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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 agencyõs website. 
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Learning Objectives  

This user guide ex plains the following : 

¶ Getting started with LicenceOne  

¶ How to l og 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 a n existing  Licence  

o How to c ancel an existing  Licenc e 

o How to r enew  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 òLicenceOneó and the word òsystemó denote the same and are 

hence used interchangea bly.  

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 systemõs functionality and 

might affect data or systemõs stability. 
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Access  LicenceOne menus and locat e a particular section in this guide  

¶ Scree n names, field names or labels and field options are specified in bold font. 

For example, click My Portfolio  >> Dashboard . 

 
Application screen  

¶ Two consecutive ò>>ó 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 

Objectiv es means òLearning Objectivesó is a section or subheading under 

òAbout this Guideó. 

¶ One ò>ó 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  application s you have In Process  and 

applications that Require A ttention . 

¶ 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  

Userõs Company Name 

Application Number  
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Chapter 2: Overview of LicenceOne  

Introduction  

LicenceOne provides appl icants/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 usersõ 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, s ome applications may be 

processed by the system  imm ediately . 
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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 Ą 

Compatibility View Settings Ą 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 ð 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 ð 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 result s, filter required information (such as 

particular application/correspondence).  

Viewing My Portfolio  

¶ When you click any of the tabs under My Portfolio , the system  display s 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 ð 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 (Ba sic search to filter the listed records)  

 
Basic Search  

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

results) 
































































































































































































































