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ASSIGN AND MANAGE
CLIENT DIGITAL SERVICE
ACCESS TO USERS
(FOR THIRD PARTY ENTITY)

A. Assign Client Digital Service

B. Manage User Access to Client Digital Service

Note: Sub-Admin accounts with restricted access will not be able to authorise and manage Third Party Authorisation for your
entity. If you have a Sub-Admin account and would like to check if your account is restricted, go to My Account > View My Profile

> Assignment Profile.
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Log In to Corppass Portal

« Select ‘Log in with Singpass’.

Home  AboutUs  Services Help LoginwithSingpass& Q

Welcome to Corppass

Corppass is the authorisation system for entities to manage digital
service access of employees who need to perform corporate
transactions. There are more than 200 government digital services
available today.

Sign up now to prevent any disruption to your business
transactions. Find out more.

Register as a Corppass Admin »

Get started with Corppass by your role Q

| am the | am the lam a
Registered Officer » Admin » User »
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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.

singpass Services v FIT|F & Q

Singpass app

Scan with Singpass app
Logging in as Business User

= Welcome to Singpass
B your trusted digital identity

Have questions? >
Locate a counter >
Contact us >
_smg pass——-
Don't have Singpass app? Download now
\, J
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Log In to Corppass Portal

the Singpass login page.

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

Enjoy more services with your
improved digital identity. \

w |

Learn more >

[Sel{[PREY Resource Hub

@ YOU'REOKAY

Digital Signing X2

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

FIT|F & Q

Singpass app

Scan with Singpass app
Logging in as Business User

\——singpass—/

Don't have Singpass app? Download now
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Log In to Corppass Portal

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

Singpass app

Loginto

Corppass Webslte

singpass

Allow QR login on
Singpass app

Don't have Singpass app? Download now

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
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Log In to Corppass Portal

« Alternatively, enter your Singpass ID & Password.

singpass Services v FIT|FT & Q

Password login

Logging in as Business User
= Welcome to Singpass
B oy trusted digital identity

Have questions? >

Locate a counter > “
Contact us > Forgot Singpass ID Reset password
Register For Singpass

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.

P Asingapore Government Agency Website

singpdass

SMS OTP

Enter the 6-digit One-time Password (OTP) sent to your mobile number (****6022). Not your maobile number?

If you do not receive an OTP on your mobile device within 30 seconds, please click on the "Resend OTP" button here:

Resend OTP
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Log In to Corppass Portal

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

Face verification

® Please note:

Use another authentification method if you are sensitive to flashing lights.

@ In the next screen, click "Begin Scan”.
@ Keep still as the camera locates your face.

@ The screen will flash a series of colored lights.

Click here to find out more about Singpass Face verification.

\ S
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corppass

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

P Asingapore Government Agency Website

singpdass

Face verification

Here are some guidelines. Find out more here.

]
oo = -
=
r Y
© Clear glasses ©) Keep headgear &) Indoor lighting ©) Keep mouth closed
and hair off face
*e “ﬂ- o
[ ]
—
@ Tinted glasses @) Cover your face @) Very bright lighting @ smile widely

Look into the front camera and select "Begin Scan”.

By selecting "Begin Scan’, you are allowing us to match your photo with the government’s biometrics database based on the Terms of Use.
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Log In to Corppass Portal

« Follow the instructions provided while the scanning takes place.

Singpass

Press to exit full screen

Keep sitill

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.

11



A Guide for Admins & Sub-Admins
Assign and Mange Client Digital Service Access to Users (For Third Party Entity) corppass

Assign Client Digital Service

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

Singapore Government

cnrppqss Integrity - Service - Excellence

4 A & ContactUs | Feedback | Sitemap | FAQ

Log Out &
Select UEN/Entity ID
M91425521H M30062017A €20001187B
Entity 1 Entity 2 Entity 3
\, J

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

* You will land on your home page. Under ‘Third Party (Clients)’ tab, select
‘Assign Clients e-Service’.

Home My Account Users e-Service Third Party Advance Help

Welcome to Corppass,
PEARLY HONE

Update your password before it expires on 07 Mar 2023

Q 2 more digital services have been made available on Corppass over the last 90 days.

e-Service Access || Third Party | Third Party (Clients) \

28 of

Manage Clients

Change Entity Profile
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Assign Client Digital Service

Select the Client and its digital services that you would like to assign your
user(s). Click ‘Next’ to proceed.

Home My Account Users e-Service Third Party Advance Help

Home / Assign Client e-Senvices

, ) ) You may use the search bar to
Assign Client e-Services - . .
search for specific digital services.

Do |

Select
Client e-Services

Select Cliant e-Service(s) that you would like to assign to your users. Y Filter | search UEN / Entity ID CL 2~
Agency
Govt. Issued Additional Authorisation Authorisation
+ Agency 4 eService # Roles ID 4 Parameters 4 Effective Date 4 Expiry Date 4
704021 BIOFILM PTE CPF CPFe- Editor - 24/02/2017 31/12/9999
96w LTD Submission

1 Client e-Service(s) Selected

Showing 1to 1 of 1 items
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Assign Client Digital Service

Select the user(s) that you would like to assign to the selected Client’s

digital service(s).

Assign Client e-Services

Q LA @ L
Select

Select
Client e-Services Users

1 Selected Client e-Service(s) ¥+

Step 6A , , , , ,
Select your entity's user(s) to be assigned to the selected Client e-Service(s). Y Eilter | Search O\ 2~

PEARLY HONE pearlyhone@mailinator.com Admin
CHAN QIAO EE changiaoee@mailinator.com User
] KENNETH FRY KENNETHFRY@MAILINATOR.COM Enquiry User
‘_| TERRI MANDEL TERRIMANDEL@MAILINATOR.COM Sub-Admin
[ ] BENJAMIN FRANK benjaminfrank@mailinator.com User
] MARY LIM MARYLIM@MAILINATOR.COM User
L] EDWIN TAN edwintan@mailinator.com Sub-Admin
§ Y
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Assign Client Digital Service

Click ‘Next’ to proceed.

Select your entity's user(s) to be assigned to the selected Client e-Service(s). Y Eilter | Search 0\

Full Name 4 Email Address 4 User Type
PEARLY HONE pearlyhone@mailinator.com Admin
CHAN QIAO EE changiaoee@mailinator.com User
] KENNETH FRY KENNETHFRY@MAILINATOR.COM Enquiry User
|:| TERRI MANDEL TERRIMANDEL@MAILINATOR.COM Sub-Admin
] BENJAMIN FRANK benjaminfrank@mailinator.com User
|:| MARY LIM MARYLIM@MAILINATOR.COM User
(] EDWIN TAN edwintan@mailinator.com Sub-Admin
] PHANG GABRIEL PHANGGABRIEL@MAILINATOR.COM User

2 user(s) selected

Showing 1 to 8 of 8 items

Can't find a user?
You may not have created the user account.

Click here to do so.
- [
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Assign Client Digital Service

Review details of user(s) assigned to the Client’s digital service, then click
‘Submit’.

Home My Account Users eService  Third Party Advance Help LogOutd Q

Home | Assign Client e-Services
=

Assign Client e-Services

o seee ° sees @
Select Select Review
Client e-5ervices Users & Submit

Verify the following details,

) Verify the user(s) to be assigned with the
Selected User(s) + — . . .
Step 7A — Client authorisation

Selected Client e-Service(s)

CPF ® CPFe-Submission

Authorisation Effective Date 240272017
Authorisation Expiry Date 31/12/9999
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Assign Client Digital Service

» A confirmation message will indicate that you have successfully assigned
the Client’s digital services to your user(s).

Home My Account Users e-Service Third Party Advance Help Log Out & Q
Home / Assign Client e-Services
0 You have assigned the Client e-Service(s) to selected user(s).
\, J
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Manage User Access to Client Digital Service

* Under ‘User Accounts’ tab, click on ‘Manage User Accounts’.

My Account Users e-Service Third Party Advance Help

Welcome to Corppass
PEARLY HONE

Q 54 more digital services have been made available on Corppass over the last 90 days.

User Accounts e-Service Access Third Party Third Party (Clients)

Change Entity Profile

o

Create User Accounts Manage User Accounts

View and edit your entity's user account details
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Manage User Access to Client Digital Service

« Alternatively, under ‘Users’, select ‘Manage Users’.

My Account e-Service Third Party Advance Help

Create Users

.ome to Corppass

Batch Create Users

Q 54 m¢ View Batch Upload History in made available on Corppass over the last 90 days.

User Accounts e-Service Access Third Party Third Party (Clients)

Change Entity Profile

o

Create User Accounts Manage User Accounts
Add accounts Lo your Cnlity Wiew and edil your entity's user account deLa
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Manage User Access to Client Digital Service

Step 5B

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

users in your entity and their corresponding details.

Manage User Accounts

B rullName

[] PEARLYHONE

[] PHANG GABRIEL
(] TOHJONATHAN
(] IERRLMANDEL

[] LLVIRDI

0 -

[] EEVIRDI

(] EEVIRDI

[] Tod

[] LEEMEGAN

Create User Account Change user status (0)

Y Filter | search

% NRIC/FIN/ Foreign ID No.

SH#R#319D
SH**#413C
SHE*+3278
G**%%738Q
Frs017T
SERA#070)
GH+*887K
YHEEEHGTEE
SH**+082B

BF#*#¥539]

% User Type

User
Admin
Sub-Admin
User

User

User
Sub-Admin
User
Admin

Enquiry User

Q| 2-

% Account Status 4

Active

Active

Active

Active

Active

Active

Pending Activation
Suspended
Terminated

Terminated
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Manage User Access to Client Digital Service

Select a user to view their details.

Manage User Accounts
Ste p 5 B Change user status (0) Y Filter | search O\ A
B rulName % NRIC/FIN/ Foreign ID No. % User Type % Account Status s
| | PEARLY HONE S*F*%319D User Active
|_| PHANG GABRIEL SHFFFA13C Admin Active
|_| TOH JONATHAN S*FF*3278 Sub-Admin Active
[ ] IERRIMANDEL G****738Q User Active
[] LLVIRDI [FEEEST T User Active
1 - S*EEFFQ70I User Active
[] EEVIRDI GFFF*8RTK Sub-Admin Pending Activation
[ ] EEVIRDI Y*EFEXGTBF User Suspended
min erminate
(] ToH S*FF*082B Admi T i d
] nquiry User erminate
LEE MEGAN BF*#%539] E u T d
\, J
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Manage User Access to Client Digital Service

Step 6B

\

corppass

View user’s access to Client digital services under the ‘Assigned Client e-

Services’ tab.

Home: My Account Users e-Service Third Party ~ Advance Help

View User

Home / Manage User Accounts

PEARLY HONE

Profile Assigned e-Ser\fices‘ Assigned Client e-Services \Cliem e-Service Groups Transaction History

Click 'Add Client e-Services' below to assign Client e-Service(s) to your user(s).

Add Client e-Service Access

Y Eilter

Remove Client e-Service Access (0)

Client Agency Additional Authorisation

e-Service Role & IssuedID Parameters Effective Date

CPF e- Editor 09/04/2017

Submission

BIOALM CPF
PTELTD

70402196W

0 Client e-Services Selected

Showin

Authorisation

Expiry Date

31/12/95999

g1to1 of1items

Note: e-Service is also known as digital service
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Manage User Access to Client Digital Service

Step 6B

corppass

To assign other / more Client digital service(s) to your users, click ‘Add
Client e-Service Access'.

Home: My Account Users e-Service Third Party ~ Advance

Home / Manage User Accounts [ View User

PEARLY HONE

Profile Assigned e-Services

Click 'Add Client e-Services' below to assign Client e-Service(s) to your user(s).

Add Client e-Service Access

Remove Client e-Service Access (0)

Client Agency
e-Service Role § IssuedID
70402196W  BIOFILM CPF CPF e Editor
PTELTD Submission

0 Client e-Services Selected

\,

Help

Assigned Client e-Services

Y Eilter

Additional

Parameters

Transaction History

Authorisation Authorisation

Effective Date

Expiry Date

09/04/2017 3171219559

Showing 1 to 1of 1 items

Note: For more information on adding Client e-Service Access to a user, refer to Section A

‘Assign Client Digital Service’

24



A Guide for Admins & Sub-Admins

Assign and Mange Client Digital Service Access to Users (For Third Party Entity)

Manage User Access to Client Digital Service

corppass

Step 7B

To remove a Client digital service from the user, select the digital service
and click ‘Remove Client e-Service Access’.

Home: My Account Users e-Service Third Party ~ Advance Help

Home / Manage User Accounts [ View User

PEARLY HONE

Profile Assigned e-5ervices Assigned Client e-Services Transaction History

Click "Add Client e-Services' below to assign Client e-5ervice(s) to your user(s).

Add Client e-Service Access Remowe Client e-Service Access (0) Y Eileer Sed Q| 2~

Authorisation

Additional Authorisation

Parameters

Client Agency
e-Service Role § IssuedID

Expiry Date

Effective Date

CPF e- Editor 09/04/2017 3N 219999

Submission

BlOALM  CPF
PTELTD

. 70402196W

0 Client e-5ervices Selected

Showing 1 to 1 of 1 items
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Manage User Access to Client Digital Service

* A confirmation message will indicate that you have removed the user’s
access to the selected Client digital service(s).

Home My Account Users e-Service Third Party Advance Help

Home / Manage User Accounts | Assign Selected e-Services
0 You have removed user's access to selected Client e-Service(s).
Step 8B
S Y
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- END -

Updated as of April 2021
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