Setting up to use the Safe@Work service

The Safe@Work eservice allows employers to:

e View their Work Permit, S Pass and Employment Pass holders’ AccessCode details
e Check and update their worker’s rest day. (For employers in Construction, Marine-Shipyard and Process
sector)

Step 1: Setup users to access the MOM ACE Digital Services Corppass

1. Ensure you have access to the MOM ACE | a.

Digital Services Corppass . Corppass Announcement

Please also note that starting from 11 Apr 2021, you will be required to login to government digital services for businesses (G28B) using
Singpass instead of Corppass.

Find out more: hitps:/go gov.sg/corporate-login

a. Loginto Corppass at
https://www.corppass.gov.sg/.

Welcome to Corppass

Corppass is the authorisation system for entities to manage digital

7 . . ” service access of employees who need to perform corporate
b. Select “View My Assigned e-Services iransacios, Thefe are masethan 200 goverannt et G
available today.
function. Sigyup now o preventany dirupton t your bshess

transactions, Find out more.

c. Check that MOM ACE Digital Services SR s SRR A
COfppaSS |S IlSted as one Of your Get started with Corppass by your role ‘
assigned e-Services. A

If you have not been assigned the b
eService, request your Corppass
Administrator to do so.

Welcome to Corppass,

Iwant to...

@ ® @

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

Profile  Assigned e-Services Transaction History Entity Details

Default All e-Service Access

Access to all e-Services required

Customised e-Service Access

Govt. A ) Autharisation
Agency & e-services 4 Role & Parameters fective Date Expiry Date
MINISTRY ’Q MOM ACE Digital - - 29/10/2021 31/12/9999
OF Services CorpPass

MANPOW

ER (MOM)

Showing 1 to 1of 1 items
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You may check who is your organisation’s
Corppass Administrator at the 'Entity
Details’ tab.

Profile Assigned e-Services Transaction Histo Entity Details

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

2. (Skip this step if you have been assigned
the MOM ACE Digital Services Corppass.)

The Corppass Administrator should:

a. Loginto Corppass portal at
WWW.Corppass.gov.sg/

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

Search for and select MOM ACE
Digital Services Corppass from the list
of e-Services.

Verify the selection and submit the
request.

Corppass Announcement

Please also note that starting from 11 Apr 2021, you will be required to login to government digital services for businasses (G2B) using
Singpass instead of Corppass.
Find out more: https://go gov.sg/corporate-login

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.

S

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 °

| am the

Welcome to Corppass,

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

e-Service Access  [Third Party

Change Entity Profile

B off =

Select Entity's e-Services

Select e-Services that your entity wil use.

Assign selected e-Services View Entity’s e-Service Access
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3. (Skip this step if you have been assigned a.

the MOM ACE Digital Services Corppass.)
Welcome to Corppass,
The Corppass Administrator must assign MOM
ACE Digital Services Corppass to the desired
Corppass users in your organisation:

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

e-Service Access | |Third Party

a. Go to the e-Service Access tab and click
“Assign Selected e-Services” box.

Change Entity Profile

& A (=
b. Assign MOM ACE Digital Services N . w,ﬁ.{,‘,m M. S—
Corppass to your users’ Corppass T e
account.

C. A confirmation message will indicate

successful assignment of access to the Home  Assign Selected e-Services

user(s).
o You have assigned e-Service(s) to your user(s).

Return to Homepage

You may refer to the Corppass user guides for more details on navigating the Corppass Portal.
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https://www.corppass.gov.sg/corppass/common/userguides

Step 2: Once setup is completed, you can access the new Safe@Work eservice:

Log in to Safe@Work
eservice at
https://www.mom.gov.sg/e
services/services/safe-work
with your Singpass

Login with your Singpa

=— MENU {r > eServices »

From 11 April 2021, you need to log in to our eServices using Singpass instead of Corppass.
Visit go.gov.sg/corporate-login [/ for more info.

0

Safe@Work

Employers can view and update the rest day of your Work Permit, S Pass and
Employment Pass holders, and view their AccessCode.

@ Service is online

40 Log in with Singpass Availability

24 hours

s

2. Upon successful login, you
will be directed to
Safe@Work page.

Home >

Safe@Work

Use this application to:

« View your pass holder's AccessCode status

» Update their designated rest day

Employing company ABC Pte Ltd

UEN 200012345K
| want to
Check AccessCode v
CPF Submission Number (CSN)
200012345K-PTE-01 v
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https://www.mom.gov.sg/eservices/services/safe-work
https://www.mom.gov.sg/eservices/services/safe-work

Using Enquire AccessCode function:

Home >~

1. Upon successful login, Safe@Work

you will be directed to
Safe@Work page.

Use this application to:

« View your pass holder's AccessCode status

« Update their designated rest day

Employing company ABC Pte Ltd
UEN 200012345K

| want to

Select ‘Check AccessCode’ Check AccessCode v

CPF Submission Number (CSN)

Select the CSN (if you

200012345K-PTE-01 v
have more than one CSN)
2. Download the
AccessCode details of el
your Workers Check AccessCode v

CPF Submission Number (CSN)

200012345K-PTE-O01 v

Click to download an excel
Y Download AccessCode list of your Work Permit and S Pass holders

list of your workers

3. Save the AccessCode
details of your
workers as an excel
file. The list is based
on sector (by CSN) and
updated every night.

|AccessCode of Work Pass holders
i P

rxoson itsssosoeoneTey

exooms | issoosvone .o e

roononar | 1ssoosoonTEan Mo v table

exooss | issoosoenerre o gy

oo | 1ssoosooonrEan o table
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Vaccination Booking

4. If you wish to

reschedule your Vaccination
ker’ inati Mot scheduled. Learn more

worker's vaccination Appointment is on 01/06/2021 20:41 12345679
appointment, you can 1st appointment is on 01/06/2021 20:41 and 2nd appointment is on 01/06/2021 20:41 12345680
app|y the vaccination Missed appointment. Learn more 12345681

. Completed 1st dose and 2nd appointment is on 15/06/2021 20:41 12345682
bOOkmg code m to Missed 2nd appointment. Learn more 12345683
make changes to the Completed on 30/04/2021 12345684

appointment. For
more detailed
instructions, refer to
the step-by-step
user’s guide here.

For FAQs on AccessCode, please refer to MOM website
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https://appointment.vaccine.gov.sg/
https://file.go.gov.sg/nasreschedulingguide.pdf
https://mom.gov.sg/covid-19/frequently-asked-questions/sgworkpass

Using Check and Update Rest day function

1. Upon successful login,
you will be directed to
Safe@Work page

Select ‘Check and update rest

’

day

Home >

Safe@Work

Use this application to:

« View your pass holder's AccessCode status

« Update their designated rest day

Employing company  ABC Pte Ltd
UEN 200012345C

| want to
Please select an option
Please select an option
Check and update rest day

Check AccessCode (Work Permit and S Pass)

2. You canview and
update rest day for all
your workers or a
specific worker.

Select the CSN (if you have
more than one CSN)

You can choose to update for

all workers or a specific worker

Employing company ~ ABC Pte Ltd
UEN 200012345C

CPF Submission Number (CSN)

Only CSNs in Construction, Marine or Process Sector will be displayed

= Download rest day list template of your Work Permit and S Pass holders (Last updated on 6

Update for all pass holders ~ Update for a specific pass holder

1.Download the latest rest day list of your Work Permit and S Pass holders.
2 Mark their rest day on the template.

3.Upload the completed template.

Upload rest day list

E Drag and drop or browse files.
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3. Ifyou are updating
rest days for the first
time, you can
download an excel list
of your workers

Click to download an

excel list of your workers

CPF Submission Number (CSN)

Only CSNs in Construction, Marine or Process Sector will be displayed

& Download rest day list template of your Work Permit and S Pass holders (Last updated on 6/13/2020 4:31:50 PM by

Update for all pass holders ~ Update for a specific pass holder

4. Fill in the rest days
of your workers in
the excel file.

(Note: You may not be
allowed to select certain
days such as Saturday and
Sunday as rest day, as these
days will be pre-assigned to
specific workers by your
lead sector agency)

File  Home Inset Pagelayout Formuis Data  Review  View  Help Q]e\\memt‘,‘uuwantludo

o PROTECTED VIEW  Be careful—files from the Intermet can contain viruses, Unless you need to edit it's safer to stay in Protected \iew, | Enable Editing

A3 v | SNo

A B ¢ Db | E | F G |H I | J K L| M N

1 Rest Days of Work Permit and § Pass holders
2

3 v FIN mokd Tull we TRl Sahd t Remarks
4 1 |SAHAN GL234567X | RPass Mon | | [ ] ‘
5 2 | vyAPA BANDARA F2342567E | SPass |Wed

6

i

8

9

10

n

12

13

14

15

1#

5. Upload the excel file.

Update for all pass holders Update for a specific pass holder
1.Download the latest rest day list of your Work Permit and 5 Pass holders.
2.Mark their rest day on the template.
3.Upload the completed template.
Upload rest day list
Remove file
0.8 MB

workers all sun,xsx

Click “Update” to submit the list et
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6. You can also update
rest day using the FIN
of a specific worker

Click “Update for a specific

worker” and key in the FIN

Employing company ~ ABC Pte Ltd
UEN 200012345C

CPF Submission Number (CSN)

Only CSNs in Construction, Marine or Process Sector will be displayed

Update for all pass holders Update for a specific pass holder

Search by FIN

7. Indicate the rest day
of the worker

Click “Update” to submit

Update for all pass holders Update for a specific pass holder

Search by FIN

Q
FIN G1234567W
Name SAHAN
Pass Type R Pass

Indicate pass holder's rest day

O Sun ® Mon O Tue O Wed O Thu O Fri O sat Not indicated

Update

8. An acknowledgement
page is display when
the rest days are
successfully
submitted.

(DRest days updated successfully

< Download latest version of rest day list for your record.

Acknowledgment No PHD2020061521543032347

Employing Company ABC Pte Ltd

UEN 200012345C

CPF Submission Number(CSN) 200012345C-PTE-01
What you can do next

* Re-upload the rest day list
* Check or update a specific pass holder's rest day
« Update rest days for a new CSN
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= Download rest day list template of your Work Permit and 5 Pass holders (Last updated on 6/13/2020 4:31:50 PM




