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A Great Workforce A Great Workforce A Great WorkplaceA Great WorkplaceA Great Workforce A Great Workforce A Great WorkplaceA Great Workplace

eService Account Administrators & eService Users  
are authorised and nominated by organisations or 
Authorised Examiners who have subscribed to use 
Workplace Safety & Health eServices, to perform 
electronic  transactions with the  Occupational 
Safety & Health Division on their behalf.
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An eService Account Administrator

N i t S i U ( ) f h W k l• Nominates eService User(s) for each Workplace or 
Competent Organisation record;

• Maintains eService User account(s) i e Update orMaintains eService User account(s) i.e. Update or 
Remove the eService User record; or

• Grants rights for each eService User to submit 
surveillance reports to MOM Occupational Safety and 
Health Division.

Only one eService Account Administrator may be authorised
by each organisation denoted by the Unique Entity Numberby each organisation, denoted by the Unique Entity Number 
(UEN).
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A S i UAn eService User

• Nominated by an eService Account Administrator orNominated by an eService Account Administrator or  
Authorised Examiner who has subscribed to use Workplace 
Safety & Health eServices, to perform electronic  transactions 
with the  Occupational Safety & Health Division on their 
behalf.
El t i t ti i l d• Electronic transactions include 
 Renewal of Factory/Competent Organisation registration;
 Update or terminate Factory/Competent Organisation Update or terminate Factory/Competent Organisation

record, including  addition of competency scope(s) or 
approved personnel;

 Submission of Surveillance reports eg. Hygiene Monitoring 
Report.
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Access MOM’s webpage at http://www.mom.gov.sg
Move your cursor over “Workplace Safety & Health” tab on the
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Move your cursor over  Workplace Safety & Health  tab on the
information bar and click on “Certification & Registration”
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Click on the eService ‘Nomination of eService Account 
Administrator and eService User’
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Click on ‘Authorise eService Account Administrator’
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Click on  Authorise eService Account Administrator .
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E t Si P ID d Si P
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Enter SingPass ID and SingPass.
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Enter Uniq e Entit N mber (UEN) s all the ACRA B siness RegistrationEnter  Unique Entity Number (UEN), usually the ACRA Business Registration 
Number.
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Read the terms and conditions before selecting ‘I Agree’ or ‘I Disagree’.
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• Asterisk (*) denotes mandatory fields.
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• Upload company authorisation letter printed on company letterhead, indicating 
clearly the Personal Identification Number (NRIC No. or FIN No.), full name and 
contact details . 
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XXX Pte. Ltd. 

 
 

Licensing Branch 
Occupational Safety and Health Division 
Ministry of Manpower 
18 Havelock Rd  
Singapore 059764 

 
Our Ref        :    xxxxxxxxxx 
Your Ref      :    Workplace Number or  
  CO File Reference Number 
Date             :    <Date of Letter> 
 

 
 
 

 
 
Dear Officer 
 
AUTHORISATION OF SXXXXXXXE MR TAN AH KOW TO BEAUTHORISATION OF SXXXXXXXE MR TAN AH KOW TO BE  
ESERVICE ACCOUNT ADMINISTRATOR 
 
 We would like to authorize SXXXXXXXE MR TAN AH KOW to be the eService Account 
Administrator of XXX Pte. Ltd (Unique Entity Number UEN or ACRA Business Registration No.: 
xxxxxxxxxxx) 
 
2. His personal particulars are as follows: 
 
 Personal Identification Number or SingPass ID:  

Name:  
Mobile Phone No.: 
Email Address: 
Preferred mode of contact ie via Email or SMSPreferred mode of contact ie. via Email or SMS 
 

3. Please call the number 12345678 or write to <email> should you need further clarification. 
  
 
 
 
Y f ithf ll
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Yours faithfully
 
 
Lim Ah Sum 
Chief Executive Officer 
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• Acknowledgement Page ‐ Details of the nominated eService 
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Account Administrator would be automatically updated into the 
system. 
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Select ‘Replace eService Account Administrator’
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E t Si P ID d Si P
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Enter SingPass ID and SingPass.
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• Asterisk (*) denotes mandatory fields.
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• Upload company authorisation letter printed on company letterhead, indicating 
clearly the Personal Identification Number (NRIC No. or FIN No.), full name and 
contact details . 
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• Acknowledgement Page ‐MOM will send notification to 
applicant when approval is granted for the change.
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Select ‘Maintain eService/AE User Account & Access Rights’
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Select  Maintain eService/AE User Account & Access Rights .
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For Organisation as an eService Account AdministratorFor Organisation as an eService Account Administrator
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For Organisation as an eService Account AdministratorFor Organisation as an eService Account Administrator
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For Organisation as an eService Account AdministratorFor Organisation as an eService Account Administrator
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S i A Ad i i ill b bl Add
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• eService Account Administrator will be able to Add, 
Edit or Remove the eService User record(s).
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• Asterisk (*) denotes mandatory fields.

A Great Workforce A Great Workforce A Great WorkplaceA Great WorkplaceA Great Workforce A Great Workforce A Great WorkplaceA Great Workplace

• This two sections allows eService Account Administrator to add the workplace 
numbers or CO reference numbers of the records they can access.y
• Select either ‘Each Workplace Notification of the Company’ or ‘Each registered 
Competent Organisation (CO) License of the Company’ by putting a tick in the 
relevant checkbox.
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• Either enter workplace or CO reference no. manually or select from the dropdown 
list.
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S i d i i h f ll dd d h k l b• eService Account Administrator has successfully added the workplace number 
and/or CO reference number of the records the eService User can access when these 
numbers appear in the boxes  on the right after the ‘Add’ button was clicked.

© 2011 Government of Singapore 27

A Great Workforce A Great Workforce A Great WorkplaceA Great WorkplaceA Great Workforce A Great Workforce A Great WorkplaceA Great Workplace

Select relevant item in the list of reports that the eService User can 
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• submit.
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• eService Account Administrator has successfully added the report 
type that the eService User can submit when the report name appear 
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in the box on the right after the ‘Add’ button was clicked.
• Remember to click the ‘Save’ button.
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• Acknowledgement of update – eService User added to system. 
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As an Authorised ExaminerAs an Authorised Examiner
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• Authorised Examiner will be able to Add, Edit or Remove the 
eService User record(s)
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eService User record(s).
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As an Authorised ExaminerAs an Authorised Examiner

A k l d t f d t S i U dd d t t
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• Acknowledgement of update – eService User added to system. 
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As an Authorised ExaminerAs an Authorised Examiner
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Thank You!Thank You!
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