SkillsConnect System Training Guide

2.1 Company Profile
2.1.1 Apply for New Company Profile
1. For an overview of applying for company profile, click here.

2. Go to the SkillsConnect system website at http://www.skillsconnect.gov.sg

3. Click “LOGIN”, and select the login type.

?‘jSingapore Government

Integrity - Service - Excellence

Contact Info | Feedback | Sitemap

SkillsConnect
Your One-Stop Portal for Your Training Needs SKILLS €SG
ABOUTUS COURSES & FUNDING E-SERVICES RESOURCES FAQ Q Search @
p CorpPa

Individuals

YOUR ONE-STOP PORTAL
FOR YOUR TRAINING NEEDS

Find the right e-services today

Find Out More

Reg Type (ROB/ ROC/ UENO)
»

' Reg Type (Others)

Type of Registration Classification

If your company is a business entity registered under the
Companies Act, Chapter 50.

If your business is defined as a sole-proprietorship or

partnership registered under the Business Registration Act,
Reg Type (ROC/ROB/UENO) | Chapter 32.

If your entity is not a registered business or company.
Examples include foreign companies, limited liability
partnerships, limited partnerships, societies, and government
bodies

This applies to non-registered users such as insurance
agencies, real estate agencies, licensees of Board of
Architects Singapore or Professional Engineers Board
Singapore.

Reg Type (Others)
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4. If Reg Type (ROB/ROC/UEN) has been selected as login, the CorpPass login page will
be displayed. Click “Please login using CorpPass”.

From 1 September 2018, organisations with valid UEN have to login using CorpPass ONLY for your online business transactions with SkillsConnect (All other methods will be discontinued). Click HERE to find out
more about CorpPass Registration. Organisation's CorpPass Administrators should ensure their USers are assi
HERE for a full listing of SSG-WSG e-Service CorpPass roles and their descriptions.

gned with the relevant SSG-WSG CnrpFass e-Service ro\e[s) to transact with SSG-WSG. Click
Corjzpa:'i

Please login using Corppass

From 1 September 2018, organisations with valid UEN have to login using CorpPass only for
your online business transactions with SkillsConnect (all other methods will be discontinued).

5. Fill in the required information to log in with CorpPass.

Singapore Corporate Access

C i Singapore Government
o PaSS Integrity - Service - Excellence

A A & Contact Us | Feedback | Sitemap | FAQ

Log in with CorpPass

® ® © e

Remember Entity 1D

Forgot Entity / CorpPass ID or Password

Don't have a CorpPass Account?
Get Started

6. If Reg Type (Others) has been selected as login, the SingPass login page will be
displayed.
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Singapore Government
Integrity - Service - Excellence

a A A ®3 Contact Us | Feedback | Sitemap | FAQ Q

“ym

Login

SingPass ID

Password

Forgot SingPass ID or password?

Don't have an account? Register now

7. After login, the Profile Summary page will be displayed.

8. Click “New Application”.

skiLSTecture se

Profile Summary

Welcome, S

may chack for status of naw profle

Warning

- Please ensure that your organisation and course profiles are always updated with the latest information.
- Please do not open multiple tab or multiple window while using SkillsConnect system.

- Please do not use the back button of the browser while using SkillsConnect system.

Select one of the following profiles to continue.

Organisation Profie(s)
For axisting sers, phease select the rolevant profike balow for access into SkilsConnect.

No Organisation Profile has bean found.

Please click hare for $5G's funding mechanism and eligibility criteria.
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9. The Choose Application Type page will be displayed.

’ Snngapo(u Governmen

smus‘ﬂ«{unf sG

Web Poayl | Profie Sumemndey | Log

Choose Application Type

Pesse
Note For organisalion accredtaton you are nod allow

oose the type of apolk ston
10 thoose hose sDAses Hhat haw been acgured

Application for WSQ Training Organisaton Accreditation

Wning Cegans 3800 - Refers 10 WSQ Approwed Tramng Opansaion 10 detver natonaly mcognsed W0 ranng

Application for NonW SQ Training Organisation Profile
PSA200 - Reters D Yanag organisalon (putic and Corporale rainng ) conducing non4vsQ

1house fanng B N WSQ courses

CW-unon for Participating Company Profile D
&) Partcipating Company - Refors 1o company apeiyng for training

10. Select “Application for Participating Company Profile” and click “New Application”.
11. The Terms and Conditions page will be displayed.
12. Read the Terms and Conditions carefully.

13. If you agree to and accept the SkillsConnect Terms and Conditions, select “Yes, we
accept the above Terms and Conditions” and “Proceed”.

1 ferms & Conditions:

SkillsConnect General Terms and Conditions -
1. Contract

1.1 Your use of SkillsConnect, any transactions you conduct with SSG via SkillsConnect, and your acceptance and use of any right or benefit granted by SSG (including
witheut limitation any accreditation or other recognition cenferred by SSG and/or funding from SSG) shall be governed by these General Terms and Conditions, the
Terms of Use (nttps://www skillsconnect gov.sg/sop/portal/under/Terms Of Service/termsofservice jsp), the Privacy Statement
hiips #/www skillsconnect gov.sg/sop/porialiunder/Privacy Statement/privacystatement jsp), any applicable Specific Terms and Conditions
(https/www skillsconnect gov.sg/sop/portal/under/ Terms And Conditions/termsandconditions.jsp), and the applicable Guidelines

12 These General Terms and Conditions, the Terms of Use, the Privacy Statement. the applicable Specific Terms and Conditions, and the applicable Guidelines constitute
a contract between you and SSG (the "Contract”). Any conflict among the provisions of these documents shall be resclved in the following order of priority: (3) these
General Terms and Conditions; (b) the applicable Specific Terms and Conditions; (c) the applicable Guidelines; and (d) the Terms of Use and the Privacy Statement.

13 S$SG may amend the Contract from time to time. You are bound by the latest version of the Contract found on SkillsConnect or on the web pages of the SSG web site
(hitprl/wiaw 55g-wsg.gov.sg/)

2. Definitions

21 In the Contract, the following words and expressions shall have the following meanings: =

4 »

& Yes, we accept the above Terms and Conditions.
praA A_P
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14. The system will display the online form. Enter all necessary fields. Mandatory fields are

indicated by the red asterisk (*).

L‘i £ 2 oniinerorm

It will take you about 15 minutes to complete this online form. You may wish to avoid peak periods on weekdays,
between 9:00am to 11:00am and 3:00pm to 5:00pm, during which you may experience slower responses. For queries,
please call 6883 5885 or click here to provide your feedback. Thank you.

Please note that fields with * are compulsory.

ORGANISATION INFORMATION
Type of Registration Registration of Company
Registration Number 123456789R

GEMERAL INFORMATION

g’;‘;’;’:tdh:“_me of  ABCDEFG COMPANY PTE. LTD
Registered Business Block/Building Mumber 100
Address * Building Name
Street Name * JALAN ROAD
Floor Number-United Mumber
Postal Code * 000123

Mailing Address*
Block,Building Number I:l
Building Name ]
Street Mame * |:|

Floor Number-United Mumber | F

Postal Code * —
Telephone —
Fax —
Email 1

Last updated on 1 Feb 2019
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g;ﬁm:’;;;g::'::r * Important Notes on GIRO Account Information

Please complete the original GIRO For GIRO account information under the HSBC (bank code 7232) or OCBC (bank code

form and obtain your Bank's 7339) banks, please indicate the branch code before the account number. An example is
endorsement before submitting it to as follows:

SSG. Meanwhile, you can still
proceed to submit this online
company profile application to SSG. Bank Code: 7232

However, please note that you can Branch Code: 538

only submit training grant )

applications after your company

profile has been approved and your Account Number: 538123456789 (the branch code 538 is indicated in front of the account
GIRO account has been verified. number)

For GIRO account information under the Malayan Banking Berhad (bank code 7302) bank,
please insert a hyphen in between the account number based on the format X-XXx-XxXxxxXx.
An example is as follows:

Bank Code: 7302

Branch Code: 010

Account Number: 0-123-4567890 (to insert hyphens in the format X-XXX-XXXXXXX)

Once your request for GIRO application has been approved, you will receive a system
generated e-mail notification.

If you require further assistance, please call our helpdesk at 6785 5785.

Thank you.

Default GIRQO Account

Please enter the details (Bank code, Branch code and Account Number) of the GIRO
account that you wish to use and click "Add". If you have more than 1 GIRO account with
us, please ensure that you select the correct GIRO account that you want to use for grant

dishurseme 0
IRO Account Verified by S5G

M | [ | ¥

Registration Type

Other Unique Establishments (UENO) W | I

List of Related Companies

15. For login with registration type ROC/ROB/UENO, information such as Registered Name
of Organisation or Registered Business Address are auto-populated from ACRA’s
records. Please ensure that you have updated your records with ACRA. Otherwise, for non-
ACRA Registered Organisations, please proceed to enter your organisation’s information.

16. Click “Add” after you have entered the GIRO Information. Click on the radio button to
select the GIRO account as default. Please note that the first GIRO account entered will be
the default GIRO account for your Company, unless otherwise stated.

17. List of Related Companies refers to companies which have mutual partners or
shareholders. All related companies must be declared to ensure that correct funding is
accorded.
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BUSINESS INFORMATION

[To ensure that your organisation is awarded the correct funding for SMEs, please ensure that the Ownership, Employment Size and Annual
Sales Turnover are accurate and up to date.

[Type of Organisation * Company r
Mature of Business Service A
Main Business Activity *

Year of Establishment [YYYY) *

lOvwnership * LocallForsign Joint Wentures v
rrnn.twhnltvluc?l. please specify % of Percentage Foreign =
foreign ownership. *
Fixed Asset Investment (at net book 55
walue) *
. Group Level
Empl nt Size *
D51 € Company Level
IAnnual Sales Turnover * Group Level
Company Level
IAnnual Training Budget as a % of Annual
Payroll )
IAnnual Skills Development Levy (SDL) 55

IContribution

18. To ensure that your organisation is awarded the correct funding based on the SME
definition, please ensure that the Ownership, Employment Size and Annual Sales Turnover
under the “Business Information” section of your company profile are accurate and up to
date.

19. For Group Level Employment Size and Annual Sales Turnover, please include all
corporate shareholders holding more than 50% of total shareholding of the applicant
company, and any subsequent corporate parents, and subsidiaries of the applicant
company. If your company is not part of a group, please input 0 in the fields.
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2
=
-
:
2

ABCDEFG COMPANY PTE. LTD.

§
2

15 Aug 2005

Block/House Number [

Building Name THE CENTRAL
Street Name EU TONG SEM STREET
Level Mumber - Unit Number 08-18

Postal code 059817

85509 EDICATIONAL SUPPORT SERVICES N.E.C. (EG TUITION MATCHIMG SERVICES)
ENRICHMENT COURSES TO DEVELOP ANALYTICAL AND CRITICAL THINKING SKILLS

04 Apr 2017

Download Data from ACRA

ShareHolder Info

< M RSDNNII IN FORMATION

wumm [NRiC ¥ |

4D This officer will receive all finance-related notifications to lhetmnmg urgamzatlun eg grant amount dlshursed WSSG

\

Add DeeclonPartne | Delete Dweclonr Partner

Syater Admin (EASY Admin  This officer will have the access right to update the training organization profile in SkillsConnect on behalf of the
m-o training organization.

Management Rep. 1 'o This officer will have the access right to endorse training grant applications and submit Nett Fee claims in SkillsConnect
T E [ on behalf of the training organization.

HRANCH INFORMA TION

i your branch has a diflerent UEN numter, please register a separate non-WSQ Training Organisation profile for that branch. Please note that

Management Representative(s) indicated for the Branch will only have access 1o the profile of he branch and not io that of the Head Ofce nor
omer branches

(==

F-

SUPPORTING DOCUMENTS

Upkoad | [k ks oouments
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20. Table below describes the rights of different roles for the sections under “Personnel
Information” and “Staff Information”.

Role

Description/Rights

Chief Executive Officer (CEO)

This role has the same rights and privileges as the
Management Representative for the profiles they
represent.

Finance Officer (FO)

This role will receive finance-related notifications.

System Administrator (SA)

This role has the same rights and privileges as the
Management Representative for the profiles they
represent.

Management Representative
(MR)

This role has the rights and privileges to perform the
following:

1. Submit and maintain organisational profile

2. Endorse, create and submit nett fee type training
grant applications

3. Create nett fee type claims

4. Edit nett fee type training grant applications

5. Enquire on application status

6. Retrieve email notifications

7. Manage non-WSQ assessment results

Admin Support (AS)

This role has the rights and privileges to perform the
following:

1. Create and save training grant applications

21. To add a branch to your Company click “Add Branch”. Otherwise, please proceed to
step 27. Please note that if a branch has its own valid UEN, it should register for another
account in the SkillsConnect system rather than adding it as a branch of the Company.

22. A “Delete Branch” button is also provided to remove the branch.

Last updated on 1 Feb 2019
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——
Branch Name * |
Registered Business Address * Block/Building Number | |
Building Name | |
StreetName * | |
Fioor Number-UnitNumber | H
Postal Code * | |
Telephone * | \
Fax | |
Email | \

GIRO Account Number *

Download GIRO Form For edits made to GIRO account inform ation under the HSBC (bank code 7232) or

OCBC (bank code 7339) banks, please indicate the branch code before the account
number. An example is as follows:

Bank Code: 7232/ 7339
Branch Code: 538

Account Number: 538123456789 (to repeat the branch code in front of the account
number)

For edits made to GIRO account inform ation under the Malayan Banking Berhad
(bank code 7302) bank, please insert a hyphen in between the Account Number
based on the form at x-xxx-xxxxxx. An example is as follows:

Bank Code: 7302
Branch Code: 010

Account Number: 0-123-4567890 (to insert hyphens in the format
X-XXX-XXXXXXX )

Once your reguest has been approved, you will receive a system generated e-mail
notification. Please call our hotline at 6785-5785 if you require further assistance.

Thank you.

Default IRO Account | Verified | |

| [select] V” " |m

(Bank Code) (Branch Code) (Account Number)

Eg: 7171 Eg: 001 Eg: 123456789012345
BRANCH PERSONNEL INFORMATION

- Identification Identification - - - Receive

Role Salutation Name Type e—— Designation Email Nofification?  Sontactio.
e P [wev] | I n [N

Delete Authorised Staff

‘ Add Authoris ed Staff
Add Branch

23. In the branch information section, the user has to enter the branch name and branch
address. They are allowed to add GIRO accounts to the branch.

24. The main organisation headquarters will be able to view all the details of the branches
but the branch can only view their own detalils.

25. Individual branches will have their own Management Representative (MR) and System
Admin (SA) to access the Skillsconnect system.

26. In the Branch Personnel information section, the user can assign roles to authorised staff
to perform functions for the branch within the system. Additional staff can be added by
clicking “Add Authorised Staff”.

27. Click “Upload / Download Documents”.

28. The Upload Supporting Document page will be displayed.
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Upload Supporting Documents

w1l De wewabhe Dy S 5G ony
Thie Inm atON May De 5 ens £ and Kot sBaned Amon) Management Representatives 20m INe S Mme 0JanS Ao

Type - v
Descrigton

Version

[ Sptead | Buch |

29. Please upload the following mandatory supporting documents in PDF format during the
application :

a. Proof of revenue earned or cost incurred (i.e. at least one receipt/invoice
from revenue-incurring business transaction or purchase of office equipment
at any time within past 1 month);

b. A Copy of the CPF Record of Payment Statement/CPF 90 Form (i.e. for any
of the last 3 months);

c. ACRA approval document

30. To upload supporting documents, click “Browse...”. Select the desired document and
click “Open”. Only PDF or Zip files are acceptable.

31. Enter all necessary fields and click “Upload”. Mandatory fields are indicated by the red
asterisk (*).

32. When you are done uploading, click “Back”.

33. If you want to save the draft for submission later, click “Save”. Please note that saving as
draft does not equate to a submission. Otherwise, click “Next” to proceed.

34. The system will display the Acknowledgement Page for saved application. All information
entered can be retrieved later by clicking ‘Application Listing’ found in the profile summary

page.
Acknowledgement Page

&L QA-COY-2016-000033 has been saved 1<E

Piease click here to view and print the saved draft

This saved draft does not constitute an actual application submission. You will need to retrieve this saved draft
application for actual submission to SSG6 when you are ready to submit the application
You may click this link to share your user expenence with-g
Close]
—
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35. If you click “Next”, the Confirmation page will be displayed.

Apply for Company profile: Confirmation o,

Detaut _———— JoiROAccoumt | Verited by 35|
Yes i ; No

Fiapietration Typs RegistratonNo. — [Name of compamy |

BUSINESS INFORMATION
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Submiss ion Remarks
(rermurks entered hore w il only be vew od by
SSG)

SUPPORTING DOCUMENTS

We hereby declare:

We have read and accept the Terms and Conditions for Registration of Companies.

Al information and particulars provided in this Registration Form are true, complete and accurate,

We have not withheld or distorted any inform ation or particulars required under this Registration

Form, We understand that if any information or particulars provided by us is false, inaccurate,

distorted or misleading in any way:

(a) we will be guiity of an offence under Singapore lawand may therefore be subject to prosecution under that law;
(b) SSG may, at its discretion, terminate the Services and/or our access to the System;

(¢) SSG may forthwith recover from us all amounts disbursed by The Agency to us orto any other party;

(d) SSG may take such other action as & shall be entitled under the Terms and Conditions For

Registration of Companies under the following statutes, SkillsFuture Singapore Agency

Act, Skills Development Levy Act and Lifelong Learning Endowment Fund Act, as applicable and as it deemss fit,

» Yes, we confirm and accept the above declarations.
="No, we do not agree or accept the above declarations.

[P | D

36. Read the Declaration carefully.

37. If you confirm that all information and particulars provided in the online form are true,
complete and accurate and accept the declaration, select “Yes, we confirm and accept the
above declarations” and “Submit”.

38. The Acknowledgement Page will be displayed. Please take note of the reference
number.

Acknowledgement Page "

Your application with reference numt@?E}Y-EDH-DDDDBB s been submitted successfully.

An email notification on the outcome of the submission will be sent to your Crganisation.
Transaction Date: 21 Mar 2016 17:50
Please click here to view and print your submitted details.

You may click this link to share your user experience with us.

Print]Close|
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