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CREATE CORPPASS ACCOUNT

MANAGE CORPPASS ACCOUNT

This guide contains the following sections:



A Guide for Admins & Sub-Admins 

Create and Manage Corppass Accounts

3

CREATE 

CORPPASS ACCOUNT
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Log In to Corppass Portal

Step 1

Step 2

• Select ‘Log in with Singpass’.
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Log In to Corppass Portal

• You will be redirected to the Singpass login page. Log in by scanning the 

QR code using your Singpass app.

Step 1

Step 2
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Log In to Corppass Portal

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

the Singpass login page. 

Step 1

Step 2
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Log In to Corppass Portal

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

button.

Corppass Website

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

Step 1

Step 2
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Log In to Corppass Portal

• Alternatively, enter your Singpass ID & Password.
Step 1

Step 2

Note: If you are a Foreign ID user, this mode of login using Singpass ID or Password is not 

applicable to you. You can log in using the Singpass app.
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Log In to Corppass Portal

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

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

Step 1

Step 2
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Log In to Corppass Portal

• Or verify your identity using Face Verification. Select ‘Continue’. 

Step 1

Step 2
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Log In to Corppass Portal

• Read the guidelines and click ‘Begin Scan’ to proceed.

Step 1

Step 2
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Log In to Corppass Portal

• Follow the instructions provided while the scanning takes place. 

Note: Face Verification does not require any setup and is only available on desktop and 

mobile browsers. It requires the user to have a front-facing camera on their device when 

accessing digital services.

Step 1

Step 2
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Step 1

Step 2

Step 3

Step 4

Create Corppass Accounts

Step 5

Step 6

Step 7

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

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

Step 8
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• You will arrive at your homepage. Select your entity profile. 

Step 1

Step 2

Step 3

Step 4

Create Corppass Accounts

Step 5

Step 6

Step 7

Select ‘I am the 

only user’ if you 

are the only user 

in the entity 

requiring access

Select ‘My entity has 

users’ if your entity 

has other users 

requiring access to 

different e-Services

Step 8
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Create Corppass Accounts

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

• Selecting ‘My entity has users’ in the previous step will direct you to create 

user accounts by clicking ‘Create User Accounts’.

Step 8
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Create Corppass Accounts

• Arrive at ‘Create User Accounts’ page.

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8
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Create Corppass Accounts

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

If you choose NRIC / FIN as the Identity Type, 

the Full Name and Country / Region of 

Issuance field will be auto-populated

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8
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Create Corppass Accounts

• If you chose to create a NRIC/FIN user account, fill in the NRIC/FIN No. 

and corporate email address of user.

An email will be sent to 

the user to activate 

his/her Corppass

account.

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8
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Create Corppass Accounts

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8

• If you chose to create a Foreign ID user account, fill in the user’s Full 

Name, Foreign ID No., country of ID issuance as per their identity 

document and corporate email address. 

An email will be sent to 

the user to activate 

his/her Corppass

account.
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Create Corppass Accounts

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6 (Admin)

Step 7

Step 8

• Corppass Admin can create Sub-Admin, Enquiry User and User accounts. 

Select the appropriate account type for each user.

For more information on each 

Corppass account type, 

please visit our FAQ page.

1) ‘User’ – An account to transact with government digital 

services on behalf of the entity.

2) ‘Enquiry User’ – An account that is able to transact with 

government digital services, and can search & view details 

of other users within the entity. Enquiry Users cannot 

assign digital service access or manage other accounts

3) ‘Sub-Admin’ – An account that can manage other 

Corppass accounts in the entity. Sub-Admins may create 

Users and Enquiry Users and assign them digital service 

access.
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Create Corppass Accounts

• Corppass Sub-Admins can only create Enquiry User and User accounts. 

Select the appropriate account type for each user.

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6 (Sub-Admin)

Step 7

Step 8
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Create Corppass Accounts

• Indicate if you wish to assign access to all digital services on Corppass to 

the user. If unchecked, digital services will need to be assigned 

individually.

Not applicable for Sub-Admins 

with restricted access

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8
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Create Corppass Accounts

• Click ‘Add new user’ if you wish to create more users.
Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8
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Create Corppass Accounts

• Click ‘Next’ to continue.

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8
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• Review the details before submission. Once complete, click ‘Submit’.

Create Corppass Accounts

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8
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• For Foreign ID user creation, review the Foreign ID user details. Once 

complete, read and agree to the ‘Terms of Use’ before clicking ‘Submit’.

Create Corppass Accounts

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8
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• A confirmation message will indicate that the user account(s) have been 

created.

Create Corppass Accounts

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8
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MANAGE 

CORPPASS ACCOUNT

A. Update User Profile

B. Change User Status

C. Change Account Type
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• After logging in (see Step 1 and 2 illustrated on slides 4-12), select the 

Entity you wish to transact on behalf of.

Manage Corppass Accounts

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

Step 1

Step 2

Step 3

Step 4
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• You will arrive at your home page. Under ‘Users’, select ‘Manage Users’ 

from the dropdown menu. Alternatively, you may select ‘Manage User 

Accounts’ option.

Manage Corppass Accounts

Step 1

Step 2

Step 3

Step 4
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• You will land on the ‘Manage User Accounts’ page, which shows you a list 

of Corppass users in your entity and their corresponding details.

Manage Corppass Accounts – (A) Update User Profile

Step 1

Step 2

Step 3

Step 4

Step 5A

Step 6A

Step 7A
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• Click on a user’s name to view their details.

Manage Corppass Accounts – (A) Update User Profile

Step 1

Step 2

Step 3

Step 4

Step 5A

Step 6A

Step 7A
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• You will land on the user’s profile.

Manage Corppass Accounts – (A) Update User Profile

PHANG GABRIEL

Step 1

Step 2

Step 3

Step 4

Step 5A

Step 6A

Step 7A
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• You can change the user’s registered email and mobile number. Click 

‘Save’ to save any changes.

Manage Corppass Accounts – (A) Update User Profile

Registered email

Mobile number

Step 1

Step 2

Step 3

Step 4

Step 5A

Step 6A

Step 7A
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• A confirmation message will indicate that the user’s profile has been 

updated.

Manage Corppass Accounts – (A) Update User Profile

Step 1

Step 2

Step 3

Step 4

Step 5A

Step 6A

Step 7A
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• Select the user(s) that requires an account status change.

Manage Corppass Accounts – (B) Change User Status 

You can only make edits to multiple users who 

share the same status. Otherwise you will have 

to make separate edits for each user.

Step 1

Step 2

Step 3

Step 4

Step 5B

Step 6B

Step 7B
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• Click ‘Change user status’.

Manage Corppass Accounts – (B) Change User Status 

Step 1

Step 2

Step 3

Step 4

Step 5B

Step 6B

Step 7B
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• Select the ‘New Account Status’ using the dropdown menu. 

Manage Corppass Accounts – (B) Change User Status 

1) ‘Active’ – Account is active and ready for use.

4) ‘Terminated’ – A permanent disabling of the account. An account can be terminated by a Corppass

Admin or due to dormancy (for local entities, user accounts will be suspended after 4 years & 21 days of 

inactivity; for foreign entities, user accounts will be suspended after 1 year & 6 months of inactivity).

2) ‘Inactive’ – Account has not yet been activated after creation..

3) ‘Suspended’ – A temporary disabling of the account. An account can be suspended manually by a 

Corppass Admin or due to dormancy (for local entities, user accounts will be suspended after 3 years & 21 

days of inactivity; for foreign entities, user accounts will be suspended after 1 year & 21 days of inactivity).

Step 1

Step 2

Step 3

Step 4

Step 5B

Step 6B

Step 7B
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• Select the date when the new status will take effect.

Manage Corppass Accounts – (B) Change User Status 

Step 1

Step 2

Step 3

Step 4

Step 5B

Step 6B

Step 7B
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• Select the date when the new status will expire. The new status will 

remain indefinitely if left blank.

Manage Corppass Accounts – (B) Change User Status 

Step 1

Step 2

Step 3

Step 4

Step 5B

Step 6B

Step 7B
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• Enter a reason for the new status, then click ‘Save’ to confirm.

Manage Corppass Accounts – (B) Change User Status 

Step 1

Step 2

Step 3

Step 4

Step 5B

Step 6B

Step 7B
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• A confirmation message will indicate that the user(s)’ profile has been 

updated.

Manage Corppass Accounts – (B) Change User Status 

Step 1

Step 2

Step 3

Step 4

Step 5B

Step 6B

Step 7B
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• You will land on the ‘Manage User Accounts’ page, which shows you a list 

of Corppass users in your entity and their corresponding details.

Manage Corppass Accounts – (C) Change Account Type 

Step 1

Step 2

Step 3

Step 4

Step 5C

Step 6C

Step 7C
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• Click on a user’s name to view their details.

Manage Corppass Accounts – (C) Change Account Type 

Step 1

Step 2

Step 3

Step 4

Step 5C

Step 6C

Step 7C
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• Arrive at the user’s profile.

Manage Corppass Accounts – (C) Change Account Type 

Step 1

Step 2

Step 3

Step 4

Step 5C

Step 6C

Step 7C
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• You can change the user’s account type, then click ‘Save’.

Manage Corppass Accounts – (C) Change Account Type 

Note: Sub-Admins can only change the 

Account Types of Enquiry Users and 

Users. 

Step 1

Step 2

Step 3

Step 4

Step 5C

Step 6C

Step 7C
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• A confirmation message will indicate that the user’s profile has been 

updated.

Manage Corppass Accounts – (C) Change Account Type 

Step 1

Step 2

Step 3

Step 4

Step 5C

Step 6C

Step 7C
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- END -
Updated as of April 2021


