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Log In to Corppass Portal

• Select ‘Log in with Singpass’.

Step 1

Step 2
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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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• After logging in, select the Entity you wish to transact on behalf of.

Batch Create Accounts

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

Step 7

Step 1 - 2
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Step 6

Step 8
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Step 11

Step 12

Step 13

Step 14
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• You will arrive at your homepage. Under ‘Users’, select ‘Batch Create 

Users’.

Batch Create Accounts
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• Arrive at ‘Batch Create Users’ page. Download the Excel template. 

Batch Create Accounts
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• Read the instructions within the Excel document on creating multiple 

users using this method.

Batch Create Accounts
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• Next, select the ‘CreateUser’ worksheet.

Batch Create Accounts

Step 7

Step 1 - 2

Step 3

Step 4

Step 5

Step 6

Step 8

Step 9

Step 10

Step 11

Step 12

Step 13

Step 14



A Guide for Admins & Sub-Admins

Batch Create Accounts

16

• Fill in the required details in the cells highlighted in pink. Click on each 

field for a tooltip description.

Batch Create Accounts

Information about this 

field will be displayed in 

the tooltip box.

Note the maximum character 

length for each field, as 

denoted by ‘[Max xx]’.

If the entry does not meet the 

required cell format, that 

particular user account will 

not be created.
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• Click ‘Select File’ to upload the completed Excel file. (Only xlsx and xls file 

formats are allowed)

Batch Create Accounts
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• Click ‘Next’ to proceed.

Batch Create Accounts
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• Verify that the correct file has been uploaded before you click ‘Submit’ .

Batch Create Accounts

Verify file name and ensure 

that the correct file has been 

uploaded. 

Check that the number of 

records indicated is the same 

as the number of user 

accounts entered within the 

Excel file.
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• You will see a confirmation page if the file has been uploaded 

successfully. Processing requires one working day. You will receive an 

email notification indicating that the batch file has been processed. 

Batch Create Accounts
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Note: Users will receive an email notification once their accounts have been created, 

requesting for them to activate to activate their accounts.
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• Click ‘View Batch History’ to see batch files you uploaded previously. You 

can also access your upload history under ‘Users’ > ‘View Batch Upload 

History’.

Batch Create Accounts
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• A table will display your batch upload history.

Batch Create Accounts

View Error

06/09/2020 14:58

06/09/2020 14:30

24/08/2020 17:35

23/08/2020 15:36

23/08/2020 15:31

06/09/2020 14:51

06/09/2020 14:21

23/08/2020 20:17

23/08/2020 15:33
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• View the status of each file upload as indicated.

1) ‘In Progress’ – File upload was successful and is 

being processed.

2) ‘Completed’ – File upload was successful and 

processing has been completed.

3) ‘View Error’ – File upload was successful, but 

Corppass was unable to process the details of some 

users. Learn how to fix the error on the next slide.

Batch Create Accounts

View Error
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• Click ‘View Error’ to download an Excel list of user accounts that were not 

processed.

Batch Create Accounts

View Error
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• In the Excel, you will see the reasons why user accounts were not 

processed. Rectify the details based on the error messages.

Batch Create Accounts
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• Go to ‘Users’ > ‘Batch Create Users’. Repeat Steps 8 to 10 to submit the 

updated file with users that could not be processed previously.

Batch Create Accounts
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