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Section A: Accessing the System
1.

Click on the “Permissions and Manpower Declaration” button (shown in the ORANGE BOX) from the main
page at https://covid.gobusiness.gov.sg.

2.

Click on the “Login with CorpPass” button.

3.

Log in with your CorpPass credentials.

Note: Do not click on the “Cancel” button. If you do, you will be routed to the GoBusiness Licensing portal. You
will then have to re-access the “Manpower Declaration” from the main page https://covid.gobusiness.gov.sg
again.

4.

You will be prompted to enter a One-Time Password (OTP), which will be sent to your mobile via SMS.

Section B: Submission Of Manpower Details
(I) Submission of Manpower Declaration for businesses in the permitted list of services
1.

You will reach the main page.
a.
b.

Step 1: Take note of the number of employees/workers under your employment (i.e. Z in the BROWN
BOX.
Step 2: Make sure that you are under the “General/Resumption” tab, as shown in the BLUE BOX. If
there are any conditions imposed on your Business Resumption/General Exemption, it will be shown
in the PINK BOX.

2.

Further below, you will see the status of your General Exemption/Business Resumption, as shown in the
BLUE BOX.
If your “General/Resumption” status is shown as “Permitted”:
a. Step 1: Fill in a valid email address in the ORANGE BOX and save it by clicking on the tick, as shown in
the BROWN BOX.
b. Step 2: Click on the “Submit/Resubmit Manpower” button in the PINK BOX to declare your manpower
details. If this is the first time that you are declaring your manpower details, you will only see the
“Submit/Resubmit Manpower” button after you have saved your email address.

Note:
(i) If you have declared your manpower details previously and need to make changes, you will need to
click on the “Submit/Resubmit Manpower” button again to resubmit your manpower details.
(ii) If you have not submitted any manpower and wish to declare 0 manpower working on-site, you will
need to click on the “Declare 0” button to submit your declaration.
(iii) You are allowed to resubmit your manpower declaration up to a maximum of 5 times a day. Each new
submission will override all previous submissions.

3.

Upon clicking on the “Submit/Resubmit Manpower” button, you will see a pop-up box as below.
a.
b.
c.

Step 1: Please fill in the total number of manpower working on-site (i.e. no longer working from
home full-time) in the ORANGE BOX.
Step 2: Indicate the maximum number of workers on site at any given time (after taking into account
shift work/split team arrangements/part-time) in the BLUE BOX.
Step 3: Take note of the points under “Declaration”, and proceed to click on the “Submit” button in
the PINK BOX.

4.

The pop-up box will close, and you will return to the main page.
a.

b.
c.
d.

You will see an acknowledgement of your declaration, with records of your (i) transaction ID; (ii)
transaction date and time; (iii) the number of manpower working on-site; and (iv) the maximum
number of employees at any given time, as shown in the ORANGE BOX.
You will also see the total number of manpower you have submitted in your latest submission
reflected in the “No. of manpower on-site” column, as shown in the BLUE BOX.
Please note that you are only allowed to deploy your manpower on-site from the date reflected in
BROWN BOX.
If you have declared your manpower details previously, you may click on the “View Submission
History” button, as shown in the PINK BOX, to see your previous submissions.

5.

You will receive an email acknowledgement (similar to the sample below) to acknowledge your
manpower declaration. This acknowledgement will be sent to the email address that you had provided.
You will not receive any additional notification of your manpower declaration.

(II) Submission of Manpower Details for approved General Exemptions
1.

At the main page:
a. Step 1: Take note of your allocated number of manpower (i.e. X and Y in the BROWN BOX below). If Y
is a negative number, reset your manpower by following the steps in section C.
b. Step 2: Make sure that you are under the “General/Resumption” tab, as shown in the BLUE BOX. If
there are any conditions imposed on your Business Resumption/General Exemption, it will be shown
in the PINK BOX.

2. Further below, you will see the status of your General Exemption/Business Resumption, as shown in the
BLUE BOX.
If your “General/Resumption” status is shown as “Approved”:
a. Step 1: Fill in a valid email address in the ORANGE BOX and save it by clicking on the tick, as shown
in the BROWN BOX.
b. Step 2: Click on the “Submit/Resubmit Manpower” button in the PINK BOX to declare your
manpower details. If this is the first time that you are declaring your manpower details, you will only
see the “Submit/Resubmit Manpower” button after you have saved your email address.

Note:
(i) If you have declared your manpower details previously and need to make changes, you will need to
click on the “Submit/Resubmit Manpower” button again to resubmit your manpower details.
(ii) If you have not submitted any manpower and wish to declare 0 manpower working on-site, you will
need to click on the “Declare 0” button to submit your declaration.
(iii) You are allowed to resubmit your manpower declaration up to a maximum of 5 times a day. Each new
submission will override all previous submissions.

3. Upon clicking on the “Submit/Resubmit Manpower” button, you will see a pop-up box as below.
a. Step 1: Please fill in the total number of manpower working on-site (i.e. no longer working from home
full-time) in the ORANGE BOX.
b. Step 2: Indicate the maximum number of workers on site at any given time (after taking into account
shift work/split team arrangements/part-time) in the BLUE BOX.
c. Step 3: Take note of the points under “Declaration”, and proceed to click on the “Submit” button in
the PINK BOX.

4. The pop-up box will close and you will return to the main page.
a.

b.
c.
d.

You will see an acknowledgement of your declaration, with records of your (i) transaction ID; (ii)
transaction date and time; (iii) the number of manpower working on-site; and (iv) the maximum
number of employees at any given time, as shown in the ORANGE BOX.
You will also see the total number of manpower you have submitted in your latest submission
reflected in the “No. of manpower on-site” column, as shown in the BLUE BOX.
Please note that you are only allowed to deploy your manpower on-site from the date reflected in
BROWN BOX.
If you have declared your manpower details previously, you may click on the “View Submission
History” button, as shown in the PINK BOX, to see your previous submissions.

Approved

Approved

5. You will receive an email acknowledgement (similar to the sample below) to acknowledge your manpower
declaration. This acknowledgement will be sent to the email address that you had provided. You will not
receive any additional notification of your manpower declaration.

(III) Submission of Manpower Details for businesses in the Marine & Offshore and Process sectors
1.

At the main page:
a. Step 1: Take note of your allocated number of manpower (i.e. X and Y in the BROWN BOX below). If Y
is a negative number, reset your manpower by following the steps in section C.
b. Step 2: Make sure that you are under the “General/Resumption” tab, as shown in the BLUE BOX. If
there are any conditions imposed on your Business Resumption/General Exemption, it will be shown
in the PINK BOX.

2. Further below, you will see the status of your General Exemption/Business Resumption, as shown in the
BLUE BOX.
If your “General/Resumption” status is shown as “Approved”:
a. Step 1: Fill in a valid email address in the ORANGE BOX and save it by clicking on the tick, shown in
the BROWN BOX.
b. Step 2: Click on the “Submit/Resubmit Manpower” button in the PINK BOX to declare your
manpower details. If this is the first time that you are declaring your manpower details, you will only
see the “Submit/Resubmit Manpower” button after you have saved your email address.

Note:
(i) If you have declared your manpower details previously and need to make changes, you will need to
click on the “Submit/Resubmit Manpower” button again to resubmit your manpower details.
(ii) If you have not submitted any manpower and wish to declare 0 manpower working on-site, you will
need to click on the “Declare 0” button to submit your declaration.
(iii) You are allowed to resubmit your manpower declaration up to a maximum of 5 times a day. Each new
submission will override all previous submissions.
(iv) If you are a Marine Shipyard/Process Company or have an SRS account with SWAB EDB but do not
see the “Submit Manpower” button, kindly contact COVID_GoBusiness@mti.gov.sg.

3.

Upon clicking on the “Submit/Resubmit Details” button, you will see a pop-up box as below. Read the
instructions carefully. Indicate whether your employees/workers are working on-site or from home, as
shown in the BROWN BOX.

▪

If your employees/workers are working on-site:
a. Indicate whether your premises is a production site, as shown in the PINK BOX.
b. Key in the address of the specific work premises in the BLUE BOX. Please note that the address
data fields will be greyed out until after you select whether your premises is a production site.
c. You can key in the address of the specific work premises by:
i.
Indicating the postal code and clicking on the “Retrieve Address” button.
ii.
The fields for “Block/House No.”, “Street Name” and “Building Name” will either be autopopulated or made available via a dropdown selection.
iii.
Key in the appropriate “Floor No.” and “Unit”.

▪

If your employees/workers are working from home, you will not be required to provide the address
of the work premises.

4.

Further below as you scroll down:
a. Step 1: Key in your manpower details (i.e. NRIC/FIN numbers only) in the ORANGE BOX. You can copyand-paste the required details into the space provided. Please note that you are only allowed to key
in details up to the allocated number of manpower shown in the BROWN BOX in each submission.
Please note that your employees/workers working from home will not count towards the allocated
manpower assigned to your company.
b. Step 2: Indicate the maximum number of workers on site at any given time (after taking into account
shift work/split team arrangements/part-time), as shown in the PURPLE BOX. This number cannot
exceed the number of manpower details entered in Step 1.
c. Step 3: If you have multiple work premises, you will need to submit the details of all your
employees/workers working on-site/from home at each of the different work premises. You can do
so by clicking on the “Add Premises” button, as shown in the PINK BOX. You will not be able to add
premises with the same premises address.
d. Step 4. After you have finished keying in your manpower details, take note of the points under
“Declaration”, and proceed to click on the “Submit” button in the BLUE BOX.

5. The pop-up box will close and you will return to the main page.
a. You will see an acknowledgement of your submission, with records of your (i) transaction ID, (ii)
transaction date and time, and (iii) a number count of the total premises submitted, as shown in the
ORANGE BOX.
b. You will also see the number of NRIC/FIN records that you have submitted in your latest submission
reflected in the “No. of manpower on-site” column, as shown in the BLUE BOX.

c.

If you have submitted your manpower details previously, you may click on the “View Submission
History” button, as shown in the BROWN BOX (in above screenshot), to see your previous
submissions or breakdown of your submission on a premises level (similar to the sample below).

6.

You will receive an email acknowledgement (similar to the sample below), which will be sent to the email
address that you had provided.

Section C: Resetting Your Manpower Details
1.

If you would like to reset your declared manpower details to zero for a particular General
Exemption/Business Resumption, please click on the corresponding “Reset to 0” button for that
application. This is shown in the BROWN BOX.
Please note that this will count towards your submission quota of 5 times a day for each
Exemption/Resumption.

2. You will see a pop-up box asking for your confirmation to remove manpower details for that particular
Exemption/Resumption application. Please ensure that the details are accurate and proceed to click
on the “Proceed” button in the BROWN BOX.

3. You will see an acknowledgement of your submission, with records of your (i) transaction ID, (ii)
transaction date and time, and (iii) that you have reset your manpower details, as shown in the ORANGE
BOX.
Please note that each new submission will override all previous submissions for the particular General
Exemption/Business Resumption. Your latest transaction will be reflected accordingly.

4. You will also receive an email acknowledgement (similar to the sample below) to confirm that you have
reset your manpower details, which will be sent to the email address that you had provided.

5. You can now resubmit your manpower details by following the steps in section B.

-- End --

