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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

1 Applicant or Licensee applying or managing the licence.
Depending on the licence, the applicant can be any of the following:
1 Anindividual applying for self or applying on behalf of another person.

1 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 agencyds website.
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Learning Objectives

This user guide ex plains the following

 Getting started with LicenceOne

How to | 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

= =4 =4 4 -4 - -A

How to manage a Licence

0 Howtoamenda n existing Licence

0 Howtoc ancel an existing Licenc e

0 Howtor enew an expiring Licence

9 How to view all notifications and tasks (All ltems)

1 How to view correspondences

Y Howto 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.

1T The phrase oLicenceOnedé and the word O0system
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.

4& A warning refers to information that may be
mi ght affect data or systemfs stability.
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Access LicenceOne menus and locat e a particular section in this guide

1 Screen names, field names or labels and  field options are specified in bold font.
For example, click My Portfolio >> Dashboard .

ﬁ HOME % LICENCE APPLICATION ’6 LICENSED ENTITIES ‘ 6
- _ =
Ef 2 ® ®

Dashboard Applications Licences Payments Requests for Action =~ Managed Returns Correspondences

Application screen

f Two consecutive 0>>6 in an instruction indic
screen or functionality. For example |, click My Portfolio >> Dashboard means you
first click My Portfolio and then Dashboard .

I 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 meansLear ni ng Obis a dction erssabheading under
OAbout this Guideo.

T One 0>6 in this document i ndicate how to | ocat
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.

Dashboard

Username

UEN1T1DIRECTOR3 —_— Representing °
Fsday 08 March 2018 at 11:31 | Update Profile ‘ LAM KUAN ENGINEERING CO PTELTD (UEN: 1981022839D)

100 TRAS STREET, #14-03 5{073027) @ \

Your last login was on Th
AM

Application Status Application Number [ Userds Compan
Application Number

APPLICATIONS PAYMENTS

13

Require In Progress
Attention

13

Pending Payments

1 The APPLICATIONtab shows you how many application syouhave InProcess and
applications that Require A ttention .

i The DRAFTSab shows you how many Drafts you have and Due for removal

1 The LICENCEStab shows you how many licences are up for renewal and ones
that are active.

1 The PAYMENTtab shows you how many outstanding and pending payments you
have for the licences.
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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

1

= = =4 =2
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Userfriendly interface which guides users throughout the entire application
process.

Auto -saves the application as a  Draft application. Users may easily retrieve this
Dratand continue with the application at

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 .

user so
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Chapter 3. Getting Started

Hardware and Software Requirements

Following are the requirements to use LicenceOne.
Hardware Requirements
1 Best supported display resolution is WXGA (1280 X 800)
1 Broadband Connection to the Internet

Software Requirements

{ Internet Browser:

Browser Supported Version

Internet

Explorer IE9, IE10 & IE11
Firefox 28 & 29
Chrome 34 & 35

Safari 7

Adobe PDF Browser Plugins
Java Virtual Machine
Microsoft Word

Microsoft Excel

= =2 =4 —a -2

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.

- =
e@‘m https://www.google.com.sg O ~ @ C H g Google | | ﬂrl} * {é}

File Edit View Favorites (LSS Help

x Go Sl‘f Delete browsing history... Ctrl+Shift+Del » Signin 9 -
InPrivate Browsing Ctrl+Shift+P

Turn on Tracking Protection Gmail Images

ActiveX Filtering m

Fix connection problems...

Reopen last browsing session

Add site to Apps

View downloads Ctrl+J

-

[ Pop-up Blocker Turn off Pop-up Blocker

-

SmartScreen Filter Pop-up Blocker settings

Manage media licenses

Manage add-ons I.e
I Compatibility View settings d
Singapore

Subscribe to this feed...

Feed discovery »

Windows Update

Performance dashboard Ctrl+Shift+L
I'm Feeling Lucky
F12 Developer Tools

Add to Evernote 5
Send to OneMote &%) Bahasa Melayu _Q';Lﬁ’][,D

Report website problemns

Internet options

Advertising Business About Privacy Terms Settings

Enable or disable Pop-up Blocker. ® 100% v

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 A
Compatibility View Settings A deselect the first 2 checkboxes.

/i\, 1 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
Licence Application Singapore Government
- Apply for New Licence - ? Integrity » Service » Excellence
Llce N 'e - Amend Existing Licence Cnline helg / .
- Renew Expiring Licence download user guide jefe Help | Contact Us | Feedback
- Cancel Existing Licence
— Find our
HOME = LICENGE APPLICATION %~ ABOUTUS  INFO SEARCH Helpdesk & LoGIN
) . Loginto
Licence v PUBlle|ANNOUNCEMENT | LicenceOne
ePayment Service - eNETS ..
Management
. ePayment Service - eNETS >
at your fingertips.. :
= System Maintenance - Nove »)
Changes to CPE applicatio ... >
Merger of IDA & MDA from ... )
‘ SEE ALL >
225 View Help
V] Videos
o Find licence(s) by Choose licence(s) E Recommend HELP VIDEOS
s, Keyword by Government a licence(s) by 1. Apply for New Licence >
Agency Business Intent
2. Amend Existing Licence >
3. Renew Existing Licence (with RRN) >
- 1, Petshop, NEA 4. Renew Existing Licence (without RRN) >
eg. coul D,
5. Cancel Existing Licence >
Search for licence(s) ) i
by specific keyword HOW IT WORKS
or by agency 1. Introduction >
2. End Users Function >
3. System Reguirements >

Joint effort by

‘A VA Giyihidosd o smearon

MINIWf% ,.(((.\ T

Rate this Website | Privacy Statement | Terms of Use

& éd GOVTECH |

SEE ALL >
We welcome
PRO feedback on
ENTERPRISE i
A regulations

L ' elIM: = MOF

T N o I TV =l = JYC
3 Urian

MT1 “y&% _,@,_“_’:{{E* scoF @ susficurese @}."L‘ﬂ.‘f;:’ i

Last updated on 04 Nov 2016
Copyright 2016 @ Government of Singapore

Homepage & Support Information

Submit an Enquiry and Feedback

You can submit enquiry and feedback

1. Goto Login screen.

through the system.

Online
Feedback
Form

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

submit .

© CrimsonLogic Pte Ltd
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[ Click Feedback

Chapter 3: Getting Started

Singapore Go¥ernment
Integrity - Serxice - Excellence

Contact Us || Sitemap

Homepage 0 Feedback

3. Your Feedback screen will be displayed

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

LicenceOne Public User Guide

12



LicenceOne Public User Guide
Chapter 3: Getting Started

Your Feedback

Salutation*  Please Select

Email *

Telephone Number
(Office)

Enquiry / Feedback (Select what you are reporting on)
regarding *

Subject *

Description *

Cancel

Attachment Browse

ﬂ Name *

Telephone Mumber
(Home)

Telephone Number
(Handphone)

Specify required
details

V5DELJT7 -

Your Feedback screen (Before login)

© CrimsonLogic Pte Ltd
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Write to us

Enquiry / Feedback Details

Enquiry / Feedback Regarding™ | (Select what you are reporting on) M
Subject”

Description™
Note: Your input is limited to a maximum of 500 characters

Attachment | Choose File Select File

Note: Only files (not exceeding 5 MB) in MS Word, MS Excel, pdf and jpeg will be accepted

Your Feedback screen (After login)

Click Feedback ]

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

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

I  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.

MY PORTFOLIO LICENCE APPLICATION ~ GUIDELINES ABOUT US INFO SEARCH f_._\ USER28 ~ LOGOUT

A < B % | = o E

All ltems Applications Licences Request for Action Correspondences Payments Managed Returns

Click My Portfolio
Correspondences >

Correspondences.

By default, all the
correspondences
are listed here.

Correspondence Name Sent Date From | B8

Sent Date To ]

Search

ApplicationiLicence Application Delivery Sent
Name No. Licence Name Type Channel Agency Date -
Payment Success Notification C1510011647 Certificate of Registration of School - New Email Early Childhood 26 May
Kindergarten Development 2015
Agency 17:57:51
Licence Application Status Update C1510011647 Certificate of Registration of School - New Email Early Childhood 26 May
Motification (to Applicant) Kindergarten Development 2015
Agency 17:57:19
Quistanding Payment Advice C1510011647 Cerlificate of Registration of School - New Email Early Childhood 26 May
Kindergarien Development 2015
Agency 17:57:16
Licence Application Status Update C1510011647 Certificate of Registration of School - New Email Early Childhood 26 May
Notification (to Applicant) Kindergarten Development 2015
- Agency 17:55:17
Indicates the total
Total 82 Recnrds/' number of records. 1023 4 5 Next Last

Correspondences

1 You may navigate to the required screen to view the items or records listed on
this screen .

© CrimsonLogic Pte Ltd Private information - to be distributed to users only. 15
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MY PORTFOLIO

®

LICENCE APPLICATION «

E Y

Licences

GUIDELINES ABOUT US INFO SEARCH USER28 ~ LOGOUT

B

Managed Returns

@ %)
(s}

Payments

4

Applications

D]

All ltems Request for Action Correspondences

Correspondences

Application/Licence Application Delivery Sent
Name No. Licence Name Type Channel Agency Date -
Payment Success Notification C1510011647 Certificate of Registration of School - New Email Early Childhood 26 May
Kindergarten Development 2015
Agency 17:57:51
Licence Application Status Update C1510011647 Certificate of Registration of School - New Em

Click Last to view the

Motification (to Applicant) records in the last page

Kindergarten

Outstanding Payment Advice C1510011647 Certificate of Registration of Sthool -

Kindergarten

Click Next to view
records in the page next
to the current page.
Efmar E

'\12 3 4 5
| Current page. l‘—/

C1510011647 NEw

Licence Application Status Update
Notification (to Applicant)

Certificate of Registration of Sthool -

Kindergarten " .
Click the required page
to view records in if.

Total 82 Records

Correspondences @ View required page

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

Sent Date From | B Sent Date To = Search > £ Advanced v
Application/Licence Application Delivery Sent
Name ' No. Licence Name Type Channel Agency Date -
Payment Success Notification 1510011647 Certificate of Registration of School - New Email Early Childhood 26 May
- . Development 2015
Click the arrows fo sort Agency 17:57:51
the records by a column
Licence Application Status Update C15 in ascending or n of School - New Email Early Childhood 26 May
Notification (to Applicant) descending order. Development 2015
Agency 17:57:19
Quistanding Payment Advice C1510011647 Certificate of Registration of School - New Email Early Childhood 26 May
Kindergarten Development 2015
Agency 17:57:16
Licence Application Status Update C1510011647 Certificate of Registration of School - New Email Early Childhood 26 May
Notification (to Applicant) Kindergarten Development 2015
Agency 175517

Correspondences

© CrimsonLogic Pte Ltd
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Correspondences

Netification (to Applicant)

Licence Application Status Update
Notification (to Applicant)

Licence Application Status Update
Notification (to Applicant)

Licence Application Status Update
Notification (to Applicant)

C1510001103

C1510001110

C1510001113

Certificate of Registration of
School - Kindergarten

Child Care Centre Licence

Certificate of Registration of
School - Kindergarten

Highlighted up arrow

indicates that records are
Ne sorted by this column in
ascending order. Y

New

Email

Development Agency

Early Childhood
Development Agency

Application/Licence Application Delivery Sent
Name No. Licence Name Type Channel Agency Date I]
Payment Success Notification C1510011647 Certificate of Registration of School - o od May
Kindergarten ) H\ghllghfed down arrow 2015
indicates that records are 17:57:51
sorfed by this columnin
Licence Application Status Update C1510011647 Certificate of Registration of School - descending order. d 26 May
Notification (to Applicant) Kindergarten 2015
Agency 17:57:19
Outstanding Payment Advice C1510011647 Certificate of Registration of School - New Email Early Childhood 26 May
Kindergarten Development 2015
Agency 17:57:16
Licence Application Status Update C1510011647 Certificate of Registration of School - New Email Early Childhood 26 May
Notification (to Applicant) Kindergarten Development 2015
Agency 17:55:17
Records sorted column -wise in descending order
Sent Date From | B Sent Date To i Search > £ Advanced
ApplicationiLicence Application Delivery
Name No. Licence Name Type Channel Agency Sent DateB
Licence Application Status Update C1510001096 Child Care Centre Licence New

03,7€b 2015
y ME3120

03 Feb 2015
19:21:29

03 Feb 2015
19:46:48

03 Feb 2015
20:01:47

Records sorted column

-wise in ascending order

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

0 Search (Ba sic search to filter the listed records)

Basic Search

0 Advanced Search ( Additional
results)

© CrimsonLogic Pte Ltd
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