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MANAGE USERS’ 

DIGITAL SERVICE ACCESS

A. View Users’ Digital Service Access

B. Remove Users’ Digital Service Access

C. Add Users’ Digital Service Access
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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.



A Guide for Admins & Sub-Admins

Manage Users’ Digital Service Access

8

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.

Manage Users' Digital Service Access

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

Step 1

Step 2 

Step 3

Step 4

Step 5

Step 6

Step 7
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• You will land on your home page. Under ‘Users’, select ‘Manage Users’.

Manage Users' Digital Service Access

Step 1

Step 2 

Step 3

Step 4

Step 5

Step 6

Step 7
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• On the ‘Manage User Accounts’ page, you will see a list of Corppass

users in your entity and their corresponding details.

Manage Users' Digital Service Access

Step 1

Step 2 

Step 3

Step 4

Step 5

Step 6

Step 7
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• Select a user to view their details. 

Manage Users' Digital Service Access

Step 1

Step 2 

Step 3

Step 4

Step 5

Step 6

Step 7
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• To manage a user’s current digital services access, click on 

‘Assigned e-Services’.

Manage Users' Digital Service Access

Step 1

Step 2 

Step 3

Step 4

Step 5

Step 6

Step 7
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• View the digital service(s) which have been assigned to the user.

Manage Users – (A) View Users’ Digital Service Access

Step 1

Step 2 

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8A
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• When assigning digital service access to users, you can choose to give 

them access to all (currently and to be onboarded), by checking 

‘Access to all e-Services required’.

Manage Users – (A) View Users’ Digital Service Access

Step 1

Step 2 

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8A

Digital services which require additional details 

to be set up (e.g. CSN) will require manual 

assignment to users in the 'Customised e-

Service Access' section, after the details have 

been updated
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• Select the ‘Access to all e-Services required’ checkbox to grant access to 

all digital services to the user and click ‘Save’ to confirm.

Manage Users – (A) View Users’ Digital Service Access

Step 1

Step 2 

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8A
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• You may also customise the digital service access of the user. Ensure that 

the ‘Access to all e-Services required’ checkbox is unchecked. Proceed to 

add the digital services under the ‘Customised e-Service Access’ section. 

Manage Users – (A) View Users’ Digital Service Access

If the user does not need all digital service access:

• Ensure checkbox for default access is unchecked 

• Add individual digital service

To customise a user’s access to specific digital 

services when he or she has already been given default 

access to all digital services:

• Add the digital service to overwrite the default 

setting for it. 

• Remove the customised digital service access to 

return to default settings.

Step 1

Step 2 

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8A
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• Sub-Admins with restricted access can view users’ digital service access, 

but can only assign user access to the digital services within their 

Assignment Profile.

Manage Users – (A) View Users’ Digital Service Access

Digital Services not within the 

Sub-Admin’s Assignment Profile 

cannot be selected and thus, 

cannot be edited or removed

Step 1

Step 2 

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8A
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• To remove a digital service access from a user, select the digital 

service(s), then click ‘Remove e-Service Access’.

Manage Users – (B) Remove Digital Service Access 

Step 1

Step 2 

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8B

Step 9B
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• A confirmation message will indicate that the user’s access to the selected 

digital service(s) has been removed.

Manage Users – (B) Remove Digital Service Access 

Step 1

Step 2 

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8B

Step 9B
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Manage Users – (C) Add Digital Service Access 

• To assign other / more digital services to the user, click ‘Add e-Service 

Access’.

Step 1

Step 2 

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8C

Step 9C

Step 10C

Step 11C

Step 12C
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• Select the digital services from your entity’s list to be assigned. 

Click ‘Next’ to proceed.

Manage Users – (C) Add Digital Service Access 

Step 1

Step 2 

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8C

Step 9C

Step 10C

Step 11C

Step 12C
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• You may be required to select values for selected digital services with 

additional details, such as a digital service role.

Indicates digital 

services that require 

additional details.

Manage Users – (C) Add Digital Service Access 

MTI LICENCEONE

LICENCEONE

MTI

Select a role from the 

dropdown menu. 

Step 1

Step 2 

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8C

Step 9C

Step 10C

Step 11C

Step 12C
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• Set a period for this authorisation, with minimally an Effective (or start) 

Date. Leave the Expiry Date blank if you would like the authorisation to 

last indefinitely. Click ‘Next’ to proceed.

Manage Users – (C) Add Digital Service Access 

MTI LICENCEONE

LICENCEONE

MTI

28/02/2018

28/02/2020

Note: Authorisation Effective Date is mandatory for all digital service assignments.

Step 1

Step 2 

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8C

Step 9C

Step 10C

Step 11C

Step 12C



A Guide for Admins & Sub-Admins

Manage Users’ Digital Service Access

28

• Review details of the assigned digital service, then click ‘Submit’.

Manage Users – (C) Add Digital Service Access 

MTI LICENCEONE

PreparerRole

28/02/2018Authorisation Effective Date

Authorisation Effective Date 28/02/2020

Step 1

Step 2 

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8C

Step 9C

Step 10C

Step 11C

Step 12C
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• A confirmation message will indicate that your user(s) have been assigned 

access to the selected digital services.

Manage Users – (C) Add Digital Service Access 

Step 1

Step 2 

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8C

Step 9C

Step 10C

Step 11C

Step 12C
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Manage Users – (D) Edit Digital Service Access 

• To edit the access of a particular digital service for the user, select the 

relevant digital service(s) then click ‘Edit e-Service Access’.

Step 1

Step 2 

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8D

Step 9D

Step 10D

Step 11D
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Manage Users – (D) Edit Digital Service Access 

• Review the digital service access details for the user and edit the desired 

role or effective access date if needed.

Step 1

Step 2 

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8D

Step 9D

Step 10D

Step 11D
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Manage Users – (D) Edit Digital Service Access 

• Click ‘Next’.

Step 1

Step 2 

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8D

Step 9D

Step 10D

Step 11D
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Manage Users – (D) Edit Digital Service Access 

• A confirmation message will indicate that the user’s access to the selected 

digital service(s) has been updated.

Step 1

Step 2 

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8D

Step 9D

Step 10D

Step 11D
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