GUIDE FOR CORPPASS ADMIN

HOW TO SETUP CORPPASS e-SERVICES
AND ASSIGN OSG ROLES



STEP 1: Login to CorpPass Admin at www.corppass.gov.sg
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STEP 2: If you have not previously selected OSG as one of the e-Services for your organisation, click “e-Services” tab at the top followed by “Select Entity’s s-
Services”.

Under the ‘e-Service Access’ tab, click the ‘Select Entity’s e-Services’ box
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STEP 3: On the right-side filter box, type in “OurSG”, and the e-Service name “Grant Application via OurSG Grants portal” should automatically appear. Click
the corresponding checkbox and setup the e-Service according to your organisation’s requirements.
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STEP 4: Once you had setup the OSG e-Service for your organisation shown above (Steps 2 & 3), follow below steps to assign a role (Preparer, Submitter or
Acceptor) to the user. Note that only “Acceptor” role can ACCEPT or REJECT the Letter of Award (LOA).
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STEP 5: Click on “Assigned Users” tab at the top of the screen, followed by the blue button “Assign e-Service to User(s)” on the left. Click to check box on the
left of the corresponding user to change roles.
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STEP 6: Click the corresponding checkbox of the user that you would like to assign a role. Then click “Next”

Assign Selected e-Services

ORE

Select
Users

Ensure that you have selected e-Service(s) for your Entity before assigning it to your user account(s).

Select from your entity's CorpPass user accounts. Y FHilter O\ -4
| Full Name 4 Email Address 4 CorpPassID 4 UserType —
USER 59991366E CPAMCCY3@mailinator.com CPAMCCY3 Admin
LISER F29902560Q sohwendy.work@gmail.com MGPPREP18 User
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Step 7: Click and check the box for the e-Services “Grant Application via OurSG Grants Portal”. Then click “Next”
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STEP 8: On the right-side of the screen, click the “Role” dropdown list and select the desired role. Next enter the effective date and then click “Next”
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STEP 9: Below Verification screen prior to confirmation. Click “Submit” to continue.
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THE END
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