User Guide - Safe@Dorm eService

(Applicable only from 23 March 2023)
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The MOM'’s Safe@Dorm eService website allows Dormitory Operators to:

Set up dormitory rooms and generate rooms QR code
Check-in residents

Check-out residents

Download nominal roll

Download and view AccessCode status of residents

NOTE

To use Safe@Dorm eService, user must have “MOM ACE Digital Service Corppass”
assigned to his/her Singpass. For details, refer to Section 7.

For first time login into Safe@Dorm from 23 March 2023, Dormitory Operators are
to download their Nominal Roll (refer to Section 5) and to verify their current
residents’ details.

If the downloaded Nominal Roll does not tally with the actual Nominal Roll, Dormitory
Operators can use Check-In Residents and Check-Out Residents functions to update
the correct Nominal Roll to MOM.
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Section 1: Logging into the Safe@Dorm eService

1. Login* to Safe@Dorm
eService with your Singpass
account at
https://www.mom.gov.sqg/e
services/services/safe-

dormitory

Login with your Singpass

* If you are unable to login to
Safe@Dorm eService, please
set up “MOM ACE Digital
Services Corppass” first (refer
to Section 7).

> eSenvices >

Safe@Dorm

Dormitory operators can view the AccessCode status of their residents (Work Permit, S
Pass and Employment Pass holders).

@ Service isonline
I <0 Log in with Singpass |I availability

24 hours

2. On successful login, you will
be directed to the
Safe@Dorm homepage.

Home >

Safe@Dorm

Use this application to:
- Dorm Rooms Setup and Generate Rooms QR Code @

« Check-In Residents @
« Check-Out Residents @
- Download Nominal Roll @

- Download AccessCode Status @

Employing company  ABc

UEN UEN333198
| want to
Please select an option v
2
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Section 2: Dorm Rooms Setup and Generate Rooms QR Code

In this section, Dormitory Operator can download “Dorm Rooms Setup Template” to input details
and set-up dormitory by block, floor and unit.

Dormitory Operator can then upload to Safe@Dorm and generate and download Rooms QR code.

1. Select “Dorm Rooms Setup
and Generate Rooms QR
Code” from the drop-down
list in [I want to] section.

Select “Dorm Rooms Setup and

Generate Rooms QR Code”

I want to

Please select an option

Dorm Rooms Setup and Generate Rooms QR Code

I Dorm Rooms Setup and Generate Rooms QR Codel

Check-In Residents

Check-Out Residents

Download Nominal Roll

N

User will be prompted to
select [Dormitory Address].
Select dormitory address
here.

Select Dormitory Address

I want to

Dorm Rooms Setup and Generate Rooms QR Code

Dormitory Address

DW-333198 PTest Group 333198

3. User will be prompted to
select [Site].

Select site here.

Select Site

Iwant to

Dorm Rooms Setup and Generate Rooms QR Code

Dormitory Address

DW-333195 PTest Group 333195

Site

C Yochu Kang Rd #7 123 888000 BLD C

-
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4. Download the “Dorm
Rooms Setup Template”
(excel file).

Click on the link

Use this template to input
Block, Floor and Unit.

Save this file.

Dorm Room Setup and Generate Rooms QR Code

1. Download thl Dorm Rooms Setup Template I

2. Fill up the Room details in the Dorm Rooms Setup Template and save a local copy.

Screenshot of “Dorm Rooms Setup Template” for reference

A B C D E
Block Floor Unit Dorm Room Setup Template
_‘ Note: Piease ensure that you key in the Block, Floor and Unit number

accurately and according to the guide below, before uploading
the saved file to generate the Rooms QR Code.

Guide:

1. Pipe (|), Hex (#) and Hyphen (=) characters are not allowed for Block
2. Only alphabets and numbers are allowed for Floor and Unit

3. Maximum number of characters allowed for Block is 10

4. Maximum number of characters allowed for Floor is 3

5. Maximum number of characters allowed for Unitis 5

5. Drag and drop or browse
file.

Click on “Upload” to submit
the completed “Dormitory
Rooms Setup Template”.

Click on “Upload”

3. Drag and Drop or Browse and Select the Dorm Rooms Setup file.
E Drag and drop or browse files.
Excel file only. File size must not exceed 1MB.

Click the "Upload" button to submit Dorm Rooms Setup file.

Upload

6. Click the “OK” button to
confirm to upload.

4 service2-uat.mom.gov.sg

Please proceed with the upload. Confirm?

covs | I

7. |If there is data validation
error, system will display
error message box.

Record(s) with no data
validation error will be
processed and system will
generate a PDF file with the
Rooms QR code.

Record(s) with data
validation error (if any) will
rejected by the system and
moved into an excel file.

service2.mom.gov.sg says

+ 2 records have been uploaded successfully.

+ 1 records have been rejected due to errors.

+ A zipped file that contains PDF File with generated Rooms QR codes
and Excel File with rejected records has been downloaded.

« Please correct the error(s) and upload again using the Dorm Rooms

Setup Template.
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These two files will be
downloaded as a zipped file
into the user’s computer.

System will display
successful message box if
there is no data validation
error.

service2. mom.gov.sg says

QR codes generated successfully

The Rooms QR Code is in
PDF format.

User can print the PDF file
and use them in the
Dormitory Rooms for
residents to scan using their
FWMOMCare App.

| uploaded_QR_Code_20230306 1728

Screenshot of “Rooms QR Code” for reference

MINISTAY OF
( MANPOWER

DORM ID : 987654
DORM NAME : CTQDorm

SITE NAME: ABC ACE FAST Street 2 #ABC 30000 400001 FAST buliding
BLOCK : 300ABC FLOOR :A12 UNIT : 12345

SAFE@DORM

Updated as of 10 March 2023




Section 3: Check-In Residents

In this section, Dormitory Operator can use the “Check-In Residents Template” to register new
residents to the dormitory or to make changes to existing residents’ room details.

=

To register/add new
residents, select “Check-In
Residents” from the drop-
down list in [I want to]
section.

Select “Check-In Residents”

| want to

Dorm Rooms Setup and Generate Rooms QR Code

Please select an option

Dorm Rooms Setup and Generate Rooms QR Code

ICheck—In Residents I

Check-Out Residents

Download Nominal Roll

2. User will be prompted to
select [Dormitory
Address].

Select dormitory address
here.

Select “Dormitory Address”

| want to

Check-In Residents

Dormitory Address

DW-333198 PTest Group 333198

3. User will be prompted to
select [Site].

Select site here.

Select “Site”

| want to

Check-In Residents

Dormitory Address

DW-333195 PTest Group 333195

Site

CYochu Kang Rd #7 123 888000 BLD C
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4.

Download the “Check-In
Residents Template”.

Click on the link

Use this template to input
FIN, Block, Floor and Unit
for each resident.

Save this file

FIN Block

1

Check-In Residents

1. Download thICheck-[n Residents Template I

2. Fill up the details of Resident in the Check-In Residents Template and save a local copy.

3. Drag and Drop or Browse and Select the Check-In Residents file.

E Drag and drop or browse files.
Excel file only. File size must not exceed 1MB.

Screenshot of the “Check-In Residents Template” for reference

Floor

Unit

Check-In Residents Template
Note: Please ensure that you key in the Block, Floor and Ul
accurately and according to the guide below, before upload
the saved file to generate the Rooms QR Code.

Guide:
1. Pipe (|), Hex (#) and Hyphen (-} characters are not allo
2. Only alphabets and numbers are allowed for Floor and|
3. Maximum number of characters allowed for Block is 1(]

4. Maximum number of characters allowed for Floor is 3

5. Maximum number of characters allowed for Unitis 5

Drag and drop or browse
file.

Click on “Upload” to
submit the completed
“Check-In Residents
Template”.

Click on “Upload”

3. Drag and Drop or Browse and Select the Check-In Residents file.
G Drag and drop or browse files.
Excel file only. File size must not exceed 1MB.

Click the "Upload" Button to submit Check-In Residents file.

error, system will display
error message box.

Record(s) with no data
validation error will be
accepted by the system.

Record(s) with data
validation error (if any) will
be rejected by the system
and downloaded as an

service2.mom.gov.sq says

+ 2 records have been uploaded successfully.

+ 1 records have been rejected due to errors. An Excel File with the
rejected records has been downloaded.

+ Please correct the error(s) and upload again using the Check-In

Residents Template.

6. Click the “OK” button to a2
confirm to upload. service2.mom.gov.sg says
Please proceed with the upload. Confirm?
7. If there is data validation
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excel file into the user’s
computer.

Amend the rejected
record(s) and repeat Step
5.
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Section 4: Check-Out Residents

In this section, Dormitory Operator can remove residents who are no longer staying in his dormitory.

1. Toremove residents from
the system, select “Check-
Out Residents” from the
drop-down list in [I want
to] section.

Select “Check-Out Residents”

I want to

Dorm Rooms Setup and Generate Rooms QR Code

Please select an option
Dorm Rooms Setup and Generate Rooms QR Code

Check-In Residents

ICheck—Out Residents I

Download Nominal Roll

2. User will be prompted to
select [Dormitory
Address].

Select dormitory address
here.

Select “Dormitory Address”

| want to

Check-Qut Residents

Dormitory Address

DW-333198 P.Test Group 333198

3. User will be prompted to
select [Site].

Select site here.

Select “Site”

Iwant to

Check-Out Residents

Dormitory Address

DW-333195 PTest Group 333195

Site

C Yochu Kang Rd #7 123 888000 BLD C
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4. Download the “Check-Out
Residents Template”. This
section requires only FINs
to be entered in the
template.

Click on the link 1. Download thICheck-Out Residents Template I

2. Fill up the details of Residents in the Check-Out Residents Template and save a local copy.

Check-Out Residents

Screenshot of “Check-Out Residents Template” for reference

A A B C D
1 FIN Check-Out Residents Template
2l ]
3
4
5. Drag and drop or browse
files. 3. Drag and Drop or Browse and Select the Check-Out Residents file.
. “« ” Drag and drop or browse files.
Click Upload button to Q Excel file only. File size must not exceed 1MB.

submit the completed
“Check-Out Residents
Tem plate”. Click the "Upload" Button to submit Check-Out Residents file.

6. Click “OK” button to
confirm the upload.

service2.mom.gov.sg says

Please proceed with the upload. Confirm?

7. |If there is data validation
error, system will display
error message box.

service2. mom.gov.sg says

+ 1 records have been uploaded successfully.

+ 2 records have been rejected due to errors. An Excel File with the
rejected records has been downloaded.

+ Please correct the error(s) and upload again using the Check-Out
Residents Template.

Record(s) with data “

validation error (if any) will
be rejected by the system
and downloaded as an
excel file into the user’s
computer.

Record(s) with no data
validation error will be
accepted by the system.

8. Amend the rejected
record(s) and repeat Step
5.
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Section 5: Downloading Nominal Roll

In this section, Dormitory Operator can download the Nominal Roll to view and verify the list of

residents submitted to MOM.

1. To download nominal roll,

select “Download Nominal

Roll” option in [I want to]
section.

Select “Download Nominal
Roll”

I want to

Dorm Rooms Setup and Generate Rooms QR Code
Please select an option

Dorm Rooms Setup and Generate Rooms QR Code
Check-In Residents

Check-Out Residents

IDownIoad Nominal Roll I

User will be prompted to
select [Dormitory
Address].

Select dormitory address
here.

Select “Dormitory Address”

| want to

Download Nominal Roll

Dormitory Address

DW-333198 PTest Group 333198

3. User will be prompted to
select [Site].

Select site here.

Select “Site”

| want to

Download Nominal Ro

Dormitory Address

DW-333195 PTest Group 333195

Site

C Yochu Kang Rd #7 123 888000 BLD C

4. Click on “Download”.

Click on “Download”

i

Nominal Roll will be
downloaded as an excel :
file into the user’s
computer.

~ e e w

Download Nominal Roll

Download Nominal Roll for this Dorm

A 5 c [ 3 3 G H |
Dormitory Name DORM ID Site  Postal CocMK Lat Black

Sample of downloaded “Nominal Roll” for reference

L M
Checkin By Last Updated Date

) 3 [
Created Date  Checkiin Date Updated By

11
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Section 6: Download AccessCode Status

In this section, Dormitory Operator can download the AccessCode Status of his residents.

1. To download “AccessCode
Status of residents”, select
“Download AccessCode

| want to

Status” option in [| want tO] Please select an option ~
section.
Please select an option
Dorm Rooms Setup and Generate Rooms QR Code
Check-In Residents
Check-Out Residents
Download Nominal Roll
Select “Download AccessCode
” Download AccessCode Status
Status
2. User will be prompted to
select [Dormitory Address].
| want to
Download AccessCode Status v

Select Dormitory here.

Select “Dormitory Address”

Dormitory Address

Please select a Dormitory

3. Click “Generate” button to
download AccessCode
Status file as an excel file
into the user’s computer.

Click “Generate”

| want to

Download AccessCode Status

Dormitory Address

TSTDORM 1 - TST ADDRESS 1

Generate

12
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Screenshot of downloaded “AccessCode Status” for reference
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Section 7: Setting up “MOM ACE Digital Services Corppass”

Entities transacting with the Government should register and set up Corppass.

1. Check that you have been
assigned with “MOM ACE
Digital Services Corppass”

P A Singapore Government Agency Website

corppass

a. Login to Corppass with
your Singpass account
at
https://www.corppass.

Sign up now to prevent any disruption to your business transactions.
Register as a Corppass Admin »

manage digital
orm corporate
ernment digital services

Get started with Corppass by your role h . o i

A A B ContactUs | Feedback | FAQ

Loginwith Singpass & Q.

EI‘O

b. Select “View My

Assigned e-Services” Welcome to Corppass,

function.

C. Check that ”MOM ACE Profile  Assigned e-Services Transaction History  Entity Details

Digital Services Default All e-Service Access
Corppass” is listed as Access 0 ll e Servicesrequired
one of your assigned e- Customised e-Service Access
Services.

Gowvt,

Assigned

Agency # e-Services 4 Role §

d. If you have not been
assigned the e-Service,

request your Corppass

MINISTRY a MOM ACE Digital
OF Services CorpPass
MANPOW
ER (MOM)

View My Profile View My Assigned e-Services [l View My Transaction History Get Help & Support

Iwant to...

® @

Ask Jamie @ CorpPass = 1§

Y Eilter Q 2

Authorisation Authorisation

Parameters 4 Effective Date

-

Expiry Date

-«

29/10/2021 31/12/9999

Administrator to do so.

Showing 1 to 10f 1 items

2. You can check who is your
organization’s Corppass
Administrator using the
“Entity Details” tab.

Profile Assigned e-Services Transaction Histo

Entity Details
CorpPass Admin Terry Woo
Entity Registration No 2008493025R
Entity Name ABC Pte Ltd

Date of Incerporation 03/04/2008

Country of Inccrporation Singapore

Address 13 Orchard Lane
Singapore 654321

14
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3. (This step is for Corppass

Ad m i n i St ratO r) ® ASingapore Government Agency Website
corppass

The Corppass
Administrator who have
not requested for “MOM Welcome to Corppass

Corppass is the authorisation system for entities to manage digital

ACE Digital Services senvce acces of empoyees who e to perform corporate
” transactions, There are more than 200 government digital services
Corppass should: available today.

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

Need help?  x

a. Login to Corppass

Register as a Corppass Admin »

with your Singpass -
account at Get started with Corppass by your role 'ﬂ
www.Corppass.gov.sg

b. Go to the "e-Service
Access” tab and click
the “Select Entity’s e-
Services” option.

Welcome to Corppass,

Q 10 more digital services have been made available on Corppass over the last 90 days.

c. Search for and select
“MOM ACE Digital

Services Corppass”
from the list of e-

Change Entity Profile

Services. Verify the [
. . Select Entity's e-Services Assign selected e-Services View Entity’s e-Service Access
selection and submit e

the request.

4. (This step is for Corppass
Administrator)

Assigning the “MOM ACE
Digital Services Corppass”
to user(s)

Corppass Administrator
must assign “MOM ACE
Digital Services Corppass’
to user(s) in your

4

Welcome to Corppass,

organization:
a. Under the e-serVice ° 10 more digital services have been made available on Corppass over the last 90 days.
Access tab, click on
“Assign Selected e-
Services” option. ChangeEnyPrfie
o of
b. Assign “MOM ACE e 00 e B I

Assign
ASHEN & Services access to your eatty's users
and

Digital Services
Corppass” to your

15
Updated as of 10 March 2023


http://www.corppass.gov.sg/
http://www.corppass.gov.sg/

users’ Singpass

accounts.

Home ./ Assign Selected e-Services

¢. A confirmation
message box will

indicate successful o You have assigned e-Service(s) to your user(s).
assignment of access
to the user(s).

You can refer to the Corppass user guides for more details on navigating the Corppass Portal.
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