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Chapter 1: About this Guide 
Purpose 
This user guide explains how to use LicenceOne to apply for and manage licence(s) 
issued by participating licensing agencies. 

Audience 
• Applicant or Licensee applying or managing the licence. 

Depending on the licence, the applicant can be any of the following: 

• An individual applying for self or applying on behalf of another person. 

• Represent the applying company or apply on behalf of another company. 

 

For more information such as licence eligibility criteria, fee structure, validity period 
and licence specific guidelines for applying and managing a particular licence, refer 
to the respective agency’s website. 
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Learning Objectives 
This user guide explains the following: 

• Getting started with LicenceOne 

• How to log in to LicenceOne 

• How to select/switch your profile 

• How to update your profile 

• How to view announcements 

• How to apply for a Licence 

• How to withdraw a submitted application 

• How to manage a Licence 

o How to amend an existing Licence 

o How to cancel an existing Licence 

o How to renew an expiring Licence 

• How to view all notifications and tasks (All Items) 

• How to view correspondences 

• How to manage and view payment details 

How to Read this Guide 
Before you start using this guide, it is important to understand the documentation 
conventions used in it. 

• The phrase “LicenceOne” and the word “system” denote the same and are 
hence used interchangeably. 

Tips and Warnings  
Two types of callouts are used in this user guide to indicate tips and warnings. 

 

This symbol indicates that it is a tip.  

A tip provides good-to-know information that helps users to understand the 
functionality better. 

 

 

This is a warning. 

A warning refers to information that may be critical to the system’s functionality and 
might affect data or system’s stability. 
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Access LicenceOne menus and locate a particular section in this guide 
• Screen names, field names or labels and field options are specified in bold font. 

For example, click My Portfolio >> Dashboard. 

 
Application screen 

• Two consecutive “>>” in an instruction indicates how to access a particular 
screen or functionality. For example, click My Portfolio >> Dashboard means you 
first click My Portfolio and then Dashboard. 

• Bold italic font is used to refer to a particular chapter, section heading or 
subheading in this user guide. For example, refer to About this Guide > Learning 
Objectives means “Learning Objectives” is a section or subheading under 
“About this Guide”. 

• One “>” in this document indicate how to locate the referred chapter or section 
in this user guide. For example, refer to About this Guide > Learning Objectives 
means Learning Objectives can be located under About this Guide in this guide. 

 
 

• The APPLICATION tab shows you how many applications you have In Process and 
applications that Require Attention. 

• The DRAFTS tab shows you how many Drafts you have and Due for removal. 

• The LICENCES tab shows you how many licences are up for renewal and ones 
that are active. 

• The PAYMENT tab shows you how many outstanding and pending payments you 
have for the licences.

Username 

User’s Company Name 

Application Number 
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Chapter 2: Overview of LicenceOne 
Introduction 
LicenceOne provides applicants/licensees an improved licensing system to apply 
and manage their licence more easily and efficiently. 

Key features 
• User-friendly interface which guides users throughout the entire application 

process. 

• Auto-saves the application as a Draft application. Users may easily retrieve this 
Draft and continue with the application at users’ convenience.  

• Allows users to manually save the document as a Draft application.  

• Allows users to rename submitted applications for easy retrieval in future. 

• Simplifies the process of applying and managing licence. 

• Notifies users on application approval status, licence amendment and licence 
expiry (if applicable). 

• Depending on the licensing policy of the agency, some applications may be 
processed by the system immediately. 
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Chapter 3: Getting Started 
Hardware and Software Requirements 
Following are the requirements to use LicenceOne. 

Hardware Requirements 
• Best supported display resolution is WXGA (1280 X 800)  

• Broadband Connection to the Internet 

Software Requirements 
• Internet Browser: 

 
• Adobe PDF Browser Plugins 

• Java Virtual Machine 

• Microsoft Word 

• Microsoft Excel 

• Valid and accessible e-mail address  
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Turning off Pop-up Blocker 
Disable the pop-up blocker in web browser to experience all the features of 
LicenceOne. 

 
Disable Pop-up Blocker 

Important Notes 

 

• Do not click the Back, Forward or Refresh buttons in your web browser. 

• Compatibility view settings needs to be set when using IE browser: Tools  
Compatibility View Settings  deselect the first 2 checkboxes. 

• Do not leave the system idle for more than 30 minutes. 

• Always log out of the system when not in use. 

• Should you be prevented from carrying out any transaction in the system, try 
restarting your internet browser. 
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Support Information 
This section explains about the supporting features and links in the homepage of 
LicenceOne. 

 
 Homepage – Support Information 

Submit an Enquiry and Feedback 
You can submit enquiry and feedback through the system.  

1. Go to Login screen. 

2. Click Feedback link, the system displays the feedback form for you to fill up and 
submit. 
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Homepage – Feedback 
 

3. Your Feedback screen will be displayed.  

 

Click Feedback 
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Your Feedback screen (Before login) 
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Your Feedback screen (After login) 

4. Fill in the feedback form (ensuring that mandatory* fields are entered) and click 
Submit.  

Click Feedback 
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Common Procedures 
This section explains some of the common features such as, search for a required 
information, how to customise your search results, filter required information (such as 
particular application/correspondence). 

Viewing My Portfolio 
• When you click any of the tabs under My Portfolio, the system displays all the 

available records or items. An example is illustrated below. 

 
Correspondences 

• You may navigate to the required screen to view the items or records listed on 
this screen. 
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Correspondences – View required page 

• You can sort the listed records column-wise in ascending or descending order. 

 
Correspondences - Sorting the records 
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Records sorted column-wise in descending order 

 
Records sorted column-wise in ascending order 

• Filter the required record(s) based on the required criteria.  

o Search (Basic search to filter the listed records) 

 
Basic Search 

o Advanced Search (Additional filter criteria to narrow down the search 
results) 



LicenceOne Public User Guide 
Chapter 3: Getting Started 

 

© CrimsonLogic Pte Ltd                        Private information- to be distributed to users only.                                 17 
 

 
Advanced Search 

Calendar Control  

To specify the required date, click  icon and choose the required date. 
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Retrieve Address by Postal Code 
The system has the facility to retrieve the following details on entering a postal code.  

• Block/House Number 

• Street Name 

• Building Name (if applicable) 

This feature is useful when you need to specify address for an application. 

 
General Information – Retrieve Address by Postal Code 

 
This feature is applicable only for Singapore postal codes. 

Save Applications as Draft 
When you are filling up an application form, you may save the application as Draft 
and submit it later at your convenience.  

As an example, saving a new application as Draft is illustrated below. 

 
New Application – Saving Draft application 
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1. Click Next to proceed further. Note: System automatically saves application as 
Draft when Next is clicked. 

2. Click Save to save a Draft. 

 

• When an application is saved, the draft number will be displayed on screen:  

 

3. Click Save & Exit to save as Draft and exit the screen. 

 

• It is recommended to save the entered details to prevent any data loss due to power 
failure or other unforeseen circumstances. 

• Take down the Draft number for reference. You can search for the Draft using this 
Draft number. 

• You may retrieve the Draft applications from the respective Drafts sub tab.  

The below illustration explains how to retrieve a Draft application.  

Retrieving Draft application: 
1. Click My Portfolio >> Applications. 
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Draft – Retrieve Draft Application 

2. Click Drafts sub tab. 

3. Click Draft Number to view Draft details. 

 
• You may manually delete the Drafts. Drafts will be auto-deleted after remaining in 

the Drafts folder for 90 days. 
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Preview and Print 

 
Declaration – Preview and Print 

1. Click  to print application. 

2. Click to preview application. 

Errors Found  
To view errors found during submission: 

If mandatory field are not entered / invalid fields are entered, or documents are not 
submitted during the application process, an error message box will be displayed on 
the top of the screen before submission.  

1. Click  on the top right of the message and the errors will be displayed under their 
respective sections. 
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Application Submission Error Pop-up screen (Sample) 

2. Click on the Error(s) to redirect to respective screen to make the necessary 
changes before submitting the application.  

To view warning alerts 

1. The system displays warning alerts to user.  

 
Warning Alerts 

2. Click Close to close the warning pop-up window.  
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Chapter 4: Login 
Logging in to LicenceOne 
1. Go to https://licences1.business.gov.sg on the Internet Browser. 

 
Log on to LicenceOne 

2. The LicenceOne homepage will be displayed. 
 

Landing Page  

https://licences1.business.gov.sg/
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Login 

There are three different ways to log in to LicenceOne. 

Login type  Transaction Type Description  

SingPass 

LicenceOne 
ID 

• Personal 

• Corporate * 
* CorpPass will eventually 
become the only digital 
identity business users will 
need to conduct 
Government-to-
Businesses (G2B) 
transactions. 

• Authorisation is done through SingPass. 
For more details on SingPass, visit 
https://www.singpass.gov.sg. 

• For personal transaction type, user can be 
a licensee himself or filer who has been 
authorised (offline) by the licensee to 
submit the application request on behalf 
of him/her. 

• For corporate transaction type, user type 
can be director, business, owner or 
employee of the company. 

• An authorized filer can apply for the 
licence on behalf of the company.  

• User will be entering the UEN of the 
company.  

CorpPass  
 

• Corporate • Authorisation is done through CorpPass. 
For more details on CorpPass, visit 
https://www.corppass.gov.sg. 

• User can be anyone authorised by the 
company through CorpPass. 

• An authorized filer can apply for the 
licence on behalf of the company.  

• User will be entering the UEN of the 
company and CorpPass ID of the 
individual user.  

 

https://www.singpass.gov.sg/
https://www.corppass.gov.sg/


LicenceOne Public User Guide 
Chapter 4: Login 

 

© CrimsonLogic Pte Ltd                        Private information- to be distributed to users only.                                 25 
 

Logging in using SingPass 

When you click  from Login Screen, the SingPass Login screen will be 
displayed. 

 
SingPass Login  

1. Enter SingPass ID and Password.  

2. Click Login.  

You may be required to perform one-time setup/account update and 2-step 
verification as part of the login. 

If you are logging in to LicenceOne for the first time, the First Time Login screen will be 
displayed. Otherwise, Select your Profile screen will be displayed. 
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First Time Login screen 

3. Specify the required details. 

4. Click Proceed.  
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Registration Confirmation 

5. Verify your details and click Submit. 

 
Confirmation Page 

 Upon successful registration, the First Time Login screen will not be displayed for 
subsequent logins. 
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Logging in using CorpPass 

When you click  from Login Screen, the CorpPass Login screen will be 
displayed. 

 

 
CorpPass Login  

1. Enter UEN, CorpPass ID and Password.  

2. Click Log in.  

You may be required to perform one-time setup/account update and 2-step 
verification as part of the login. 

If you are logging in to LicenceOne for the first time, the First Time Login screen will be 
displayed. Otherwise, Select your Profile screen will be displayed. 
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First Time Login screen 

3. Specify the required details. 

4. Click Proceed.  
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Registration Confirmation 

6. Verify your details and click Submit. 

 
Confirmation Page 

 Upon successful registration, the First Time Login screen will not be displayed for 
subsequent logins. 
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7. If your entity have past corporate transactions in LicenceOne and have not 
activated the usage of CorpPass in LicenceOne, you will be redirected to One-
time Activation screen. 

 
One-time Activation 

8. Enter Correspondence Email and click Proceed to Activate. 

 
Confirmation 

 Once CorpPass is activated for your UEN, both SingPass and LicenceOne ID will no 
longer be available for corporate transactions. 
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Logging using LicenceOne ID 

 
Logging without SingPass 

 

• If you are a foreigner without SingPass, register to create and activate your user 
account first. For more information, refer to Request User Account for Foreigners 
without SingPass. 

• If you have forgotten your password, refer to Forgot Password/Reset Password. 

• Log in using your login details.  
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Request User Account for Foreigners without 
SingPass (LicenceOne ID) 
 

 
Login  

1. Click Login. The User login screen will be displayed. 

User Login 

2. Click Request User Account. The Registration for Foreigner without SingPass screen 
will be displayed. 
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Registration for Foreigner without SingPass 

3. Specify the required details.  

 

• Security questions and the respective answers provided here will be used for 
authentication when you need to reset your password. 

• Password must match the following requirements to ensure a strong password: 

o A minimum of 8 characters and a maximum of 24 characters.  

o At least one upper case character (alphabet) and one numeric character 
(number). 

4. Click Proceed. 
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Preview Screen 

5. Click Submit. 
6. A Confirmation screen will be displayed. 

 
Confirmation Page 



LicenceOne Public User Guide 
Chapter 4: Login 

 

© CrimsonLogic Pte Ltd                        Private information- to be distributed to users only.                                 37 
 

 
• Once the account is created successfully, user will receive email that contains a URL 

link to login to the system.  

• User will be able to login to LicenceOne using the User ID and password accordingly. 

 

Forgot Password/Reset Password (only for LicenceOne ID) 
This functionality allows you to reset your password. You are encouraged to change 
your password periodically. 

 
• If SingPass users have forgotten their password, then they must reset their password at 

SingPass. Please refer to https://www.singpass.gov.sg for more details. 

• If CorpPass users have forgotten their password, then they must reset their password at 
CorpPass. Please refer to https://www.corppass.gov.sg for more details. 

Resetting password 
1. In the homepage, click Login for Foreigners without SingPass. The User login screen 

will be displayed. 

 
Login screen 

2. Click Forgot Password. The Reset Account Password screen will be displayed. 

 

 

  

https://www.singpass.gov.sg/
https://www.corppass.gov.sg/
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Reset Account Password 

 
3. Enter the mandatory details and click Submit. A Confirmation Page will be 

displayed. You will receive an email with a link and instructions to reset password. 
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Set Account Password  

4. Enter security questions and set new password. 

5. Click Submit. 
6. User will be able to login to the system using the new password. 

 

 

If you have not received any email to reset the password, do the following: 

• Ensure that you check the email which you have provided during the account 
registration. 

• Check if the email has been delivered to your Junk or Spam folder.  

• Log a case through Online Feedback Form, and select General feedback for 
assistance.  
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Chapter 5: Profile 
Select your Profile 
Upon successful login to LicenceOne, the Select your Profile screen will be displayed. 
You can also click on Switch Profile from top menu from any logged in screen.  

Top Menu 

 
Select your Profile 

 
• If logged in user have multiple user profiles (i.e. both individual and company), he/she 

can switch his/her profile. 

• All transactions and views in the system will be shown according to the selected Profile 
type after the switch.  
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Below table describe the list of Profile types and their description. 

Profile type  Applicable user types    Description  
Individual Applicant  

Filer  
The user will be applying as 
Individual if the licence is 
issued under a person’s 
name without representing 
any company.   
 
The user can be a licensee 
himself/herself or a filer who 
has been authorised by the 
licensee to submit the 
application request on 
behalf of him/her. 

Company 
  

Director, business owner or  
employee of the company 
 
Filer or unauthorized filer 
applying on behalf of the 
company 

User should select this profile 
when the licence is issued 
under the company. 
 
An authorized filer can apply 
for the licence on behalf of 
the entity. 
 
User will enter either their User 
ID or UEN of the company. 

 
What is UEN? 

UEN is a multi-agency initiative aiming to develop one number that enables entities' 
convenient interactions with government agencies. 

All companies that operate in Singapore can interact with government agencies 
using their UEN. 

Visit http://www.uen.gov.sg for more details. 

 

  

http://www.uen.gov.sg/
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Update User profile 
User Profile has the following sections:  

• Personal Details 

• Contact Details 

• Address Details 

• To update user profile: 

1. Click logged in user’s name from Menu >> Update User. 

 
 

Personal Details 

2. Modify personal details, if required. 

3. Modify contact details, if required. 



LicenceOne Public User Guide 
Chapter 5: Profile 

 

© CrimsonLogic Pte Ltd                        Private information- to be distributed to users only.                                 43 
 

 
Contact Details 

4. Modify address details, if required. 

 
Address Details 
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5. Modify security questions, if required. 

 
Security questions and the respective answers provided here will be used for 
authentication when you need to reset your password. 

 
Security Questions 

6. Click Update to save the changes. 

Change Password (only for foreigners without SingPass) 
1. Click logged in user’s name from Menu >> Update User Profile. 

 
Update User Profile 

 
User Profile- Change Password 

2. Click Change Password. 
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Change Password 

3. Enter the required details. 

4. Click Submit. 

 

• Password must match the following requirements to ensure a strong password: 

o A minimum of 8 characters and a maximum of 24 characters.  

o At least one upper case character (alphabet) and one numeric character 
(number). 
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Chapter 6: My Portfolio 
Once you’ve logged in to LicenceOne, you will be prompted to select your profile to 
view the listed tabs below. 

 
My Portfolio tabs 

Click any of these tabs to go to the respective screens to perform the required 
licensing activity. 

• All Items: You can view all the notifications and critical information related to the 
licence and its related applications. 

• Applications: You can view the list of submitted applications and applications 
saved as Draft applications. If required, you may withdraw a submitted 
application which is not yet approved. You may also view and submit an 
application in Draft status.  

• Licences: You can view the licence details if available. 

• Correspondences: You can view all the correspondences communicated 
between the agency and the applicant/licensee regarding the licence and its 
related applications. 

• Payments: You can view all the payment details and complete pending 
payments for the licence. 

View Notifications 

Menu 

1. Click  to view notifications specific to the logged in user. 
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 • You can click and view public announcements from the login screen. 

Notifications 

2. Click the Title to view the notification details. 

 
Notification Details 

 

3. Click Back to view list of notifications. 

 
 

  



LicenceOne Public User Guide 
Chapter 7: Licence Application 

 

© CrimsonLogic Pte Ltd                        Private information - to be distributed to users only.                                 48 
 

Chapter 7: Licence Application 
Licence Application menu allows you to apply for licence and manage licence as 
required. 

Licence Application 

 

Licence Application process consists of the following actions: 

No Action Description 
1 Apply Applicant wishes to apply for a new licence. 
2 Withdraw Applicant withdraws submitted application before the 

application is processed. 
3 Renew Licensee renews and updates specific licence details for 

active licences. 
4 Amend Licensee amends details of an active licence or the 

licensee details. 
5 Cancel Licensee cancels the licence if it is no longer in need. 

Prerequisites for applying for a Licence 
• Before applying for a licence, please refer to the respective agency’s website to 

know more about the licence details such as eligibility criteria, licence validity 
period and licence or agency specific guidelines. 

• Login to LicenceOne – You must have your SingPass or CorpPass to log in to 
LicenceOne. If you are a foreigner without SingPass or CorpPass, register with 
LicenceOne to create a user account first. 
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Apply for New Licence 
While the general procedure to apply for any licence is the same, the details to be 
entered in the licence application form, varies with licence. 

1. Click Licence Application >> Apply for New Licence to apply for a new licence. 

 

 
Homepage – Licence Application 

 
Find Licence by Keyword(s)  

2. Click Government Agencies tab to view the list of licensing agencies. Choose 
Agency screen will be displayed. 

Alternatively, enter the keyword of the licence or the agency name, and choose the 
required licence.  

 

 
  

Click Government 
Agencies >> Select 
Agencies  

Type in “Halal” to search for the Halal licence  

Click Licence Application 
>> APPLY FOR NEW 
LICENCE 
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Choose Agency 

 
Search for Licence 

3. Click MUIS to proceed in applying the licence.  

Click >> MUIS (Majlis Ugama Islam Singapura) 
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Choose Licence 

 
Choose licence 

4. List of licences from the agency will be listed. Click Add to Selection to apply. 

 

• To apply for licences from other agencies, click Choose agency or repeat steps 3 to 
4.  Alternatively, you may click Choose agency after step 4 in the same screen. 

• While the general procedure to apply for any licence is the same, the details to be 
entered in the Licence Application form varies with the licences and agencies. 

 

Click >> Add to Selection 
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Choose Licence 

5. Click Review & Apply to proceed in applying for the licence. 

Click >> Review & Apply 
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Selected Licence 

6. Click Proceed above the Review & Apply section to proceed to the Application 
Form. 

 

Click >> Proceed 
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Review Selection 

7. Review selection details and click Apply.  

Note: If you are not logged in to LicenceOne, you will be prompted to log in to 
LicenceOne and Select Your Profile to proceed further with the application. 

Shows FAQ Details 

Fees & Supporting Documents Details 

Days for licence to Process 

Click to proceed in 
application form 
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Log in  

Depending on the licence, if you are applying for the licence as a Company, the 
Profile section will indicate that you are applying as an Applicant/Licensee in the 
General Information screen by default.  

General Information  
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Application Details 

 
Provide Application Details 

8. The screen will be redirected to Application Details Page. At least one scheme to 
be selected. 

  

Select either Express or Normal 

 

At least select one Scheme 
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In Licence Application form, 
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Application Details (Sample) 

9. Specify the required details. 

10. Click Add to add record(s) to list.  

Click  to edit added record.  

Click  to delete added record. 

11. Click Proceed to go to Supporting Document Page.  

12. Click Proceed to go to Supporting Document Page. 

Click >> to edit 
added records 

Click >> to delete 
added records 

Click >> Proceed to go to 
Supporting Document Page 
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Attach Supporting Documents 

 

Upload Supporting Documents 

13. Browse and select document to upload. Click Upload to upload the document. 
Click  to delete the uploaded document, if required. 

14. Click Next. 

Documents attached 

Click >> to Upload Documents 

Click here to 
download format 
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Declaration 

 
Review and Declare 

15. Tick the checkbox to agree to the declaration(s). 

16. Click Submit. 

  

Click to preview before printing 

Click to print the application 

Declaration box must be tick 

Click submit to proceed to 
Payment 
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Payment 
Depending on the licence, you may be directed to make payment. 

 
If payment is not required during the application submission, skip steps 21 – 22. 

 

 

e-Payment 

17. Verify licence and amount. Click Proceed with payment. 
The e-Payment process is handled via PayPal GateWay.  

Upon successful e-payment, The Successful Payment screen will be displayed. 

 
e-Payment 

Once your payment is successful, the receipt will be displayed. Click Submit to go 
to Acknowledgement Page. 
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Acknowledgement  
An Acknowledgement for this application will be displayed. 

 

Acknowledgement 

18. Click Print to print the Acknowledgement screen. 

19. Click Close to exit. 

 

• Click Edit to modify the Submission Name, if required.  

• If payment is not required during the application submission, Payment Status will be 
reflected as Stage 1: N.A. 

• If payment is required after approval, Payment Status will be reflected as Stage 2: 
Pending Payment. 

• Application Status will be displayed as Approved for licences which are auto 
approved. 

 

  

Click to print acknowledgement 
application 

Click to view receipt in pdf format 
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Amend Existing Licence (Change of Contact and 
Staff Details) 
The details that can be amended or modified for a licence, varies with agencies and 
their licensing conditions. 

 

There are details which can be modified only by modifying your profile details.  For 
more information on how to update your profile, refer to Getting Started > Navigating 
Licence One > Update User Profile in this user guide. 

 
Prerequisites 

• Licence to be amended must be an active licence. 

• Depending on the licence, you may attach supporting documents along with 
the amendment application. 

 
To amend an existing licence: 

1. Click Licence Application >> Amend Existing Licence. Choose Agency screen will 
be displayed. 

 

Licence Application 

 
Alternatively, you may also log in to the system, choose the required profile to amend 
the licence and then proceed with step 1. 

Click Licence Application >> 
ADMENT EXISTING LICENCE 
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Choose Agency 

 
Find Licence by Keyword(s)  

 

 
Choose Agency  

2. Choose the agency of the licence to be amended. For example, if you are 
modifying an MUIS licence, click MUIS – Majlis Ugama Islam Singapura. 

Type in “Halal” to search for the Halal licence  

Click Government 
Agencies >> Select 
Agencies  

 

Click >> MUIS (Majlis Ugama Islam 
Singapura) 
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The below procedure is a general guideline to amend a licence, while the actual 
steps to amend a licence may vary depending on the agency and the licence’s 
condition. 

Choose Licence  

 
Choose Licence 

3. Select the licence to be amended. 

Choose Amendment Type 
Depending on the licence to be amended, you may be prompted to choose the 
details which you wish to amend in this amendment application before step 5. 

  
Amend Licence 

4. Click licence and proceed to type of amendment page. 

Click >> Halal Certification 

 

Click to view Details 

 

Click to view Details 
of premises Details 

 

Indicate Licence Number 

 

Click >> Amendment Page 
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Note: If you are not logged in to LicenceOne, you will be prompted to log in to 
LicenceOne and Select Your Profile to proceed further with the application. 

 
 Log In 

Review Selection 
 
Review Selection 

5. Enter required details if necessary. 

6. Click Search. The General Information screen will be displayed. 

 
The information to be entered may vary depends on the licence selected for 
amendment.  
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General Information 

 

 

Box must be ticked 

 

Click >> Application details Page 
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General Information 

7. Tick the checkbox to agree to terms and conditions.  

8. Click Next to proceed to Application Details Page. 

 

Application Details 
Provide Application Details 

9. The screen will be redirected to Application Details Page. 
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Application Details 

One team leader 
Minimum 3 staffs 

Click >> Supporting Documents 
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10. Modify the required details. 

11. A must to have at least a team leader 

12. Minimum three staffs is required. 

13. Click Proceed. The Upload Supporting Document screen will be displayed. 
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Attach Supporting Documents 
Attach the required supporting documents, if required. 

 
Upload Supporting Documents 

 
14. Browse and select document to upload. Click Upload to upload the document. 

Click  to delete the uploaded document, if required. 

15. Click Next. 
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Declaration 

 

 

Review and Declare 

16. Tick the checkbox to agree to the declaration(s). 

17. Click Submit.  

Click >> print 
Declaration Form 

Click >> preview printing 
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Acknowledgement  
An acknowledgment will be displayed. 

 
Acknowledgement 

Click Edit to modify the Submission Name, if required.  

18. Click Print to print the Acknowledgement screen. 

19. Click Close to exit. 

 

• If payment is not required during the application submission, Payment Status will be 
reflected as Stage 1: N.A. 

• If payment is required after approval, Payment Status will be reflected as Stage 2: 
Pending Payment. 

• Application Status will be displayed as Approved for licences which are auto 
approved. 

  

Click >> Print 
Acknowledgement form 

Click >> Exit 
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Amend Existing Licence (Change of Premises and 
Scheme Details) 
The details that can be amended or modified for a licence, varies with agencies and 
their licensing conditions. 

 

There are details which can be modified only by modifying your profile details.  For 
more information on how to update your profile, refer to Getting Started > Navigating 
Licence One > Update User Profile in this user guide. 

 
Prerequisites 

• Licence to be amended must be an active licence. 

• Depending on the licence, you may attach supporting documents along with 
the amendment application. 

 
To amend an existing licence: 

20. Click Licence Application >> Amend Existing Licence. Choose Agency screen will 
be displayed. 

 

Licence Application 

 
Alternatively, you may also log in to the system, choose the required profile to amend 
the licence and then proceed with step 1. 

Click Licence Application >> 
ADMENT EXISTING LICENCE 
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Choose Agency 

 
Find Licence by Keyword(s)  

 

 
Choose Agency  

21. Choose the agency of the licence to be amended. For example, if you are 
modifying an MUIS licence, click MUIS – Majlis Ugama Islam Singapura. 

 

The below procedure is a general guideline to amend a licence, while the actual 
steps to amend a licence may vary depending on the agency and the licence’s 
condition. 

Type in “Halal” to search for the Halal licence  

Click Government 
Agencies >> Select 
Agencies  

 

Click >> MUIS (Majlis Ugama Islam 
Singapura) 
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Choose Licence  

 
Choose Licence 

22. Select the licence to be amended. 

Choose Amendment Type 
Depending on the licence to be amended, you may be prompted to choose the 
details which you wish to amend in this amendment application before step 5. 

 

  
Amend Licence 

23. Click licence and proceed to type of amendment page. 

Click >> Halal Certification 

 

Click to view Details 

 

Click to view Details 
of premises Details 

 

Indicate Licence Number 

 

Click >> Amendment Page 
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Note: If you are not logged in to LicenceOne, you will be prompted to log in to 
LicenceOne and Select Your Profile to proceed further with the application. 

 
 Log In 

Review Selection 
 
Review Selection 

24. Enter required details if necessary. 

25. Click Search. The General Information screen will be displayed. 

 
The information to be entered may vary depends on the licence selected for 
amendment.  
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General Information 

 

Box must be ticked 
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General Information 

26. Tick the checkbox to agree to terms and conditions.  

27. Click Next to proceed to Application Details Page. 

 

Application Details 
Provide Application Details 

28. The screen will be redirected to Application Details Page. 

Click >> Application details Page 
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Application Details 

29. Modify the required details. 

30. Click Proceed. The Upload Supporting Document screen will be displayed. 

 

  

Fill in necessary 
information  

Click Add 
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Attach Supporting Documents 
Attach the required supporting documents, if required. 

 
Upload Supporting Documents 

 

 

Click here to 
download format 
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31. Browse and select document to upload. Click Upload to upload the document. 
Click  to delete the uploaded document, if required. 

32. Please note that for Menu , Product and Ingredients supporting should follow 
exactly same download format. If you upload different format then halal system 
would not able to process the application. 

33. Click Next. 

Declaration 

 
Review and Declare 

34. Tick the checkbox to agree to the declaration(s). 

35. Click Submit. 
  

Click >> print 
Declaration Form 

Click >> preview printing 
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Acknowledgement  
An acknowledgment will be displayed. 

 
Acknowledgement 

Click Edit to modify the Submission Name, if required.  

36. Click Print to print the Acknowledgement screen. 

37. Click Close to exit. 

 

• If payment is not required during the application submission, Payment Status will be 
reflected as Stage 1: N.A. 

• If payment is required after approval, Payment Status will be reflected as Stage 2: 
Pending Payment. 

• Application Status will be displayed as Approved for licences which are auto 
approved. 

  

Click >> Print 
Acknowledgement form 

Click >> Exit 
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Renew Expiring Licence 
Depending on the agency’s licensing policy, a licence may expire after its validity 
period. For such licences, a renewal notification may be sent to the licensee before 
their expiry date, if applicable.  

There are two types of renewal: 

• Licence that does not require RRN for renewal (Non-RRN Renewal). 

• Licence that requires a Request for Renewal Number for renewal (RRN Renewal) 
- The Request for Renewal Number will be provided by the agency in the 
notification. 

Licensee may submit the renewal application along with the required payment to the 
respective agency for approval. 

Non-RRN Renewal 
To renew an expiring licence (Non-RRN): 

1. Click Licence Application >> Renew Expiring Licence. RRN screen will be 
displayed. 

 
Licence Application 

 
Alternatively, you may also log in to the system, choose the required profile to renew 
the licence and then proceed with step 1. 

 

 
Licence without RRN 

Click >> Licence Application >> Renew 
Expiring Licence 
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2. Click I don’t have RRN. Choose Agency screen will be displayed. 

Choose Agency 

 
Choose Agency 

3. Choose the agency of the licence to be renewed. For example, if you are 
renewing an IE licence, click MUIS- Majlis Ugama Islam Singapura. 

 
The steps involved in renewing a licence may vary depending on the agency and the 
licence condition.  

Select >> Majlis Ugama Islam Singapura 
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Choose Licence 

 
Choose Licence 

4. Select Halal Certification licence to be renewed. 

5. Click Next. 
Note: If you are not logged in to LicenceOne, you will be prompted to log in to 
LicenceOne and Select Your Profile to proceed further with the application. 

Log in  

Click >> Halal Certification 
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Renew Profile 

 
 

Review Selection 

6. Enter the licence number. 

7. Click Next. Please continue to the General Information screen to proceed with the 
renewal. 

General Information 

 

State the Licence Number 

Click >> General Information 
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1. Enter the general information. 

2. Click Next. 
 

 

 

 

 

 

  

Click >> Application Details 
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Application Details 
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3. One leader to be added 

4. Minimum 3 staffs to be added before proceeding to next page. 

5. Click Proceed. Please continue to the Supporting Documents screen to proceed 
with the renewal. 

 

 

One team leader is compulsory. Minimum 3 
staff to be added 
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Attach Supporting Documents 

 

 

Document must be in pdf format 

 

Click >> upload documents 
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1. Click Upload to upload the supporting documents required. 

2. Click Next. Please continue to the Review and Submit screen to proceed with the 
renewal. 
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Review and Submit 

 

 
1. Boxes must be ticked before proceeding to next page. 

2. Click Submit. Please continue to the Make Payment screen to proceed with the 
renewal. 

 

 

Click >> Acknowledgement 
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Acknowledgement 
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Cancel Existing Licence 
When your licence is no longer needed, you can request to cancel licence. Once 
you’ve submitted the cancellation application, it will be processed and 
approved/rejected by the respective agency. 

The details to be filled in the cancellation application vary depending on the 
agency’s licensing policy. 

To cancel an existing licence: 
1. Click Licence Application >> Cancel Existing Licence. Choose Agency screen will 

be displayed. 

 
Licence Application 

 
Alternatively, you may also log in to the system, choose the required profile to cancel 
the licence and then proceed with step 1. 

Choose Agency 
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Choose Agency  

2. Choose the agency of the licence to be cancelled. For example, if you are 
cancelling an NEA licence, click IE – International Enterprise Singapore. 

 
The below procedure is a general guideline to cancel a licence, while the actual steps 
to cancel a licence may vary depending on the agency and the licence’s condition. 

Click >> Majlis Ugama Islam Singapura 
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Choose Licence 

Choose Licence 

3. Click the licence to be cancelled.  

4. Click Next. 
Note: If you are not logged in to LicenceOne, you will be prompted to log in to 
LicenceOne and Select Your Profile to proceed further with the application. 

Click >> Halal Certification 
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Log in  

Review Selection 

 

Review Selection 

 

 

 

 

 

 

Click >> View details 

Licence Number to be 
keyed in 

Click >> Next to proceed to 
General Information 
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General Information 

 
General Information 

5. Specify the required details. 

6. Click Next. The Application Details screen will be displayed. 

 
 

Click >> Next to proceed to 
Application Details 



LicenceOne Public User Guide  
Chapter 7: Licence Application  

 

© CrimsonLogic Pte Ltd                        Private information- to be distributed to users only.                                 103 
 

Application Details 

 

 
 Specify reason 

Choose when to cancel 

Click >> Supporting 
Documents 



LicenceOne Public User Guide 
Chapter 7: Licence Application 

 

© CrimsonLogic Pte Ltd                        Private information - to be distributed to users only.                                 104 
 

Application Details – Cancellation Information 

7. Specify the required details. 

8. Click Proceed.  

The Supporting Documents screen will be displayed. 
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Attach Supporting Documents 
Attach the required supporting documents, if required. 

 
Supporting Documents 

9. Click Next. 

Declaration 

 

 

Click >> Review and Submit  
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Review and Declare 

10. Tick the checkbox to agree to the declaration(s). 

11. Click Submit. 

  

Click >> Acknowlegement 
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Acknowledgement  
An acknowledgment will be displayed. 

 

Acknowledgement 

Click Edit to modify the Submission Name, if required.  

12. Click Print to print the Acknowledgement screen. 

13. Click Close to exit. 

 

• If payment is not required during the application submission, Payment Status will be 
reflected as Stage 1: N.A. 

• If payment is required after approval, Payment Status will be reflected as Stage 2: 
Pending Payment. 

 

  

Click >> Print 
Acknowledgement Form 

Click >> Exit 
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Chapter 8: All Items 
Overview of All Items 
After logged on to LicenceOne, you will be prompted to select your user profile. Once 
you have selected your user profile, you will be directed to All Items tab. 

All Items tab lists notifications and statuses related to your applications and licences.  

Some of the information listed here are: 

• The outcome of the submitted applications such as approval or rejection of an 
application. 

• Licence renewal and expiry. 

• Pending payments and successful payments.  

 

• It is highly recommended that you check the Correspondences tab to know the 
status of your submitted applications and your licences. 

• You may also make payment for a payment pending notification listed in the All 
Items tab. 

View All Items 
1. Click My Portfolio >> All Items. 

 
All Items tab 

2. Search for item. 

3. Click View to view action item. 
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Chapter 9: Applications 
Overview of Applications 
Applicants can view the details of their submitted applications and the applications 
saved as Draft.  

By default, you can view all the applications with the most recent application listed 
on top. 

All the submitted applications will be listed in the Applications sub tab while all the 
Draft applications are listed under the Drafts sub tab. 

You may do the following from this tab: 

• View Submitted Applications 

• View Draft Applications 

 
Log in to LicenceOne and select your profile before proceeding further. For more 
information on log in details, refer to Getting Started > Logging in to LicenceOne. 

View Submitted Applications 
You may view the submitted application to do the following: 

• View Application Details 

• Duplicate Submitted Applications 

• Withdraw submitted application 

• View Submission Details and Change Submission Name 

 
By default all the applications will be listed. To filter and view the required application 
refer to, Getting Started > Common Procedures. 

View Application Details 
1. Click My Portfolio >> Applications. 

2. Click Applications sub tab. (Note: Applications sub tab is selected by default). 
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Applications tab 

3. Click Application Number to view application details. Application Details screen 
will be displayed. 
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Application Details 

The general application details are displayed along with other related information. 
The related information are grouped into the following tabs: 

• History - Click to view the application history. 

• Submitted Documents – Click to view the documents submitted for this 
application. 

• Payments – Click to view the payment details for this application.  You may click 
the payment advice number to view the payment details or complete the 
pending payment. 

• Correspondences – Click to view the correspondences communicated for this 
application. 

 
There will be no information displayed in the Request for Action tab for any 
application. 

Duplicate Submitted Applications 
This feature is useful when you need to resubmit your application with few changes in 
an application form.  

1. Click My Portfolio >> Applications. 

2. Click Applications sub tab. (Note: Applications sub tab is selected by default). 

 
Only New application type (regardless of application status) can be duplicated. 
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Duplicate Application 

3. Click Actions >> Duplicate. 

 
Alternatively, click the Application Number to view Application Details screen. In 
Application Details screen, click Duplicate. 

A success message confirms the application duplication. 

 
Success Message 

4. The duplicated application is saved as a Draft application. Click the Draft number 
from the success message to edit the details and submit for approval. 

 

• You may also edit the Draft application from the Drafts sub tab in Applications tab 
and submit for approval.  

• Refer to Applications > Overview of Applications > View Draft Applications in this user 
guide for more information on submitting Draft applications. 
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View Submission Details and Changing Submission Name 
By default, the Submission Number and the Submission Name are the same when you 
submit an application. You may change the submission name for easy retrieval in 
future. 

 Changing the Submission Name of an application does not change its Submission 
Number. 

1. Click My Portfolio >> Applications. 

2. Click Applications sub tab. (Note: Applications sub tab is selected by default). 

Applications Sub tab 

3. Click Submission Name. The Submission Details screen will be displayed. You may 
view the submission details or change the submission name if required. 
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Submission Details 

4. Click Change Submission Name to change the name.  

 
Change Submission Name 

5. Enter the required name. 

6. Click Ok. The entered submission name will be displayed. 
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Submission Name 

View Draft Applications 
You may view the Draft application to do the following: 

• View Draft Application Details 

o Submit the Draft application 

o Delete the Draft application  

 

• By default, all the Draft applications will be listed in the Drafts sub tab. To filter and 
view the required Draft application refer to, Getting Started > Common Procedures. 

• While auto-saving or manual saving an application with multiple licences, each 
licence has an individual Draft record in the Drafts sub tab. By default, they share the 
same Draft Number and Draft Name. 
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View Draft Application Details  
1. Click My Portfolio >> Applications. 

2. Click Drafts sub tab. 

 
Drafts Sub tab 

3. Click Draft Number to open the draft and continue with application. 

 

• Click Actions  Open to open draft. 

• Click Actions  Duplicate to duplicate draft. 

• Click Actions  Delete to delete draft. 

• To delete multiple Draft applications from the Drafts sub tab, tick the checkbox 
corresponding to the Drafts to be deleted and click Action >> Delete below 
the search results. 

Refer to Licence Application for more information on submitting an 
application. 
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Chapter 10: Licences 
Licensees can search, view and manage their licences using this module.  

Search for Licence 
The user can search for the licence from the My Portfolio screen. 

To search for licence: 

1. Go to My Portfolio >> Licences. By default, the Licences screen with search results 
will be displayed. 

 
Licences screen – Search Results  

The user can filter the search by filling in the search criteria.  

Licences screen – Search Criteria 

2. Enter the search criteria and click Search. Matching search results will be 
displayed. 

 

 
• Refer to Common Procedures for details on using the Advanced search. 
• Licensee can only view licence(s) issued to him/her. This validation is based on 

matching Company UEN, Applicant ID Type and Applicant ID Number of the issued 
licence. 
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Licences Search Results screen 

3. Click Actions  Amend to amend licence. 

Click Actions  Renew to renew licence. 

Click Actions  Cancel to cancel licence. 

 • Depending on the licence conditions, the respective action(s) will be available. 
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View Licence Details 
To view licence details: 

1. Search for required licences (Refer to Applications >> Search for Licence). 
Matching search results will be displayed. 

 
Licences screen – Search Results 

 • Click  to print licence document if required. 

2. Click Licence Number hyperlink. The Licence Details screen will be displayed. 
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Licence Details screen 

3. Click Back to return to previous screen. 

4. Click Action to view list of action(s) applicable for this licence. 

View Licence Documents 

1. Click Documents tab from Licence Details screen to view the licence application 
details. 

 
Licence Details screen – Documents 
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Chapter 11: Correspondences 
Overview of Correspondences 
Correspondence refers to the communication between applicants/licensees and 
agency. 

For various licence related processes (e.g. approval of licence or application, 
payment received etc.), applicant/licensee needs to be informed about the statuses 
or details by the agency in order to do follow-up action. The correspondences may 
be in the form of letter, email or SMS notification. 

The correspondence tab lists all the communication transactions between the 
applicant or licensee and the agency. Most recent correspondence will be listed on 
top. 

You can do the following in this tab: 

• View all the correspondences and their respective details. 

• View the application or licence details related to a correspondence. 

Viewing Correspondences 
1. Click My Portfolio >> Correspondences. 
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Correspondences 

2. Search for correspondence. 

3. Click Correspondence Name to view the correspondence. 

 • You may view the correspondence for an application or a licence from the respective 
application details screen. 

4. The Correspondence Details screen will be displayed. 
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Correspondence Details 

5. Click Back to return to the previous screen. 
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Chapter 12: Payments 
Overview of Payments 
You can search and manage payment advices in this module. Payment advices refer 
to payments issued related to Licence Applications, renewal fees etc. You can search 
for ‘paid’ or ‘unpaid’ payment advice using this module. For unpaid payment advice, 
you can initiate the e-Payment process using Make Payment. 
By default, the most recent payment detail or notification will be listed on top. 

No. Actions Description 
1 Paid Payment is settled for the payment advice. 
2 Unpaid Payment is not settled for the payment advice. 

Managing Payments include the following: 

• View payment details 

• Make payment for pending payment advice(s) 

View Payment Details 
1. Click My Portfolio >> Payments. 
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Payments  

2. Search for payment advice. 

3. Click Payment Advice No. to view the payment advice details. 

 
• Alternatively, tick the checkbox corresponding to the pending payment(s) and click 

Make Payment to make payment(s). 

• You may also make the payment or view the payment details for an application or 
licence from the respective Application Details screen. 

The Payment Details screen will be displayed. 

 
Payment Details screen 

4. Click the required tab to view the details. 

If payment is pending, the system will allow you to make payment as shown below. 



LicenceOne Public User Guide  
Chapter 12: Payments  

 

© CrimsonLogic Pte Ltd                        Private information- to be distributed to users only.                                 127 
 

 
Payment Details – Make Payment 

5. Click Make Payment. Please refer to Payment for more details. 
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Chapter 13: Request for Action 
Overview of Request for Action 
 

Request for action is triggered by the agency officer from FE intranet or agency 
backend to applicant. It is a channel of communication between the agency officer 
and the applicant. 

View Request for Action Details 
1. Click My Portfolio >> Request for Action. 

 
2. Search for Request for Action. 

3. Click Request ID to view the Request for Action. 

 • You may view the RFA for an application or a licence from the respective application 
details screen. 

4. The Request for Action Details screen will be displayed. 

 

5. Please ignore the RFA document as shown in the Documents attached section. 

6. Click Respond. It will bring you to the general information page. 
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7. The General Information would display, Click Next. 
 

 

8. The screen will be redirected to Application Details Page.   
9. In Licence Application form, please don’t amend any data in the form. 
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1. Click Edit 
button to 

enter 
customer 

 

3. Click Add 
button to confirm 
customer reply. 

Repeat for other 
RFA items. 

This section display all the 
RFA History details 

2. Enter remarks 
in this Customer 

Reply field 
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10. To enter the Cutomer Reply field .Click on the “Edit” button   

11. The values are pre-populated to the form field, all the fields are disbled and only 
only Customer Reply is editable. 

12. Enter the Customer Reply. 

13. Click on “Add” button. 

 
 

 

 

 
 

 

14. Click Proceed to go to Supporting Document Page.  

15. In Attach Supporting Documents, 
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16. Click Upload to upload the supporting documents required. For RFA Supporting 

document is no more required to upload.   

17. Click Next.  
18. The Information review screen will be displayed. 
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19. Click the checkbox and submit. 
20. The Acknowledgement screen will be displayed. 

Click >> Submit  



LicenceOne Public User Guide  
Chapter 13: Request for Action  

 

© CrimsonLogic Pte Ltd                        Private information- to be distributed to users only.                                 137 
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Chapter 14: Enquiry on Foreign Halal 
Certifying Bodies 
 

Overview of Foreign Halal Certifying Bodies  
FBCB is the foreign companies having halal certification registered under Muis 
agency. FHCB search results will display to public only those having Halal certification 
issued by Muis agency. 

View Enquiry on Foreign Halal Certifying Bodies  
1. Click LICENSED ENTITIES >> Majlis Ugama Islam Singapura. 

2. If the Applicant does not login to LicenceOne, “Enquiry on Foreign Halal Certifying 
Bodies (Proceed to Login now )” link will be prompted. 

 
 

3. Login to LicenceOne system. 

4. Click LICENSED ENTITIES >> Majlis Ugama Islam Singapura. 

5. Click on the link “Enquiry on Foreign Halal Certifying Bodies” 

 

 

Applicant will be prompted to 
“Login now” if applicant does not 

login to LicenceOne 
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6. Select the country, for example “Australia” and click on the Search button. System 
would display the list of FHCB related to the country “Australia” 
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7. Applicant can do wildcard search by entering the FHCB example “ANIC” in the 
Name of Authority field and select Country as “Australia”. The result would display 
as follows: 
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