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i. Register an account with Corppass (For new companies) 

Corppass User 
guides 

https://www.corppass.gov.sg/corppass/common/userguides 

 

ii. Add OMP as a digital service in Corppass. 

 

  

1. Corppass 

https://www.corppass.gov.sg/corppass/common/userguides
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i. Login via Corppass is required before making any submission via the portal. 

  

 

 

ii. Applicants will be navigated to Dashboard upon Login. 

  

 
refers to username.  

 

 
refers to company 

name. 

 

At OMP 

Website(https://one

maritimeportal.gov.s

g), select  

. 

 

Click 

 
to login via 

Corppass. 

 

2. Login 

https://onemaritimeportal.gov.sg/
https://onemaritimeportal.gov.sg/
https://onemaritimeportal.gov.sg/
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• Edit user details 

 

 

Click  

 
to edit users. 

 

Click 

 
to edit user details. 

 

 

3. User management (Applicable for user administrator only) 
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• Edit the fields 

whenever 

necessary. 

Note: 

Only non- greyed out 

fields can be edited.  

The information will be 

autopopulated in the 

application forms 

where relevant. 

When 
SingPass/CorpPass 
account is removed 
from e-services, 
Administrator will need 
to update    

 to “No”  

User status will be 

updated to 

“Inactive”  

Click  

 
to cancel. 

 

Click  

 
to save the 

changes. 

Success message 

will be displayed.  

Click 

 
to go back to User 

Management 

Listing.  
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• Delete User 

Administrator is able to delete user when user account is no longer required.  

 

 

 

 

Click  

 
to edit users. 

 

Click 

 
to delete user. 
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• Confirmation 

prompt will be 

displayed.  

 

Click  

 
to proceed with 

deletion. 

 

Click  

 
to cancel the 

deletion. 

 

 • Success message 

will be displayed 

and user will be 

removed from 

listing. 
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Click  

 
to view all the 

submissions. 

User will be 

navigated to the 

Application Listing 

page. 

 

4. View My Application 
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 Enter  

  
and select scheme 

 
from the dropdown 

list to search for a 

specific submission. 

 

Click  

  
to search for a 

specific submission. 

 

Click  

 
to perform actions 

such as Preview, 

submit Change 

Request, Application 

to MOF and 

Withdrawal of SDF. 
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Click  

 
to expand the list. 

Expanding the list 

will display all the 

subsequent forms 

i.e. change 

requestion / 

application to MOF 

submitted that are 

related to the main 

submission. 

Note:  

Nested application 

listing only appears 

when there are 

subsequent forms 

submitted relating to 

the main submission.  

5. Nested Application Listing 
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Click 

  
to collapse the list. 

Collapsing the list 

will hide all the 

other forms created 

related to the main 

submission. 

Note: 

Nested application 

listing only appears 

when there are 

subsequent forms 

submitted relating to 

the main submission.  
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Applicants can check on their eligibility before submitting their application. 

 

 

6. Check Eligibility 

Click  

 
to check on the 

eligibility for 

withholding tax 

exemption. 
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Select entity type. 

 

Click  

 
to check on 

eligibility. 
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Complete all the 

questions. 

 

Click 

 
to check on the 

eligibility. 

 

Click  

  
to cancel and go 

back to Dashboard. 
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Click  

 
to cancel. 

 

Click 

 
to proceed with the 

submission. 
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7. Submit Self-Declaration Form for Withholding Tax Exemption (WHT) 

Click  

 
to submit SDF for 

WHT. 
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Step 1: Choose Entity Type Step 2: Fill in all Fields Step 3: Review Step 4: Submit

Select entity type. 

 

Click  

 
to proceed with the 

submission. 
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Step 1: Choose Entity Type Step 2: Fill in all Fields Step 3: Review Step 4: Submit

Click  

 
to cancel and go 

back to Dashboard. 

 

Click  

 
to proceed to the 

next page. 

 

Note: At this stage, 

user is unable to click 

on the top bar to 

manoeuvre to other 

pages of the form to 

ensure that the user 

has perused the 

important information. 
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Step 1: Choose Entity Type Step 2: Fill in all Fields Step 3: Review Step 4: Submit

• Answer all the 

questions. All fields 

are mandatory 

unless stated. 

 

Click 

 
to go back to the 

previous page. 

 

Click  

 
to save the form as 

draft. 

Note: 

Success message with 

Case ID will be 

displayed upon saving 

form as draft. Case ID 

of the draft is different 

from Case ID of the 

submitted form. 

Click  

 
to proceed to the 

next page. 
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Step 1: Choose Entity Type Step 2: Fill in all Fields Step 3: Review Step 4: Submit

• Answer all the 

questions and 

upload file when 

required. All fields 

are mandatory 

unless stated. 

 

Click 

 
to go back to the 

previous page. 

 

Click  

 
to save the form as 

draft. 

Note: 

Success message with 

Case ID will be 

displayed upon saving 

form as draft. Case ID 

of the draft is different 

from Case ID of the 

submitted form. 

Click  

 
to proceed to the 

next page. 
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Step 1: Choose Entity Type Step 2: Fill in all Fields Step 3: Review Step 4: Submit

• Answer all the 

questions. All fields 

are mandatory 

unless stated. 

 

Click 

 
to go back to the 

previous page. 

 

Click  

 
to save the form as 

draft. 

Note: 

Success message with 

Case ID will be 

displayed upon saving 

form as draft. Case ID 

of the draft is different 

from Case ID of the 

submitted form. 

Click  

 
to proceed to the 

next page. 
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Step 1: Choose Entity Type Step 2: Fill in all Fields Step 3: Review Step 4: Submit

• Answer all the 

questions. All fields 

are mandatory 

unless stated. 

 

Click 

 
to go back to the 

previous page. 

 

Click  

 
to save the form as 

draft. 

Note: 

Success message with 

Case ID will be 

displayed upon saving 

form as draft. Case ID 

of the draft is different 

from Case ID of the 

submitted form. 

Click  

 
to proceed to the 

next page. 
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Step 1: Choose Entity Type Step 2: Fill in all Fields Step 3: Review Step 4: Submit

• Answer all the 

questions. All fields 

are mandatory 

unless stated. 

 

Click 

 
to go back to the 

previous page. 

 

Click  

 
to save the form as 

draft. 

Note: 

Success message with 

Case ID will be 

displayed upon saving 

form as draft. Case ID 

of the draft is different 

from Case ID of the 

submitted form. 

Click  

 
to review the form. 
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Step 1: Choose Entity Type Step 2: Fill in all Fields Step 3: Review Step 4: Submit

Step 1: Choose Entity Type Step 2: Fill in all Fields Step 3: Review Step 4: Submit

Click  

 
to edit the form. 

 

Click  

 
to submit the form 

to MPA. 

Click  

 
to submit the form 

to MPA. 

 

Click  

 
to cancel the 

submission. 

Success message 

with the Case ID will 

be displayed. 

 

Applicant will be 

navigated to 

Application Listing 

page. 

Note: 

Case ID of the draft is 

different from Case ID 

of the submitted form. 
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8. Preview Self-Declaration Form for Withholding Tax Exemption (WHT) 

Click  

 
to view the form. 

 

Click  

 
to go back to 

Application Listing 

page. 
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Please note that withdrawal of main SDF will automatically withdraw subsequent 

forms except for forms submitted for ‘Application to MOF’. 

 

 

 

 

9. Withdraw main Self-Declaration form submission. 

Click  

 
to withdraw SDF 

submission. 

 

Click  

 
to withdraw the SDF 

submission. 

 

Click  

 
to cancel the 

withdrawal. 
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Main application 

and subsequent 

form submission 

status is now 

updated to: 

 

Success message 

will be displayed. 
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Icon  

 
is displayed beside 

Case ID. Clicking 

on it will display 

message: 

. 

• It indicates that 

amendment/ 

clarification is 

required for the 

main submission 

and a Change 

Request 

submission is 

required. 

• The required 

amendment/ 

clarification is 

stated in the 

email notification 

to user.  

 

 

 

10. Change Request required from MPA (applicable if there is a main 

SDF submission) 
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11. Submit Change Request (applicable if there is a main SDF 

submission) 

Click  

 
to submit Change 

Request. 
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Step 1: Update Fields Step 2: Review Step 3: Submit

Click  

 
to cancel and go 

back to Dashboard. 

 

Click  

 
to proceed to the 

next page. 
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Step 1: Update Fields Step 2: Review Step 3: Submit

• Update fields, if 

required.  

• Check on checkbox 

to edit/replace/ 

delete vessels. 

 

Click 

 
to go back to the 

previous page. 

 

Click  

 
to save the form as 

draft. 

Note: 

Success message with 

Case ID will be 

displayed upon saving 

form as draft. Case ID 

of the draft is different 

from Case ID of the 

submitted form. 

Click  

 
to proceed to the 

next page.  
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Step 1: Update Fields Step 2: Review Step 3: Submit

• Update fields, if 

required.  

 

Click 

 
to go back to the 

previous page. 

 

Click  

 
to save the form as 

draft. 

Note: 

Success message with 

Case ID will be 

displayed upon saving 

form as draft. Case ID 

of the draft is different 

from Case ID of the 

submitted form. 

Click  

 
to proceed to the 

next page.  
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Step 1: Update Fields Step 2: Review Step 3: Submit

• Update fields, if 

required.  

 

Click 

 
to go back to the 

previous page. 

 

Click  

 
to save the form as 

draft. 

Note: 

Success message with 

Case ID will be 

displayed upon saving 

form as draft. Case ID 

of the draft is different 

from Case ID of the 

submitted form. 

 

Click  

 
to proceed to the 

next page.  
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Step 1: Update Fields Step 2: Review Step 3: Submit

• Update fields, if 

required.  

 

Click 

 
to go back to the 

previous page. 

 

Click  

 
to save the form as 

draft. 

Note: 

Success message with 

Case ID will be 

displayed upon saving 

form as draft.  Case ID 

of the draft is different 

from Case ID of the 

submitted form. 

Click  

 
to proceed to the 

next page.  
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Step 1: Update Fields Step 2: Review Step 3: Submit

• Fill in all the fields.  

 

Click 

 
to go back to the 

previous page. 

 

Click  

 
to save the form as 

draft. 

Note: 

Success message with 

Case ID will be 

displayed upon saving 

form as draft. Case ID 

of the draft is different 

from Case ID of the 

submitted form. 

Click  

 
to review the form. 
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Step 1: Update Fields Step 2: Review Step 3: Submit

Step 1: Update Fields Step 2: Review Step 3: Submit

Click  

 
to edit the form. 

 

Click  

 
to submit the form. 

Click  

 
to submit the form. 

 

Click  

 
to cancel the 

submission. 

Success message 

with Case ID will be 

displayed. 

 

Applicant will be 

navigated to 

Application Listing. 

Note: 

Case ID of the draft is 

different from Case ID 

of the submitted form. 
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12. Preview Change Request 

Click  

 
to view the form. 

 

Click  

 
to go back to 

Application Listing 

page. 
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13. Withdraw Change Request Submission 

Click  

 
to withdraw Change 

Request 

submission. 

 

Click  

 
to withdraw Change 

Request 

submission. 

 

Click  

 
to cancel the 

withdrawal. 
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Change Request 

status is now 

updated to: 

 

Success message 

will be displayed. 

 



 
 
[WHT]User Guide to Access One Maritime Portal (OMP) 

 

41 
 

 

 

 

14. Action Required for Change Request Submission 

Change Request 

with status:  

 
indicates that 

Change Request is 

routed back to the 

user and needed 

further action from 

the user.  

 

Click  

 
to view the 

submitted Change 

Request. 
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Comment icon 

 
indicates comment 

from MPA officer. 

 

Comment icon 

 
indicates that there 

is no comment from 

the officer. 

Note: 

Comment icon is 

available for each 

section. 
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• Click on 

 
to view the 

comment from MPA 

officer. 

 

Enter reply in the 

textbox provided. 

 

Click  

 
to save the reply 

 

• Check on all the 

comments from 

MPA officer and 

update the Change 

Request form 

accordingly. 

 

• Submit the Change 

Request after 

updating the form. 

 

Change Request 

status is now 

updated to:  
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15. Application to MOF required (applicable if there is a main SDF 

submission) 

 
Icon  

 
is displayed beside 

Case ID. Clicking 

on it will display 

message: 

 
 

• It suggests that 

MOF’s approval is 

required for waiver 

of WHT on interest 

and related 

payments as the 

SDF submitted 

does not fall 

squarely under the 

WHT regime.  
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Click  

 
to initiate the 

application process 

to MOF for waiver 

of WHT exemption 

on interest and 

related payments. 

 

 

 

16. Submit Application to MOF via OMP (applicable if there is a main 

SDF submission) 
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Step 1: Fill in the application Step 2: Review Step 3: Submit

Click  

 
to cancel and go 

back to Dashboard. 

 

Click  

 
to go to the next 

page. 
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Step 1: Fill in the application Step 2: Review Step 3: Submit

• Fill in additional 

information 

required. 

 

• Update fields, if 

required. 

 

Click 

 
to go back to the 

previous page. 

 

Click  

 
to save the form as 

draft. 

Note: 

Success message with 

Case ID will be 

displayed upon saving 

form as draft. Case ID 

of the draft is different 

from Case ID of the 

submitted form. 

Click  

 
to proceed to the 

next page.  
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Step 1: Fill in the application Step 2: Review Step 3: Submit

• Update fields, if 

required.  

 

Click 

 
to go back to 

previous page. 

 

Click  

 
to save the form as 

draft. 

Note: 

Success message with 

Case ID will be 

displayed upon saving 

form as draft. Case ID 

of the draft is different 

from Case ID of the 

submitted form. 

Click  

 
to proceed to the 

next page.  
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Step 1: Fill in the application Step 2: Review Step 3: Submit

• Update fields, if 

required.  

 

Click 

 
to go back to 

previous page. 

 

Click  

 
to save the form as 

draft. 

Note: 

Success message with 

Case ID will be 

displayed upon saving 

form as draft. Case ID 

of the draft is different 

from Case ID of the 

submitted form. 

Click  

 
to proceed to the 

next page.  

 



 
 
[WHT]User Guide to Access One Maritime Portal (OMP) 

 

50 
 

 

 

Step 1: Fill in the application Step 2: Review Step 3: Submit

• Update fields, if 

required.  

 

Click 

 
to go back to 

previous page. 

 

Click  

 
to save the form as 

draft. 

Note: 

Success message with 

Case ID will be 

displayed upon saving 

form as draft. Case ID 

of the draft is different 

from Case ID of the 

submitted form. 

Click  

 
to proceed to the 

next page.  
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Step 1: Fill in the application Step 2: Review Step 3: Submit

• Fill in all the fields.  

 

Click 

 
to go back to the 

previous page. 

 

Click  

 
to save the form as 

draft. 

Note: 

Success message with 

Case ID will be 

displayed upon saving 

form as draft. Case ID 

of the draft is different 

from Case ID of the 

submitted form. 

Click  

 
to review the form. 
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Step 1: Fill in the application Step 2: Review Step 3: Submit

Step 1: Fill in the application Step 2: Review Step 3: Submit

Click  

 
to submit the form. 

 

Click  

 
to go back to edit 

mode. 

Click  

 
to submit the form. 

 

Click  

 
to cancel the 

submission. 

Success message 

with Case ID will be 

displayed. 

Applicant will be 

navigated to 

Application Listing 

page. 

Note: 

Case ID of the draft is 

different from Case ID 

of the submitted form. 
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17. Preview Application to MOF 

Click  

 
to view the form. 

 

Click  

 
to go back to 

Application Listing 

page. 
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18. Withdraw Application to MOF 

Click  

 
to withdraw 

Application to MOF 

submission. 

 

Click  

 
to withdraw 

Application to MOF 

submission. 

 

Click  

 
to cancel the 

withdrawal. 
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Application to MOF 

status is now 

updated to: 

 

Success message 

will be displayed. 

 



 
 
[WHT]User Guide to Access One Maritime Portal (OMP) 

 

56 
 

 

 

 

Application to MOF 

with status:  

 
indicates that 

Application to MOF 

form is routed back 

to applicant and 

needed further 

action from 

applicant.  

 

Click  

 
to view the 

submitted Change 

Request. 

 

 

 

19. Action Required for Application to MOF 
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Comment icon 

 
indicates comment 

from MPA officer. 

 

Comment icon 

 
indicates that there 

is no comment from 

officer. 

Note: 

Comment icon is 

available for each 

section. 
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• Click on 

 
to view the 

comment from 

officer. 

 

Enter reply in the 

textbox provided. 

 

Click  

 
to save the reply. 

 

• Check on all the 

comments and 

update the 

Application to MOF 

form accordingly. 

 

• Submit the form 

after updating it. 

 

Application to MOF 

status is now 

updated to:  

 
 


