMOM Portal
to cancel a pass again.

(= myMOMPF

o
& MINISTRY OF
( MANPOWER

Thank you for using myMOM Portal.

You have been successfully logged out.

Continue to browse our website for more information

10.4 Withdraw Advance Cancellation Request

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

withdrawn.
Sample Questions / Fields Remarks
e At myMOM Portal,
Appikation/ Appeols (9)  Pendinglssuance (1) Exsing Expiredpasses (179 Explongposses (68)  Advanced search select the action
=3 “Withdraw Cancellation
. s . . N . Request” if you want to
ool change the details of
E— EE— T Gvemedtas [— e the advance
S ‘&E:'m cancellation request

submitted.

More

Popular Transactions

Apply for

e You can withdraw your
advance cancellation
request by clicking

Proceed to withdraw

Wwithdraw cancellation request?

If you proceed, all cancellation request information will be deleted
immediately.

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

@ Cancellation request withdrawn successfully

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

What do you want to do next?

* Go back to myMOM Porta

e Your advance

cancellation request
has been withdrawn
when you see this
acknowledgement

page.

e You may return to

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

e Once arequestis

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

10.5 Request for Short-Term Visit Pass (STVP)

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

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

Sample Questions / Fields

Remarks

Application / Appeals (2)  Pending issuance (%) ed passes (10)  Expiring passes (1) Advanced search

e At myMOM Portal,
select the action “Apply

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

Yes

Continue

= STVP”.

Name poarkel pass e sbmiciby  Saton Aaton
 — - o 1 s

— — 1 _—
E — 1 s
— — 1 [

2
e Ensure the foreigner
Request for a Short Term Visit Pass does not have an

existing immigration
pass that allows them
to stay in Singapore.

e You can use the
breadcrumbs at the top
of the page to return to
myMOM Portal.
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UMM Portal > WiorkPasses b
Request for a Short Term Visit Pass
S

Does the foreigner currently have a valid immigration pass that allows them tostay in Singapore? [ Fir

o

Update foreigner's travel document details

Tl dc

e dite
1 =)
Expiry date
22May 2016 15

Continue

e After each question is

completed, you will see
a summary view.

You may edit previous
questions by clicking

(& Eait

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

myMOMPonal > Wark Passes
Request for a Short Term Visit Pass

EP G424 (GO11 3426K)

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

No

Update foreigner's travel document details

[ uayans & |

@ vou must enter a future date

Continue

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

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

No

Update foreigner’s travel document details

International Passport

01 Feb 2019

01Jan 2029

e You can review all the

information entered for
this STVP request.
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Check and update foreigner's contact details

the foreigner

Provide employer’s contact details

Declaration

ed authorisation in writing from the employer to make this declaration.

st is true and

ect to the best of my

0 prosecution and

know to be false or do not

Proceed to pay

We will inform the foreigner of the STVP outcome. These contacts you provide must belong to

he employer of the STVP outcome. These contacts you provide must belong to

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

10.6 Payment & Acknowledgement of STVP

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

STVP will be attached in this email.

Sample Questions / Fields

Remarks

> k Passes >
Request for a Short Term Visit Pass
]

Request for Short Term Visit Pass submitted

successfully
Name [
Travel document number I
Overstaying fine [ |
Payment mode Visa/Mastercard

Payment reference number 003bb0e6876d48

We will email the outcome of the Short Term Visit Pass request to you and the foreigner
shortly.

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

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

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

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

10.7 Check Cancellation and STVP Request

10.7.1 You can check the cancelled pass via myMOM Portal or under Cancel > Check Cancel

Request in EP Online.

Sample Questions / Fields

Remarks

Application / Appeals (8)  Pending issuance (28)  Existing passes (149)  Expiring passes (37)

e You can check the
status of the

t. Download

Name -~ FIN + Date of expiry Pass type - Submitted by ~ Status = Action

] [ ] 01 SEP 2021 Employment Pass MOM ssued Select action ~ 0

N [ 27 AUG 2021 Employment Pass MOM Cancelled Select action ~

View details
More...

You may like to know Useful links

cancellation request
in myMOM Portal.

P y T |
UEN - Div - B¢
FIN )
Pass Type -SELECT- V|

Daeof Scbmission ¥ 1 From [0U0M200 ] To [S0/ORE020_] (ooreuvivy

FRequest ID / fDate of Cancellation $0S Fine | ¥
Date of / Withdrawal Imposed?
submewon

NA VES

C15082027836 19/08/2020
18/08/2020

€19082027836 19/08/2020
18/08/2020

e You can also check
the cancelled pass in
EP Online.

e However, you will
not be able to print
any documents from
this page, except the
‘Withdrawal Letter’
by using the button
below.
| Print Withdrawal Letter |

e You can view more
details by clicking on
the hyperlink under
the foreigner’s
name.

Page 72 of 73




Navigation tips for new e-Service

=i | o You can also check
the STVP issued to
the foreigner in EP
Online.
e However, you will
O — S 150872020 31/0872020 1 NA not be able to print
== 18/08/2020 any document from
- ‘xsfxzzou this page.
e You can view more
details by clicking on
0 the hyperlink under
ViR the foreigner’s
o s Baioh Lobee name.

-End of Guide-
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