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Account Creation for Organisation-Sponsored

This section is meant to guide organisations (who sponsors staff for SSI courses/
programmes) to navigate the SSI Online Reqistration Portal, which can be used to
search and register for courses.

Account Registration

You will require an account for course registration. If you are a new user, please follow
the instructions below for account creation. There are two methods to create an
account.

1. Via Corppass (preferred method)

2. Via Credentials

The login details you create here will be the same used to access SSI Client Portal.

Step 1: Using your preferred browser on your laptop or mobile device, go to
https://iltms.ssi.gov.sa/reqgistration. You will be redirected to the SSI Online
Registration’s “Log in” page.

Note: Recommended Browsers - Google Chrome, Safari or Microsoft Edge
Step 2: On the Log in Page, select “Company”.

Step 3: Click “Register for an account”.

L&‘SSI

WELCOME TO SSI ONLINE REGISTRATION PORTAL!

$SI Oniine Registration Portal is an online portal to submit registration for SSI courses

Login

red - Select ‘Company’ and login in via the organisation login credentials or CorpPass account
nsored - Select 'Individual’ and login in via the organisation login credentials or SingPass account

* coOrppass
En

Fuaset Forget Pauswword Ferget your ssenmma

Remember Me

Picture Reference: Log in Page

Step 4: You will be redirected to the “Sign Up for New Account” page.


https://iltms.ssi.gov.sg/registration#/Login
https://iltms.ssi.gov.sg/client
https://iltms.ssi.gov.sg/registration
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Account Creation via Corppass

Step 1: From the “Sign Up for New Account” page, click “Sign Up via Corppass”.

Sign Up For New Accoun[

Company Details

UEN Type’ Business Registration Number* Company Name*

w

Company Address

Mading Address
Address Type @ Standard O Unformatied
Postal Code”
Block® Straet Name*
Floor Unit
Buikding Country
v

Picture Reference: Sign Up for New Account

Step 2: You will be redirected to the “Singpass Login Page” where you can choose to
login via the Singpass app or via Password Login.

Note: In Singpass redirect, the header should read “Logging in as a Business User”.

singpass FIT

Advisory Note ~

Your SingPass account contains a ot of personal data. Do not share your username, password and 2FA detalls with anyone.

Password login

Logging in as Business User

1216

“ Log in with Singpass
| | Your trusted digital identity “

Picture Reference: Singpass (Corppass) Login

Note: ILTMS is accessible on both your desktop computer and mobile devices.
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Desktop Login via Singpass app (QR Code)

Step 3: Launch your Singpass app and click the “Scan” button. Use your phone to scan
the QR code displayed on the Singpass Login Page.

Step 4: Confirm your login request on the Singpass App by clicking “Log In”. You will be
prompted to verify your identity in Singpass. Please wait while your identity is being
verified.

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

Enjoy more services with your
improved digital identity.

9 Learn more > a
= "W
(el bl Resource Hub

@ YOU'RE OKAY

Loginto

DOUBLE CHECK (3)
it this domain looks suspacious?

saml.singpass.gov.sg

Based on ol your Safetntry records from
the last 14 days

9 Mar 2021

02:08

Digital Signing X3

Now you can easily and securely sign
documents and contracts with your
phone.

Picture Reference: Singpass Desktop Login
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Mobile Login via Singpass app (QR Code)

Step 3: Tap the QR code to launch the Singpass App.

Step 4: Confirm your login request on the Singpass App by clicking “Log In”. You will be
prompted to verify your identity in Singpass. Please wait while your identity is being
verified.

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

. [— Loginto
singpass =
Advisory Note ~ MOM EMPLOYMENT PASS ONLINE

Welcome to Singpass
Your trusted digital identity

DOUBLE CHECK (3) )
if this domain looks suspicious? ‘

Singpass app
saml.singpass.gov.sg

Tap QR code

Aar 202
to log in with Singpass app 9 Mar 2021
{ Y

02:08
You have logged in

Please switch back to your browser
or mobile app

Back to dashboard

Don't have Singpass app? Download now Cancel | I

Picture Reference: Singpass Mobile Login
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Desktop / Mobile Login via Password

Step 3: Click “Password Login” tab on the Singpass Login Page.

Login

L - ]

Retrieve Singpass ID Reset password

Register For Singpass

Picture Reference: Singpass (Corppass) Password Login

Step 4: Fill in your Singpass ID and password and click “Log In”.

Step 5: Fill in the OTP number which will be sent to your Singpass registered mobile
number and click ‘Submit’.

SMS OTP

Enter the 6-digit One-time Password (OTP) sent to your mobile number (****4975). Not your mobile number?

OTP:

If you do not receive the SMS OTP in 30 seconds, click resend SMS OTP.

Picture Reference: Singpass Desktop Login
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Account Creation via Corppass

Step 3: Once the authentication is completed, you will be redirected to the sign-up page
to fill in the mandatory fields.

Sign Up For New Account

Gompany Details.

UEN Type*

Business Registration Number*

Gompany Name®

Gompany Address

Mailing Address.
Address Type @ Standard () Unformatted

Postal Code”

Biock”

Floor Unit

Building Country

Picture Reference: Corppass Details

Step 4: Once the mandatory fields are filled in, proceed to click on “Sign Up” button.

Back to Login

Picture Reference: Corppass Sign up

Step 5: A pop-up message will appear indicating that your sign up is successful.

Success

Thank you for signing up. We will be in touch with you within 3 working days on your login
credentials.

Picture Reference: Alert Pop Up

Note: For all new organisation accounts, SSI will need to verify and approve your

account before you can log in. Once your account is approved, you will be notified via
email.
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Account Creation via Credentials

Step 1: To use credentials, you will need to complete the fields in the “Sign Up for New
Account” page.

Step 2: Fill up the respective fields under “Company Details”, “Company Address”,
“Contact Details” and “Login Credentials” sections. From the “Sign Up for New
Account” page

Note: Fields marked with the asterisk (*) symbol are mandatory.

Step 3: If you are the main administrator for your organisation, ensure the “Is Admin?”
is toggled at “Yes”.

“‘Main Administrators” have the rights to update the organisation account details (eg.
add branch, contact persons etc.) if necessary.

Contact Details

Salutation® Contact Name*

v

Contact Number* Contact Email*

Is Admin?

9o

Picture Reference: Sign Up for New Account

Step 4: Click “Sign Up” after all the fields are completed.

Picture Reference: Sign Up for New Account

10
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Step 4: A pop-up message will appear indicating that your sign up is successful.

Success

Thank you for signing up. We will be in touch with you within 3 working days on your login

credentials.
Close

Picture Reference: Pop-up Message

Note: For all new organisation accounts, SSI will need to verify and approve your
account before you can log in. Once your account is approved, you will be notified via
email.

11
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Logging In

Login via Corppass

Note: You will require a Corppass account. For more information on Corppass, please
visit https://www.corppass.gov.sg/corppass.

Step 1: On the log in page, click “Company”.

Step 2: To login via CorpPass, click “Sign In via Corppass”.

st

WELCOME TO SS| ONLINE REGISTRATION PORTAL!
$5I Online Registration Podtal is an online portal to submit registration for SS1 courses.
Login

« Oiganisation sponsared - Select 'Company” and login in via the organisation login credentials or CorpPass account
« Self spensored - Select Individual' and login in via the organisation login credentials or SingPass account

New Account Request

« Organtsation sponsored - Select 'Company' and click 'Register for an account. Once complete, we will review your request and update you within 5
working days. Approved account request may access the online registration partal

« Self sponsored - Select ‘Individual’ and click "Register for an account. Once complete, you will be redirected to this page. Login and register for your
course

To access information relating to enrolments, payments, e-cerificates elc please login to the 51 Student Paral or 531 Client Porta

I you afe haiving difficulties in login, please email to socialservicainstitule@ness gov.sg

Plaase Sign In

Pleass emer YOuUr user name
or
corppass
Ruememnber e Sign In Sign In ia CorpPass
Fagister for 2 accoent Faset Forget Pasyweed Forgot your cunume

Picture Reference: Log in Page

Step 3: You will be redirected to the “Singpass Login Page”. Click here for Corppass
login steps

Note: In Singpass redirect, the header should read “Logging in as a Business User”.

Step 4: Upon successful login, you will be redirected back to the SSI Online Registration
Portal.

12
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Login via Credentials

You are encouraged to link your Credentials to your Corppass account so that you can
login easily via Corppass going forward without having to use your Username and
Password.

To link your Credential to Corppass, click here for the user guide.

Note: You will require a CorpPass account. For more information on CorpPass, please
visit https://www.corppass.gov.sg/corppass.

Step 1: On the log in page, click “Company”.
Step 2: Fill in your “Username” and “Password”.
Step 3: Click “Sign In”.

Note: Click “Remember Me” to auto-fill your details upon the next log in.

Lﬂ‘S'SI

WELCOME TO SSI ONLINE REGISTRATION PORTAL!

SSI Online Registration Portal is an online portal to submit registration for SSi courses

Login

« Organisation sponsored - Select 'Company” and login in via the organisation login credentials or CorpPass account
« Self sponsored - Select ‘Individual' and login in via the organisation login credentials or SingPass account

New Account Request

- Organisation sponsored - Select ‘Company’ and click ‘Register for an account’. Once complete, we will review your request and update you within 5
working days. Approved account request may access the online registration portal
« Self sponsored - Select 'Individual’ and click ‘Register for an account. Once complete, you will be redirected to this page. Login and register for your

course
To access information relating to enrolments, payments, e-certificates etc please login to the SSi Student Portal or SSI Client Porta

If you are haiving difficulties in login, please email to sociaiserviceinstitute@ncss.gov.sg

Please Sign in

Please enter your usér name
Or
corppass
Remembes Me Sign In Sign In via CorpPass
Fegister foc an accouss Faset Forget Passwoed Forgot yow wsemame

Picture Reference: Log in Page

Step 4: Upon successful login, you will be redirected back to the SSI Online Registration
Portal.

13
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Forgot Your Credential Password / Username?

If you have forgotten your Username and Password, you can also reset it from SSI
Online Registration Portal.

Note: This is applicable only if you are using Credential login.

Step 1: Click “Forgot Password?” or “Forgot Username?” on the Log in Page to reset
your password or retrieve your username.

indiaduai[ @ Company |
‘DIeasa enter your ussr name ‘
> COrppass
S ?
Fagiter fr 2m sccout Raie«?:«;e{Pﬁau:rzl | Forget yeur useraine

Picture Reference: Log in Page

To Reset Password:

Step 2: Fill in your “Email” and “Username”, then click “Submit”.

Reset/Forget Password
Please enter your email and username in the fields provided. You will recsive an email with a link to reset your password

Picture Reference: Forgot Password Page

To Reset Username:

Step 2: Fill in your “Email”, “UEN Number” and “Contact Person Name” then click
“Submit”.

Forgot Username
Please enter your email in the field provided. You will receive an email with your username.

Enter your email*
Enter UEN Number / Business Registration Number

Enter Contact Person Name’

Picture Reference: Forgot Username Page

Note: Ensure that the email address provided is the same email address you registered
with SSI.

14
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Step 3: An email will be sent to you with your username and/or instructions on how to
reset your password.

You may also wish to check your Spam or Junk folders for the email. If no email is
received within 1 hour, please contact SSI at socialserviceinstitute @ncss.gov.sg.

15
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Administrative Functions for Organisations

As the “Main Administrator” for your organisation, you will have administrative rights to
add your branch(es) details & Contact Person within the Online Registration Portal.

Add Branch

Step 1: To add additional branches for your organisation, click “Add Branch” under the
“‘Manage Account” dropdown tab after logging in.

l“"‘s‘ ftiome  Qlangusge [IFETET  LWelcome Tester

i F 4D (enanisatinn Dradil

STEP 1. COURSE -
(Add Branch

Course Selection

Al Course Type ~ Al Course Category ~

Course Code. SCRS5984 Course Code: SDIS5192 Course Code: SDIS264
Course Title: 2D Arts Expression Toolkit Training Workshop Course Title: Activity Therapy for Persons with Special Needs Course Title' Adapting Programmes for Persons with Disabilities

Picture Reference: Main Landing Page

Step 2: You will be redirected to the “Add Branch” page.
Step 3: Fill in the fields and click “Add Branch” to proceed.

Note: Fields marked with the asterisk (*) symbol are mandatory.

Add Branch

Picture Reference: Add Branch Page

16
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View / Edit Organisation Profile

Step 1: To view or edit your organisation’s profile, click “View/Edit Organisation
Profile” under the “Manage Account” dropdown tab.

lﬂ“" Mlome  Qlangwge [N  RWeicome Tester

Course Selection STEP 1. COURSE /NiewEdt Organizaion Profle

OLink Organization Accounts 1o CorpPass

All Course Type =~ All Course Category «

Q Search 1 Clear Fiter
\

1|

!

3 E
p——— |

Course Code' SDIS264
Course Title: Adapting Programmes for Persons with Disabiliies

Course Code: SCRS5984 Course Code SDIS5192
Course Title: 20 Arts Expression Toolkit Training Workshop Course Title: Activity Therapy for Persons with Special Needs

Picture Reference: Main Landing Page

Step 2: You will be redirected to the “View/Edit Organisation Profile” page.
Step 3: Fill in the fields and click “Update”.

Note: Fields marked with the asterisk (*) symbol are mandatory.

View/Edit Organization Profile

$ME company o

Industy Bester

Picture Reference: View/Edit Organisation Profile Page

Step 4: Scroll to the bottom to edit/view the “Contact Person Details”.

17
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Step 5: If you make any changes, please remember to click “Update” to save the
changes.

Contact Person Detasls

Contast Name Tasar
Salutaton

Contact Number

Contact Email

Contat Persan Type

Picture Reference: View/Edit Organization Profile Page

Step 6: To add another contact person, click “Add Contact Person”.

Step 7: Once fields have been completed, click “Save”.

Ad Contact Person

Contact Person

Piease indicate the contact person type(s)* Biling Castaet Parhen L] Operation Comupst Farian

Picture Reference: View/Edit Organization Profile Page

18
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Course Reqgistration

Course Selection

Note: You can view courses and course schedule without logging in, but you will need
to log in if you wish to proceed with registration.

Step 1: Using your preferred browser on your laptop or mobile device, go to
https://iltms.ssi.gov.sg/registration#/Course. You will be directed to the “Course
Selection Page”.

Note: Recommended Browsers - Google Chrome, Safari or Microsoft Edge

Step 2: On the “Course Selection Page”, you can search for all the courses with the
filter options based on the following.

e Course Category
e Course Code
e Course Title

Note: You will need to click “Search”to search based on the filter. Do not press “Enter”
button.

“Ibbl

STEP 1 - COURSE STEP 2 - SCHEDULE STEP 3 - REGISTRATION STEP 4 - SUMMARY

Course Selection

All Course Type ~  All Course Category ~ y G t Q Search il Clear Filter

Course Code: SCRS5984 Course Code: SDIS5192 Course Code: SDIS264

Course Title: 2D Arts Expression Toolkit Training Workshop Course Title: Activity Therapy for Persons with Special Needs Course Title: Adapting Programmes for Persons with Disabilities
e | o

Picture Reference: Main Landing Page

19
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View Courses Details and Upcoming Schedule

Step 1: To view the courses details and upcoming schedule, you can either click
“‘Detail” or “Select Schedule” under the “Course Title”.

Course Code: SCRS5984
Course Title: 2D Arts Expression Toolkit Training Workshop

Select Schedule

Course Code: SCRS5984

Course Title: 2D Arts Expression Toolkit Training Workshop

Select Schedule '==! l

Picture Reference: View Course Details

Step 2: A pop-up message will appear displaying the courses details. If you clicked
“Details”. Click “Close” to view another course.

Clicking “Select Schedule” will allow you to view the available schedules for
registration.

20
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Selecting Available Schedules

Step 1: You will be redirected to the “Schedule Selection” Page where the course
details are displayed again. Scroll down to view the upcoming course runs available for
registration under “Available Schedules”.

Step 2: Click “View Sessions”.

Auailable Schedules

i b wied a5 2 basis of consideration T2 your appicabon

el Tk o Noe and INGT SESPRASTY SEBORS I 0 6 Samlled 0 e Basis of Sy ke o i soourabs Wlsmabon

Picture Reference: Schedule Selection Page

Step 3: A pop-up message will appear displaying the available course runs for
registration. Click “Close” to close the course sessions if you do not wish to proceed
with registration.

1 01-Dec-2021 09:00 AM 05.00 PM
2 02-Dec-2021 09:00 AM 05:00 PM
3 03-Dec-2021 09:00 AM 05:00 PM
4 06-Diec-2021 09:00 AM 05:00 PM
5 07-Dec-2021 09:00 AM 05:00 PM
Page 1 of 1 entries
Close

Picture Reference: Schedule Session Pop-up

Step 4: To begin registration, select the preferred schedule and click “I want to register
for this course” at the bottom of the page.

Back To Course Search | want to register for this Course

Picture Reference: Schedule Selection Page

21
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Step 5: To proceed with the registration, select “Agree” and click “Add to Cart”.

Terms and Conditions for Course Application

1. The infermation that you will be providing will be used as a basic of consideration for your appiication

2. The information that you will be providing will be used as a basis of consideration for your application

3 You will be liable for removal from your course without refund of fees and other disciplinary actions if you are admitted on the basis of any false or inaccurate information

4. All applications received are subjected to approval by SSI and SS1 reseves the right in its absolute discretion to reject any applications

Back To Course Search

Picture Reference: Schedule Selection Page

Step 6: A pop-up message will appear, indicating the course selection is successful.

Step 7: Click “View Cart” to view and verify your selection.

Success

Course is successfully added into the cart

Picture Reference: Success Pop-up message

Step 8: From “Shopping Cart” page, click “Proceed to Register”.

Shopping Cart
Course Name Stat Date End Date
SCRS5984 20 Arts Expression Toolkit Tra q Workshop L ]

5 To be nelified when there are new course dates Fvalisis

Total 1 Module

Picture Reference: Success Pop-up message

Step 9: If you are not already logged into the SSI Registration Portal, you will be
directed to the “Log in” page to log in before you can proceed with registration.

Note: You must have an existing account to log in. Please refer to “Organisation
Sponsored Learners” section for more information.

22
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Course Registration for Organisation Sponsored Learners

Note: Application submitted under this section is strictly for organisation-sponsored
learners only.

Step 1: After logging in, you will be redirected to the “Company Registration” page.
Note: Trainee refers to your staff whose registration you are submitting.

Step 2: From the “Company Registration” page, fill in the details for the following tabs,
e Company Details

e Course Details

e Upload Trainee (If applicable)

Note: Fields marked with the asterisk (*) symbol are mandatory.

Company Details

Branch Name* Operation Contact Person Billing Contact Person®

Testcompany v Tester v -

Campany Name Testcompany SME* -
Edling Parson is for finance maters:

UEN Type NiA N This persen could be 3 payes addreased in irvoices and other finanzial decument
UEN No

Industry Sector*
Billing Contact Person Company Address

-

Contact Number Address Lined Tiong Bahru

Sub Business Unit
Contact Person Email Address Line2

Operation Contact Person Tester Address Line3

Contact Number

Contact Person Email

Picture Reference: Company Registration Page

Course Details

Note: Company can amend the following fields

e Change Course — To change the course. You will be directed to the “Course
Selection” page.

¢ No. of Seats — To change the number of registrants

e Course Run Date — To change the course schedule

STEP 3 - REGISTRATION STEP 4 - SUNMAR

Company Registration

Code | Title Mo of Seat Course Run Date

2D Arts Expression Toolkit Training Workshop 1 01-May-2021

Picture Reference: Company Registration Page

23
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Multiple Registration

Note: You can register multiple trainees under one course application.
Step 1: Fill up the mandatory fields in the following tabs:

e Personal Particulars

Personal Particulars

Salutation* Family Name Given Name
Full Name* Gender*
® Male Female
Date of Birth* Race* Nationality*
m v -
Citizenship* D Type* Work Permit #
(eg. S12345674)

Preferred Language®

Tel (Mobile)* Email Address* Tel (Home) Tel (Office)

Picture Reference: Company Registration Page

e Academic Qualifications

Academic Qualifications

Highest Qualification Highest

Level* Qualification
Name*

Highest Language
Proficiency* Institution

Picture Reference: Company Registration Page

e Current Employment Details

Current Employment Details

Salary Range* v Industry Sector v
Employment Status* Employed v Occupation
Company Name Designation *

Company v Department
Registration Type

Company
Registration No

Picture Reference: Company Registration Page

24
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e Emergency Contact Person

Emergency Contact Person

Name*
Relation* Others v

Tel (Home)

Tel (Mobile)*

Default Email Address

Picture Reference: Company Registration Page

e Information Requested (will only appear if there are additional information
requested by SSI)

Information Requested

Vaccination Status* () Fully Vaccinated (2 weeks after 2nd dose) () Partially Vaccinated (please indicate date for 2nd dose)() Not Vaccinated

If you are partially vaccinated, please indicate date for 2nd dose.
Please share what you hope to learn from the training programme?*

If you are considering a career in Social Service sector, please share
how this training programme would contribute to you achieving
your career aspirations (applicable for self-sponsored learners
only).*

Which organisation and designation are you with. (to include your

pe)? i for self-sp ed learners only.)*

Picture Reference: Company Registration Page

Step 2: Once all the tabs are completed, go to the “Information Requested”. Click

‘Insert / Update” at the bottom of the page. Repeat Step 1 and click “Insert/ Update” to
add multiple applications.

Insert / Update

Picture Reference: Company Registration Page

25
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Step 3: Click “Upload Document” if documents are required to be uploaded.

Step 4: Click “Yes” under the “Collection, Use and Disclosure of Personal Data 4”,
then click “Save and Proceed” to proceed with the registration.

COLLECTION, USE AND DISCLOSURE OF PERSONAL DATA 4

Picture Reference: Company Registration Page

Picture Reference: Company Registration Page

Note: You can also click:

e Save Draft — to save and continue to fill in the application later.

e Cancel Application — if you would like to cancel your application for the course
that you registered for.

You will not be able to submit an application if the registration date has passed or if the
maximum class size is reached.

26
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Step 5: After completing all the fields, you will be redirected to the “Summary” page.
Details of the course that you are registering for will be reflected.

Summary

2D Arts Expression Toolkit Training Workshop

DECLARATION

1

Picture Reference: Registration Summary Page

Step 6: To confirm your registration, tick the following boxes to verify that you have read
and agree with the statements:

e Payment
e Declaration
Step 7: Click “Submit”.

Neme

| e ey |

Picture Reference: Registration Summary Page

27
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Note: You can also click:
e Edit Application — to make changes to your application if there are any errors etc.

e | don’t want this course anymore — to cancel the application for the course that
you are registering for.

After clicking submit, you will not be able to amend any details.

Step 8: A pop-up message will appear to indicate that the course registration is
successful, click “Close”.

Your registration has been successfully submitted

Thank you for your registration (Online App REG-2021-10-000014-1). Please refer to the
Online Registration Portal for your application status. If you require any assistance, please

feel free to contact us at socialserviceinstitute @ ncss.gov.sg.
Close |

Picture Reference: Successful Pop-up Message
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Upload Trainee Details via CSV (Bulk Upload)

Alternatively, you can also choose to use the bulk upload registration function via csv
file for multiple trainees (especially for block booked courses).

Step 1: Click “Upload Trainee”.

I you are regisbering for more than one irainee for the course, please use Upload Trainee Function

Picture Reference: Company Registration Page

Step 2: A pop-up message will appear.

Step 3: Click “Here” to download the enrolment template. Complete the template with
the trainees’ particulars and save the file on your computer.

Note: Ensure that the emergency contact person / information requested is filled

Step 4: Click “Choose File” and “Upload File” to upload the same file from Step 3.

Upload Trainee

¥ download the enrolment template. Please save the document as _csv prior to uploading the enrolment template

File* | choose File |No file chosen Upload File

Picture Reference: Pop-up Message
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Step 5: If your bulk registration failed, click “Cancel”.

Note: Error will be indicated under the last column, “Remarks”.

Upload Trainee
Click here to download the enrolment template. Please save the document as .csv prior to uploading the enrolment template.
File * Choose File |UploadStudentFormat_SSl.csv Upload File
RKrail  Trainees

Zitizenship Nationality Remarks

ingapore Citizen Singaporean AddressLinel cannot be empty.

ingapore Citizen Singaporean AddressLinel cannot be empty.
1 »

Total ltems 2

Picture Reference: Pop-up Message

Step 6: Reopen the CSV file that you have saved from step 3 to edit and make
changes.

Step 7: Reupload the updated CSV file (follow step 4).
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Step 8: Once trainees details are valid and successfully uploaded, click “Process”.

Click here to download the enrolment template. Please save the document as .csv prior to uploading the enrclment
emplate.
Choose File | UploadStudentFormat.csv Upload File
¥ Success Trainees
# Student Name Gender Dob Email Tel{Mobile)
a
Tan Ming Kong maymay@mailinaror. 25920000
2 Edmund Wong edmund@mailinator. 99998888
=
4 13
Total lrems: 2
Sn

Picture Reference: Pop-up Message

Step 9: A pop-up message will be displayed, click “OK”.

Enrolment template has been successfully uploaded »

The enrolment template has been successfully uploaded.
Please refer to the summary table below.

Picture Reference: Pop-up Message

31



Version 1.2 (Updated: 6 July 2022)

Step 10: Trainee details will be displayed in the table below. For all applications, please
ensure that the emergency contact information and other requested information has

been updated before submitting the application. To do so, click on the pen icon to edit
the application

SN Name ID No ContactNo Email Upload Document Action

1 Jackson Upload Document

Picture Reference: Details Table

e Emergency Contact Person

Emergency Contact Person

Name*
Relation* Others v

Tel (Home)

Tel (Mobile)*

Default Email Address

Picture Reference: Company Registration Page

e Information Requested (will only appear if there are additional information
requested by SSI)

Information Requested

Vaccination Status* () Fully Vaccinated (2 weeks after 2nd dose) () Partially Vaccinated (please indicate date for 2nd dose)() Not Vaccinated

If you are partially vaccinated, please indicate date for 2nd dose.
Please share what you hope to learn from the training programme?*

If you are considering a career in Social Service sector, please share
how this training programme would contribute to you achieving
your career aspirations (applicable for self-sponsored learners
only).*

Which organisation and designation are you with. (to include your

pe)? i for self-sp ed learners only.)*

Picture Reference: Company Registration Page

32



Version 1.2 (Updated: 6 July 2022)

Step 11: Once done, click “Save and Proceed”.

Upload Application Remarks:

1. Client may use the upload trainee template for bulk application of trainees
2. Client should provide the full details for all trainees when completing the upload trainee template.

3. Client should provide the individual trainee’s contact details (mobile, email, residential address etc.).

Save Draft Save and Proceed Cancel Application

4. Failure to submit complete information o the required supporting documents by the specified date will automatically disqualify consideration for the course

Picture Reference: Details Table

Step 12: You will be redirected to the summary page. Check the checkbox to
acknowledge the T&C and SSG Declaration.

Course Titie

ACTO302 Al polluton

1D o
Name

Emall
Course Fees

Fee liem
ACTD302:Ai poliution
GPA - Group Personal Accident

Net Payable after GST (5)

[]

w your applicalion and f CRANGES &k 18GuINd, Pioase Clck 0n the Amend AppICAton bullon, If 1hers &k o enors, pease ead and agree with the Terms and Condrons below Beore your final submission. Take ol you wil 1ol be able 0 Make any ohan

ACT0302: Air pollution

This subject covers Ihe vanous gaseous and pariculale poliutants and air pollution lrealment methods. It discusses how air pollution arises and its impact on the
environment. The characteristics of air pollutants which affect human health and the various treatment technalogies are also covered

Gourse Slarl-End Date

26-Jun-2021 To 20-O01-2021

Jackson

[ackson @ mailnator.com

Fee before GST (5) Grant (8) GST (5) Fee afler GST (5)
$1.02600 5000 57182 $1,007.82
5250 5000 5018 52.68

Subsidy (5) Net Payable after GST (5)
$0.00 $1,097 82
$0.00 s268

$1,100.50

Picture Reference: Registration Summary
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Step 13: Click “Submit” to complete the registration.

DECLARATION

1. We understand that the information provided will be used as a basis of consideration for our
application.

2. The trainee(s) will be liable for removal from the course without refund of fees and other
disciplinary actions if hef/she is admitted on the basis of any false or inaccurate information.

3. The company and individual applicant(s) have read and understood the privacy statement
at https://www.ip.edu.sg/privacy-statement.html. The company and individual applicant(s)
consent to the Polytechnic’s use of our data for facilitating administrative matters and for
sharing with other Government agencies or non-Govermnment agencies which have been
authorised to carry out specific Government services

4. The comp=nw 2nd indiidug| gpplicant agree to abide by the decision of Temasek Polytechnic

concemin,, ... ., ..-...... and accept that the Polytechnic reserves the right to withdraw any
coursefsubject if there are insufficient applicants and amend any other information without
prior notice

We agree to all the terms and conditions and declare that all the information given
*in this application is true and accurate to our best knowledge. We have not
deliberately omitted any relevant facts.

Edit Application | don’t want this course anymore

Picture Reference: Declaration
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Logging into SSI Client Portal

This section provides information on how to login to the SSI Client Portal.
First Login

Note: Only organisation who have staff registered for SSI course/ programme are able
to access the SSI Client Portal.

SSI Client Portal allows you perform the following functions:
e View Organisation Details (e.g Main and Branch)
e Link the Credential login with Corppass
e View Enrolment History
¢ View Outstanding Payment (only for Billing Contact Person)
e Make Online Payment (only for Billing Contact Person)

For course registration or account creation, please visit SSI Online Registration Portal.
You may click here for the user guide.

The login details will be the same for both SSI Online Registration Portal and SSI Client
Portal

Logging in to SSI Client Portal

Step 1: Using your preferred browser on your laptop or mobile device, go to
https://iltms.ssi.gov.sg/client. You will be directed to the “SSI Client Portal”.

Note: Recommended Browsers - Google Chrome, Safari or Microsoft Edge.

Depending on how your account was created in the SSI Online Reqgistration Portal,
there are two methods to login to the Student Portal

1. Via Corppass (preferred method)

2. Via Credentials
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Via Corppass

Note: You will require an active Corppass account and need the Corppass application
installed on your mobile device. For more information on Corppass, please visit
https://www.Corppass.gov.sg/Corppass.

The Corppass account must also be linked to NCSS e-services under Corppass’s page.
Please approach your Corppass’s administrator to link your Corppass account to the e-
services.

Step 2: To login via Corppass. click “Sign In via Corppass”.

Sign In

Usemname
corppass

Sign In via CorpPass

Password Or

:: CLIENT PORTAL ::

Picture Reference: Main Landing Page

Step 3: You will be redirected to the Singpass Page. Click here for Corppass login steps

Step 4: Upon successful login, you would be redirected to the Dashboard.
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Via Credentials

You are encouraged to link your Credentials to your Corppass account so that you can
login easily via Corppass moving forward without having to use your Username and
Password.

To link your Credential to Corppass, please click here for the user guide.

Step 2: On the SSI Client Portal Page, fill in the Username and Password.

Step 3: Click “Login”.

Step 4: Upon successful login, you would be redirected to the Dashboard.

Sign In

Usemame

~ corppass

Password O

:: CLIENT PORTAL ::

Picture Reference: Main Landing Page

Note: If you forgot your username / password, you can reset it in from the Online
Registration Portal. Click here for the user guide.
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Navigating the SSI Client Portal

This section will share with you some key features and help you navigate the SSI Client
Portal.

Dashboard
The first page you see upon login is the “Dashboard” page with two sections:

e Main Section (in red) — This displays any announcements which have been
published to you.

e Navigation Menu (in blue) — This displays the various pages in SSI Client Portal
and allows you to navigate between them.

L_&'}SSI

ANNOJNCEF'.’]ENTS

Enrolment Details

Picture Reference: Dashboard
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Main Section

The Main Section will display any outstanding payments pending your action and any
announcements which is published by SSI to you. Click the announcements to view
them.

«» Welcome to $SlI's Client Portal

Welcome to Social Service Institute's

Client Portal!

Picture Reference: Main Section
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Navigation Menu

There are various sections menu and sub-menus for you to choose from via the
Navigation Menu. Under the Navigation Menu, there are several icons used:

Sections Menu Sub-menus

There is no sub menu for Dashboard

e Link Organization Account to Corppass

The
various Change Password
sections
menu is

There is no sub menu for Change Password

classified

as

ol R — There is no sub menu for Enrolment Statistics
ollows: 5

There is n menu for Enrolment Detail
Enrolment Details ere is no sub menu for Enrolment Details

There is no sub menu Logout
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My Profile

Under “My Profile”, you can view/edit your profile details and there is 1 sub-menu,
namely:

a. Link Organization Accounts to Corppass. To link your login credential to your
Corppass.

Link Organization

Accounts to CorpPass

Picture Reference: Navigation Menu
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Profile

Step 1: To view your detailed particulars, click “Profile” from the “Navigation Menu”.

Link Organization

Accounts to CorpPass

Picture Reference: Navigation Menu

Step 2: A summary page of your details will be displayed on the “Main Section”.

Dashboard Profile

Main Branch

Select Branch Testcompany v

# Address
Branch Name Testcompany
Address Tiong Bahru
Main Branch Yes
Status Active

= Branch Contact Person Details

Prefix Full Name Billing Operation Designation Department Office No Mobile No

Ms Tester No Yes NA NA MA 98765432

Picture Reference: Profile
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Main Organisation Profile

Step 1: To view your organisation’s details, click “Main” on the Profile page tab.

Client Name
Industry Sector
UEN Type

UEN No.
Website

Tel No.

Fax No.

Testcompany

NiA

Main  |Branch

& Company Profile

Picture Reference: Main Organisation Profile

Branch Profile

Step 1: To view your organisation’s branch details, click “Branch” on the Profile page

tab.

Client Name
Industry Sector
UEN Type

UEN No.
Website

Tel No.

Fax No.

Testcompany

MIA

Main | Branch

& Company Profile

Step 2: To view a different branch, select from the dropdown list.

Picture Reference: Branch Profile

Select Branch

Testcompany ~

# Address

Branch Name

Address

Main Branch

Status

Testcompany

Tiong Bahru

Main Branch

Picture Reference: Branch Profile

43




Version 1.2 (Updated: 6 July 2022)

Step 3: The “Address” and “Branch Contact Person Details” of the selected branch
will be populated at the bottom of the page.

= Branch Contact Person Details

Prefix Full Name Billing Operation Designation Department Office No

Ms Tester Ne Yes NA NA NA

Page 1 Of 1 Entries Page Size: 5 hd

FIRST PREVIOUS . NEXT LAST

Picture Reference: Profile
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Link Organization Accounts to Corppass

You are strongly encouraged to link your Login Credentials to your Corppass account.
Upon successful linking, you will no longer need to login using your username and

password.

Step 1: To link your organization credential accounts to Corppass, click “Profile”, and

select “Link Organization Accounts to Corppass”.

Link Organization

Accounts to CorpPass

Picture Reference: Navigation Menu

Step 2: A pop-up page will appear. Click on “Proceed” to proceed with the linking.

Link Organization Accounts to CorpPass

Full Name Login ID Email Linked to CorpPass?
Tester companytester NO
Page 1 Of 1 Entries . - Page Size:
Notes: Only portal accounts with ePortal Status = "Active’ and Linked to SingPass/CorpPass? = "No’ can be displayed in this table

5 v

Picture Reference: Pop-Up Page
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Note: In Singpass redirect, the header should read “Logging in as a Business User”.

singpass FIT|T © a

Advisory Note ~

Your SingPass account contains a lot of personal data. Do not share your username, password ond 2FA detolls with anyone.

Password login

Logging in as Business User

1216

“* Log in with Singpass

Register For Singposs

Picture Reference: Singpass (Corppass) Login

Step 3: Login with your Corppass details and click “Log in”. Click here for Corppass
login steps

Step 4: Once the authentication is completed, you will be redirected to the SSI Client
Portal Dashboard view. A success message will be displayed, click “Close”.

Success

You have requested to link other company contact person account(s) to CorpPass.

Email(s) has been sent out to the company contact person(s) to complete their CorpPass
authentication process.

Close

Picture Reference: Successful Pop-up Message
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Change Password
Note: This is applicable only if you are using Credential login.

Step 1: To change your password, click “Change Password” from the “Navigation
Menu”.

Change Password

Picture Reference: Navigation Menu

Step 2: You will be redirected to the “Change Password” page.
Step 3: Fill in the following fields,

e Old Password

¢ New Password

e Re-Confirm Password

& Change Password

Password Requirements

1. The password length must be at least 6 character(s)

LoginlD  Tester

Old Password Enter current password
New Password Enter new password
Re-Confirm Password Re-Confrim Password

Sancel

Picture Reference: Change Password Page
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Step 4: Once changes have been made, click “Save”.

& Change Password

Password Requirements

1. The password length must be at least 6 character(s)

LeginID Tester

Old Password Enter current password
New Password Enter new password
Re-Confirm Password Re-Confrim Password

Picture Reference: Change Password Page
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Enrolment Statistics

Step 1: To view the enrolment statistics, click “Enrolment Statistics” from the
“‘Navigation Menu”.

Enrolment Statistics

Picture Reference: Navigation Menu

The “Enrolment Statistics” page has 4 different tabs:

e Enrolment Statistics — This displays the overview of the enrolment statistics.

e Enrolment Statistics (By Course) — This displays the enrolment statistics
based on course.

e Enrolment Statistics (By Month) — This displays the enrolment statistics
based on the confirmed status with date range filter.

e Enrolment Statistics (By Schedule Number) — This displays the enrolment
statistics based on the schedule number with date range filter.

Enrolment Statistics

Step 1: To view the overview of the enrolment statistics, click “Enrolment Statistics”
from the “Enrolment Statistics” page.

Dashboard » Enrolment Statistics

Enrolment Statistics

Enrolment Statistics (By Course)

Enrolment Statistics (By Month)

Enrolment Statistics (By Schedule Number)

Picture Reference: Enrolment Statistics Page
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Step 2: The enrolment statistics details will be reflected on the “Main Section”.

Enrolment Statstcs

Date Course Tite Start Date End Date Name NRICFN Grace sutus Acton

E21000261 150 2021 Francal Panmng tor 01.Ape- 2002 NOca-2002 MStadered0 L5436 NA Eresled m
Low-income Clarts

E21000278 18032021 ¥ rancal Paneing o 01.Sep 2021 30-Now- 2021 Janet SeT682, NA Repaterad m
Low income Clents

ENR-20210000T1 26 Ao 2621 Francal Flarmeg o 0140 2021 3-Sep 2021 MSadeeedd2 058543 Ercoled m
Low income Cleets

ENR-2021 000154 02 Sep- 2021 Thaet amt Ermpinyer 0102020 310 201 MShderedd2 §702€E A Regutersd m
Ergagement

03-Sep- 2021 Introduction 10 Case 0122021 30-Sep-2021 MShdered) 1 965543364 NA Regatersd m
Varajecact
PageSce 5

Page 101 2 Entrien .

Envoiment Statistcs (By Course)

Envolment Statisics (By Month)

Enroiment Statstics (By Schedule Number)

Picture Reference: Enrolment Statistics Page
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Enrolment Statistics (By Course)

Step 1: To view the enrolment statistics by course, click “Enrolment Statistics (By

Course)” from the “Enrolment Statistics” page.

Enrolment Stasstics

Enc Date L NRICFN Grace Sty Acton
N0 202 MShudenel t SEE543%54 NA Ervoted m
SeT542 Regateres m
MSRuderedi2 038543 Erroled m
-0 2021 MShderedl §7432Ee11 NA Frtered m
3-Sep-2021 MSadered) 1 543 na Regniers: m

Enroiment Statisscs (By Course)

Envoiment Statstics (By Month)

Envolment Statistcs (By Schedule Number)

Picture Reference: Enrolment Statistics Page

Step 2: The enrolment statistics (by Course) details will be reflected on the “Main

Section”.

Enrciment Statistics

Enrciment Statistcs (By Coursa)

Course Code Courses Tite
CEE Chent and Empleyer Engagament

Introduction 1o Case Management

SCASSHM Financial Planning for Low-incoms Chants
SOASE Agvared Carsficate in Supporied Employment
Tprmg xt MO test prog x1

Page 10f 1 Entries . :

i Enrolment Statistics (By Course)

Pageste 5 v

Enroiment Statistics (By Month)

Enrciment Statistics (By Schedule Number)

Picture Reference: Enrolment Statistics Page
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Enrolment Statistics (By Month)

Step 1: To view the enrolment statistics by month, click “Enrolment Statistics (By
Month)” from the “Enrolment Statistics” page.

Enroiment Statistics

01 Ape- 2022 3M-0c-2022 MSacened0 ) $86543064 NA Erroled

01 dm-2021 R-Sep-2021 MShuderedd 1 536543364 NA Regateced

E
¢
£
i
'
)
z

k
@
%
<

Ervoiment Statstics (By Course)

Enroiment Statistcs (By Month)

Enroiment Statstics (By Schedule Number)

Picture Reference: Enrolment Statistics Page

Step 2: The enrolment statistics (by Month) details will be displayed on the “Main
Section” page.

Enrolment Statistics (By Month)

\& Enrolment in Confirmed Status

Month No. of Programme Total Amount Wl Date BiInG(S) No. of Module Tl Date BUNNg(s)
Aug - 2021 [ 5000 50.00 1 $457 40

Sep- 2021 1 $TTEs §T1785 ] 50.00

Oct - 2021 ] 000 $000 1 5T 40

Page 1 0f 1 Entries . PageSize. 5 ~

Picture Reference: Enrolment Statistics Page
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Step 3: To filter by the date range, select the date range under the “From” and “To”
fields and click “Search”.

Emrolment Statrstics (By Month)

& Enrolment in Confirmed Status

Picture Reference: Enrolment Statistics Page

Step 4: The filtered enrolment statistics (by month) details will be displayed on the
“‘Main Section” page.

Enrolment Statistics (By Month)

\& Enrolment in Confirmed Status

Month No. of Programme Total Amount Tl Date BINNG(S) No. of Module Tl Date BUNNg(s)
Aug - 2021 o $000 5000 1 457 40
Sep- 2021 1 $TTEs ST1785 ] 5000

Oct - 2021 0 000 $000 1 $46T 40

Page 1 Of 1 Eniries. . PageSze. 5 v

Picture Reference: Enrolment Statistics Page
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Enrolment Statistics (By Schedule Number)

Step 1: To view the enrolment statistics by schedule number, click “Enrolment
Statistics (By Schedule Number)” from the “Enrolment Statistics” page.

Encolment Statisics

Encoiments Enroiment Date End Date Name NRICFN Grace sutus
€21000261 18002021 ) S $0654306¢ NA ta
21 Now202!  Janat Zi NA oter

6 Aoy 2021

8

i

:
BOOAA!

Enroiment Statistcs (By Schedule Number)

Picture Reference: Enrolment Statistics Page

Step 2: The enrolment statistics (by Schedule Number) details will be displayed on the
“‘Main Section” page.

Enrolment Statistics (By Month)

Enroiment Statistics (By Schedule Number)

w Enrolment Statistics (By Schedule No)

Schedule No Enroiment Date Course Coce Course Tite No. Of Partcipant Sch S-Date Sch E-Date

SCH.Chidron, Youth and Family-SCRS5644.21.004 18-0c-2021 SCRS5944 Financial Planning for Low-income Clants 1 01-Sep-2021 30-Now-2021

SCH.Chilren, Youth and Family-SCRS5944.21.0005 18-0¢1-2021 SCRSS944 Financial Planaing for Low-income Clents 1 01-Apr-2022 31-01.2022

$0158-21.002 20-Sep-2021 soisg Advanced Centificate in Supported Employmaent 1 01-May-2021 31-Dec-2021

SCH.CET Programmaes-ICh-21-001 10-Sep-2021 M Introduction 10 Case Manageenant 1 1-0un-2021 30-Sep-2021

SCH.CET Programmes-ICM-21-001 09-Sep-2021 M Introduction 1o Case Management 2 01-Jun-2021 30-Sep-2021
Page 1 Of 2 Entrle PageSze 5

Picture Reference: Enrolment Statistics Page
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Step 3: To filter by the date range, select the date range under the “From” and “To”
fields and click “Search”.

i« Enralment Stalistics (By Schedule Ma)

Picture Reference: Enrolment Statistics Page

Step 4: The filtered enrolment statistics (by Schedule Number) details will be displayed
on the “Main Section” page.

Enrolment Statistics (By Month)

Enroiment Statistics (By Schedule Numbser)

w Enrolment Statistics (By Schedule No)

Schedule No Enroiment Date Course Code Course Title No. Of Participant Sch $-Date Sch E-Date
SCH-Chicron, Youth and Family-SCRSS544.21.004 18022021 SCRSS44 Financial Planning for Low-income Clents 1 01.Sep-2021 30-Nov-2021
SCH.Chicren, Youth and F amily-SCRS5944.21.0005 18-0¢2-2021 SCRSS944 Financial Planning for Lov 1 01.Apr- 2022 31002022
SCH.CET Programmes-SOIS8.-21.002 20-Sep-2021 SOIS8 Advanced Centificate in Supporied Employment 1 01-May-2021 31-Dec-2021
SCH.CET Programmas-ICM-21-001 10-Sep-2021 KM Introduction 10 Case Manageenant 1 01-Jun-2021 30-Sap- 2021
SCH.CET Programmes-ICM-21-001 09-Sep-2021 L= Introduction 1o Case Management 2 01Jun-2021 30-Sep-2021
Page 1 0f 2 Entries . ) PageSte 5 v

Picture Reference: Enrolment Statistics Page
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Enrolment Details

Step 1: To view all the enrolment records including programme and direct module, click
‘Enrolment Details” from the “Navigation Menu”.

Enrclment Details

Picture Reference: Navigation Menu

The enrolment records can be filtered based on the 3 different categories:
e Branches
e Course’'s Name
e Schedule Start/To Date
Step 2: To filter the enrolment records, you may either select the branch from the “All

Branches” dropdown list, fill in the “Course Name” or select the date range from the
“Start from Date” and “Start to Date”.

Enrolment Details

| ABanches () | Course Name ()
Start From Date B Start To Date = | o

1 Search

Picture Reference: Enrolment Details Page

Step 3: Click “Search” and the enrolment records will be displayed on the “Main
Section” page.

@ Enrciment Details

Advanced Certificate in Supported Employment 01-May-2021 + 31-Dec-2021

MTO test prog x1 10-May-2021 -+ 10-Jan-2022
jule No: SCH-2021.000001-Marketplac

==

Introduction to Case Management 01-Jun-2021 + 30-Sep-2021

Picture Reference: Enrolment Details Page
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View Student

Step 1: To view details of the student (staff) who are registered for the courses /
programme, click “View Students” under the enrolment record’s title.

Advanced Certificate in Supported Employment 01-May-2021 + 31-Dec-2021

Schedule No: SCH-CET Programmes-50158-21-002

Picture Reference: Enrolment Details Page

Step 2: You will be redirected to the “View Students” page. Details of the students and
schedule will be displayed.

Programme Tits Advanced Cartiicaty in Supporied Employmant
Start Date D1-May- 2021
End Date 3-Dec-21
Search
MStudentd19 Enrolled , Billed. Mo Faid
57853
AN AR A 4
Enrolment No - ENR-2021-008372
Page 1 of 1 arities ’

Picture Reference: View Students Page

Note: If it is a direct module enrolment, you can view the module details for each
student.
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View Module

Step 1: To view module, click “Action” and select “View Module”.

| @ View Students i

Programme Tie Advarced Certficats in Supported Emglayment
Stant Date 01-May-2021
End Date 31-Dec-2021
Search o0, 103 SORIME Saaer
MStudent019 Enrolled , Billed, Not Paid s I
57053 View Modue

Vierw Result

ngan manis{@i-access com
Envolment No | ENR-2021-000372

Select AN

Page 10f 1 entries o

Picture Reference: View Students Page

Step 2: You will be redirected to the “View Module” page.

& View Module

Advanced Certificate in Supported Employment

Programme Title
Student Name MStudent019
1D No 57853

Email ngan mavis@i-access com sg

Enrolment No ENR-2021-000372
e eg. module code/module litle
BSC Enrolled , Billed , Not Paid 1
Basic Counselling Skills and Practice for Job Coaches
01-May-2021 = 30-Jun-2021

Enrolled , Billed , Not Paid 2

IcMm

to Case Mar

01-Aug-2021 = 29-0c1-2021

Picture Reference: View Module Page
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Version 1.2 (Updated: 6 July 2022)

Account Statement
This is only applicable to users with ‘Billing Contact’ access.

Step 1: To view and/or download tax invoice, click “Account Statement” from the
“‘Navigation Menu”.

Account Statement

Picture Reference: Navigation Menu

Step 2: You will be redirected to the “Account Statement “ page.

Dashboard Account Statement

B Account Statement

Branch: Search:
v \

P: 1 of 0 enti
age 1 of 0 entries PREVIOUS ~ NEXT

Picture Reference: Account Statement

Step 3: Select and filter the branch from the dropdown. Alternatively, you may search
by Billing Reference number from the search box.

3 Account Statement

Picture Reference: Account Statement
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Step 4: Once filtered, click on the Billing Reference number to view and/or
download the tax invoice.

B Account Statement

‘ Search:
v

Branch: ‘ Bunny House

TINV-21-000684

Date © 16-Nov-2021 - Tax Invoice (Course) - ¥ Approved
Credit Amt($) : 0.00 - Debit Amt($) : 695.50
Balance ($) : 695.50

Picture Reference: Account Statement
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Outstanding Payment

This is only applicable to users with ‘Billing Contact’ access.

Online Payment

Step 1: To make online payment, click “Outstanding Payment” from the
“‘Navigation Menu”.

Qutstanding Payment

Picture Reference: Navigation Menu

Step 2: You will be redirected to the “Outstanding Payment “ page.

Dashboard > Outstanding Payment

@ Outstanding Payment

Search:

(m] Payee Payment Detail Balance ($)

E21000464
Invoice Date - 16-Nov-2021 - Invoice No : TINV-21-
000684 - Branch Name - Bunny House
Grand Amt ($) - 0.00 - Net Payable B/F GST ($)
a LoveBunny 650.00 - GST (5) - 45.50 - Subsidy Amt ($) - 0.00 695.50

Fee Payable A/F GST ($) : 695.50 - Collected Amt
($) :0.00 - Credit Amt ($) : 0.00 - Debit Amt ($)
0.00

Page 1 of 1 entries e o .
PREVIOUS NEXT
Make Payment

Picture Reference: Outstanding Payment

Step 3: Select the outstanding payment by checking the checkbox and click “Make
Payment”.

@ Outstanding Payment

Search:

(] Payee Payment Detail Balance ($)
E21000464
nvoice Date : 16-Nov-2021 - Invoice No  TINV-21-
000684 - B me : Bunny House
Grand Amt ($) : 0.00 - Net Payable B/F GST ($)

LoveBunny 650.00 - GST (5) - 45.50 - Subsidy Amt (5) - 0.00 695.50
Fee Payable A/ S
($) :0.00 - Credi

0.00

Page 1 of 1 entries ' G e
Make Payment

Picture Reference: Outstanding Payment
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Step 4: You will be redirected to the “Online Payment” page, the payment details
will be displayed.

pr—

g

Welcome to Online Payment
TINV2.500584
et Bunny

Amount (5G0)

550

MNet Payable. 695.50

EE

Total Exi
Total Exiting DN

Eatane amount o pay - § 836,50

Your registration has besn successfully sUDMtied. Please procesd 1o Make anline payment.

Piease provide $51

Picture Reference: Online Payment
Step 5: Click “Proceed to Payment” to proceed with the payment.
Note: Visa/Mastercard will be default payment mode

Choose Payment Mode

=i VISA

=

Picture Reference: Online Payment
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Payment via Cheque

Step 1: To make payment via cheque, quote the Billing Reference number from
the “Account Statement” at the back of the cheque.

B Account Statement

Search:

Branch: Bunny House v ‘

TINV-21-000684

Date : 16-Nov-2021 - Tax Invoice (Course) - ¥ Approved
Credit Amt($) : 0.00 - Debit Amt($) : 695.50
Balance ($) : 695.50

Picture Reference: Account Statement
Step 2: Mail the cheque to the following address,
National Council of Social Service (NCSS)
Ulu Pandan Community Building
170 Ghim Moh Road, #01-02
Singapore 279621

Note: Cheque should be made payable to National Council of Social Service. For
other Payment modes, you may refer to the FAQ from https://www.ssi.gov.sg.
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https://www.ssi.gov.sg/

Log Out

Step 1: To log out, click “Logout” from the “Navigation Menu”.

Logout

Picture Reference: Navigation Menu

Step 2: Alternatively, to log out, click “Log Out” from the “Top Bar”.

Picture Reference: Top Bar

— End of User Guide —

We hope that this user guide has been useful to help you use the iLTMS Online
Registration and TMS Client Portal. We will be continually reviewing the user guide
so that it will better guide you. We thank you for your patience and understanding as
you journey with us in our implementation of a new system.

Cheers, The iILTMS Workgroup
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