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1 OVERVIEW 
 
This user guide provides step by step instructions to guide facility users through the various 
functions in HALP.  

 

1.1 Facility User Roles 
 

Role Description 

Master Admin 
(MA) 

• Manage the list of Facility Administrator, Alternate Administrator 
and Facility Officer for all facilities registered under the Company. 

• Assign roles and facilities to authorised users under the company 
(UEN). 
 

Note:  
The first user of the Company to access HALP will automatically be 
assigned the role of the Master Admin and Facility Administrator. The 
role of the Master Admin can be reassigned to a different user.  
 
A Master Admin-Facility Administrator that has no valid Facility 
Assignment, will not be able to view any facility records despite 
having the rights to take on the Facility Administrator role. The rights 
of the Facility Administrator can only be exercised when there is a 
valid Facility Assignment. 

Facility 
Administrator 
(FA) 

• Register a new facility and perform the full range of submissions 
in the system for the facility. 

Alternate 
Administrator 
(AA) 

• Perform the duties of the Facility Administrator when he/she is 
not available. 

Facility Officer 
(FO) 

• Perform selected submissions for the facility. 

 
 

The table below lists the various HALP functions and the corresponding access to these 
functions based on the user roles. 
 
 

Function User Role 

Logging Into HALP • Master Admin 

• Facility Administrator 

• Alternate Administrator 

• Facility Officer 

Manage User Accounts • Master Admin (Create, edit, view accounts of all authorised 
users under the same UEN) 

• Facility Administrator (View, edit own user account) 

• Alternate Administrator (View, edit own user account) 

• Facility Officer (View, edit own user account) 
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Function User Role 

Dashboard (Internet 
Inbox) 

• Facility Administrator 

• Alternate Administrator 

• Facility Officer 

Apply for New Facility 
Registration 

• Facility Administrator 

• Alternate Administrator 

Apply for New Approval  
 

• Facility Administrator 

• Alternate Administrator 

Apply for Renewal (of 
Facility Registration) 

• Facility Administrator 

• Alternate Administrator 

Apply for Deferment of 
Renewal  

• Facility Administrator 

• Alternate Administrator 

Request for Change 
(RFC) 

• Facility Administrator 

• Alternate Administrator 

Request for 
Information (RFI) 

• Facility Administrator 

• Alternate Administrator 

• Facility Officer 

Withdrawal (of 
application/submission) 

• Facility Administrator 

• Alternate Administrator 

• Facility Officer 

Apply for Facility 
Deregistration 

• Facility Administrator 

• Alternate Administrator 

Apply for Cancellation 
of Approval 

• Facility Administrator 

• Alternate Administrator 

Inspection • Facility Administrator 

• Alternate Administrator 

Certification • Facility Administrator 

• Alternate Administrator 

Audit • Facility Administrator 

• Alternate Administrator 

Incident Reporting 
(Reportable Event) 

• Facility Administrator 

• Alternate Administrator 

• Facility Officer 

Inventory Related 
Notification 

• Facility Administrator 

• Alternate Administrator 

• Facility Officer 

Facility Data 
Submission 

• Facility Administrator 

• Alternate Administrator 

• Facility Officer 
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2 LOGGING INTO HALP 

2.1 Log in as a Facility user 
 

1. Navigate to the HALP website: 
https://halp.moh.gov.sg/main-web/eservice/INTERNET/FE_Landing.  

 
2. Select Biosafety Module (Login as Facility User) and click LOGIN WITH SINGPASS in the 

For Business Users section.  
Note: Users are required to have a valid CorpPass account that is linked to his/her 
Singpass to login to the system. Please contact your company’s CorpPass Administrator 
for matters related to the creation and set-up of your CorpPass account for access to 
HALP. 

  
 

3. You will be directed to the Singpass Login Page. You may login to HALP by scanning the 
QR Code with your Singpass app and proceed to authenticate using your phone. 

 
 

https://halp.moh.gov.sg/main-web/eservice/INTERNET/FE_Landing
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4. Alternatively, you may login to HALP using your Singpass ID and Password. Click Log In 
to proceed. If SMS 2FA is set up, an OTP will be sent to your mobile. Enter the code to 
proceed. 

 
 

5. If you are the first user for the company (based on UEN) to log in to HALP, you will be 
assigned the role of Master Admin for that UEN by default. Complete the Authorised 
Person Particulars Form and click SUBMIT. All other users, proceed to step 6 directly. 
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6. Upon successful login, you will be directed to the Dashboard page below. (Refer to 
Section 4 for more details of Dashboard features). 
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3 MANAGE USER ACCOUNTS 
 

3.1 How to access Manage User Account page  
 

1. From the Dashboard, (refer to section 2 for information on how to log in as a Facility 
user), click your Name. 

 
 
2. From the dropdown menu displayed, click Manage Account. 

 
 

3.1.1 Create User Account (applicable to Master Admin only)  

  
1. Click CREATE to create a new user account. 

 

2. Complete the Create Account form and click SAVE to create the user account. 

Click CLEAR to remove all information entered in the form. Click Back to discard all 

information entered and return to the previous page without creating the new user 

account. 
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Note:  

a. Two Master Admins are allowed for each company (based on UEN).  

b. To assign the Master Admin role to the user, select Yes under Is Master Admin. If 

the user is designated as the Master Admin, the “Facility Admin” role will 

automatically be selected. 

c. The Roles selection will determine the possible roles that the user can be 

assigned to. A single user can have multiple roles (FA, AA, FO) but can only be 

assigned one valid role per facility at a time. Refer to Section 3.1.4 Facility 

Assignment. A Master Admin-Facility Administrator that has no valid Facility 

Assignment, will not be able to view any facility records despite having the rights 

to take on the Facility Administrator role. The rights of the Facility Administrator 

can only be exercised when there is a valid Facility Assignment. 

d. Select “Yes” for Is Active to enable the user to log into the system. When 

selection is “No”, the user will not be able to log in (System will auto select “Yes” 

for new account creation). 

e. The Master Admin shall create accounts for the new users who will be taking on 

the role of Facility Admin, Alternate Admin and Facility Officer prior to the 

application of a New Facility Registration by the Facility Admin or Alternate 

Admin. 
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3.1.2  Edit User Account Information (for Master Admin) 

1. Click Edit under Actions to edit the details of the user.  
Note:  

a. Master Admin can click “Edit“ to view/edit the details of all users of the 
company. 

b. Non-Master Admin users can only view/edit his/her own details (refer to section 
3.1.3 for details). 

 
 

2. Edit as necessary and click SAVE to save the changes to the user’s information. 
Click CLEAR to remove all information in the form. Click Back to discard the changes 

made and return to the previous page without saving. 

Note:  

a. The Master Admin shall deactivate the account of a user promptly, once the user 

no longer requires access to the system to transact on behalf of the company. To 

do this, click No under Is Active and click SAVE. Users with deactivated accounts 

will no longer be able to access to the system. Before deactivating a user’s 

account, please ensure that an “Effective End Date” has been indicated for all 

facility assignments for the user (refer to Section 3.1.4 Facility Assignment for 

details). 

b. To reactivate an inactive user account, click Yes under Is Active and click SAVE.  

c. To remove an existing Master Admin, click No under Is Master Admin and click 

SAVE. At least one active Master Admin shall be identified for the company at all 

times.   
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3.1.3  Edit User Account Information (for users non-Master Admin) 

1. Click Edit under Actions to edit your details.  

 
 

2. Make edits to the fields as necessary and click SAVE to save the changes. 
Click CLEAR to remove the information in all fields. Click Back to discard any changes 
made and return to the previous page without saving. 
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3.1.4 Facility Assignment (applicable to Master Admin only) 

 
1.  Click Assign under Actions to add/edit the facility assignment for a user. 

Note: The Master Admin can create a new facility assignment or edit an existing facility 
assignment for all users under the company (based on UEN). 

 
 
2. Click Add Assignment to create a new facility assignment for the user.
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3. Select the Role, Facility and Effective Start Date and click SAVE.  
Click Back to discard the information and return to the previous page without creating 
the facility assignment.  
Note: 

a. A user’s access to the facility’s information in HALP is determined based on the 
“Role,” “Facility,” “Effective Start Date,” and “Effective End Date”. 

b. Users can only perform transactions in HALP for facilities that they have been 
assigned to while the assignment status is “Valid”.  

c. The assignment status is determined based on the “Effective Start Date,” and 
“Effective End Date”. 

 
 
4. Upon successful assignment, the record will be displayed in the following Facility 

Assignment page. Click Edit to update the assignment details. 
Note:  

a. “Edit” is only available for assignments with “Valid“ status. 
b. The Master Admin shall ensure that the “Effective End Date” is updated promptly 

once a user no longer requires access to the facility’s information. The user’s 
assignment will be “Invalid” after the “Effective End Date” indicated. 

c. Each facility can only have one FA and one AA at a time. To change the FA of an 
existing facility, the Master Admin must first indicate the “Effective End Date” of 
the current assigned FA before the FA role for that facility can be assigned to the 
incoming FA. The “Effective Start Date” for the incoming FA must be after the 
“Effective End Date” of the current assigned FA. This also applies to changes to 
the AA of an existing facility. 

d. The incoming FA, AA will be able to access the facility’s information based on the 
Effective Start Date. The FA, AA shall submit an Update (also known as Request 
for Change) to the Facility’s Information to reflect the changes to the FA, AA 
and/or FO. Refer to MOH HALP Internet - Facility User Guide Part 2.2 Section 
4.1.1 Update facility Information.  

e. If the incoming FA/AA is not an existing user, the Master Admin must first create 
an account for the user (refer to Section 3.1.1 Create User Account) before 
creating the new Assignment. 
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3.1.5 Assignment of Facility upon approval of New Facility application (by system)  

1. When the registration of a New Facility is approved, the assignment details of the FA, 
AA and FO will be automatically updated by the system. 
Note: 

a. The “Effective Start Date” will reflect the date of approval of the New Facility. 
b. Prior to the approval of the New Facility, only the Applicant can access the 

application information and respond to any request for information from MOH. 
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4 DASHBOARD (INTERNET INBOX) 

4.1 Information Panel  
 

1. Click eServices to view the various functions. 

 
 
2. Click Application to access functions related to various application.  

 
 

3. Click Submission to access functions related to Facility Data Submission, Inventory 
Related Notification and Incident Reporting. 

 
 

4. Click Appointment to access functions to View Appointment and Specify Self-Audit 
Date. 
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5. Click New Messages from the information panel to view New Messages. The count of 
New Messages is displayed. 
Note: New messages refer to unread inbox messages. 

 
 

6. Click Application Drafts from the information panel to access saved drafts. The count of 
saved drafts is displayed.  
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7. Click Active Facilities from the information panel to view available facilities with 
“Active” status. The count of Active Facilities is displayed. 

 
 

8. Click Active Approvals from the information panel to view the list of approvals with 
“Active” status. The count of Active Approvals is displayed. 
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4.2 Main Panel 

4.2.1 Inbox tab 

All notifications including notifications related to changes in application status, reminders to 
submit facility renewal, inspection appointment notices, request for information, general 
announcements, etc. will be displayed in this tab. All notifications will remain in the Inbox 
unless they are archived by the user. 

 
1. Click the Subject hyperlink to view the contents of the notification.  

  
 

2. Select one or more checkbox then click ARCHIVE to archive past notifications that are 
no longer required.   
Note: Only read notifications can be archived. 
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3. Click CONFIRM to archive. 

 
 
4. Click ACCESS ARCHIVE to access archived notifications.  

Note: Archived notifications can be moved back into the inbox, if needed (refer to step 5 
below). 

 
 
5. Select the checkbox of the archived notification and click MOVE TO INBOX to move an 

archived notification back to the Inbox. 

 
 
6. Click RETURN TO INBOX to go back to the Inbox. 
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7. System will redirect to the Inbox. 

 
 

4.2.1.1 Inbox Search Filters 

The filters to facilitate the search and retrieval of inbox notifications include Message Type, 
Submission Type, Date (of Notification), Subject keyword search. These filters can be used 
individually or in combination.  
 
1. Select the desired Message Type from the dropdown menu to display only notifications 

corresponding to the selected Message Type. 
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2. Select the desired option from the Submission Type dropdown menu to display only 
notifications corresponding to the selected Submission Type. 

 
 
3. Enter one or more keyword in the search bar and click the Search icon to display 

notifications containing the desired keyword in the Subject field. 
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4. Select the desired date range using the Date From and/or Date To fields to display 
notifications that were received during the selected period. 
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4.2.2 Applications tab 

All applications that have been submitted by the facility administrators/officers, regardless 
of the application status, and any saved draft application, will be displayed in this tab.  

 
1. Click the Application No. hyperlink to view the information related to the record. 

 
 
2. The options under the Actions dropdown list are dependent on the Application Status, 

Application Type and Application Sub-Type. Refer to the relevant section of the User 
Guide for details. 
Note: The Actions dropdown list is disabled for applications that have been “Approved”, 
“Rejected” or “Withdrawn”. 
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4.2.2.1 Application Search Filters  

The filters to facilitate the search and retrieval of draft or submitted applications are 
Application No., Facility Name, Application Type, Application Sub-Type, Application Status, 
Date Saved/Submitted. These filters can be used individually or in combination. 

 
1. Enter the Application No (partial or in full) and click SEARCH to view the corresponding 

application record that match the information. 
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2. Select the desired Application Type and/or Application Sub-type and click SEARCH to 
view the corresponding application records.  
Note: The Application Sub-Type dropdown options is dependent on the Application 
Type selected) 
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3. Enter the Facility Name (partial or in full) and click SEARCH to view the application for 
the indicated facility.  

 
 
 
4. Select the desired Application Status from the dropdown list and click SEARCH to view 

applications with the selected status.  
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5. Select the desired date range using the Date Saved/Submitted From and/or Date 
Saved/Submitted To fields and click SEARCH to view the corresponding applications 
that were saved or submitted during the selected period. 
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4.2.3 Facilities tab 

The list of facilities that the user can access and transact for will be displayed in this tab. 
 

1. Click the Facility Number hyperlink to view the current facility information. 

 
 

2. The options under the Actions dropdown list are dependent on the Facility 
Classification and Facility Status. Refer to the relevant Application and Submission 
sections in the User Guide for details. 
Note: The Actions dropdown list will be disabled if the facility has been “Revoked” or 
“Deregistered”. 
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4.2.3.1 Facility Search Filters 

The filters to facilitate the search and retrieval of Facilities include Facility Name, Facility 
Status, (User) Role. These filters can be used individually or in combination. 

 
1. Enter the desired Facility Name (partial or in full) and click SEARCH to view the record 

of the selected facility.  

 
2. Select the desired Facility Status from the dropdown list and click SEARCH to view the 

list of corresponding facilities with the selected status.  
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3. Select the desired Role from the dropdown list and click SEARCH to view the 
corresponding list of facilities where the user holds the selected role.  

 

4.2.4 Approvals tab 

All approvals (Approval for Facility Activity Type, Approval to Possess, Approval to Large 
Scale Produce, and Special Approval to Handle) for the facilities that the user can access and 
transact for will be displayed in this tab.  
 
1. Click the Approval No. hyperlink to view the information related to the approval.  
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2. The options under the Actions dropdown list are dependent on the Approval Type and 

Approval Status. Refer to the relevant section in the User Guide for details. 
Note: The Actions dropdown list will be disabled if the Approval has been “Revoked” or 
“Cancelled”.  

 
 

4.2.4.1 Approval Search Filter 

The filters to facilitate the search and retrieval of Approval records include Approval No., 
Approval Type, Facility Name, Approval Status, Approval Date, Expiry Date. These filters 
can be used individually or in combination. 
 
1. Enter the Approval No. (partial or in full) and click SEARCH to view the corresponding 

approvals. 
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2. Select the desired option from the Approval Type dropdown list and click SEARCH to 
view the corresponding approvals. 

 
 

3. Enter the Facility Name (partial or in full) and click SEARCH to view the corresponding 
approvals. 
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4. Select the desired Approval Status from the dropdown list and click SEARCH to view the 
corresponding approvals. 

 
 
5. Select the desired date range using the Approval Date From and/or Approval Date To 

fields and click SEARCH to view the corresponding approvals granted during the 
selected period. 
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6. Select the desired date range using the Expiry Date From and/or Expiry Date To fields 

and click SEARCH to view the corresponding approvals that expire during the selected 
period. 
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4.2.5 Certifications/Inspections/Audits tab 

The final report (and supporting documents) for certifications conducted by MOH-AFC and 
inspections/audits conducted by MOH that are captured through the 
certification/inspection/audit functions in HALP will be displayed in this tab.  
 
1. Click the Application No. hyperlink to view the certification/inspection/audit 

information and click DOWNLOAD to download the final report (and supporting 
documents) for the certification/inspection/audit.   
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4.2.5.1 Certifications/Inspections/Audit Search Filter 

The filters to facilitate the search and retrieval of Certifications/Inspections/Audit records 
include Application No., Facility Name, Last Updated Date. These filters can be used 
individually or in combination. 

 
1. Enter the Application No.(partial or in full) and click SEARCH to view the corresponding 

records. 

 
 

2. Enter desired Facility Name (partial or in full) and click SEARCH to view the list of 
records for the facility. 
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3. Select the desired date range using the Last Updated Date From and Last Updated Date 
To fields and click SEARCH to view records that were updated during the selected 
period. 
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4.2.6 Data Submissions tab 

All data submissions including Inventory Related Notifications performed for the facilities 
that the user can access and transact for will be displayed in this tab.  
 

 
 

1. Click the Application No. hyperlink to view the submission. 
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2. The options under the Actions dropdown list are dependent on the Submission Type 
and the Application Status. Refer to the Data Submission section in the User Guide for 
details.  
Note: The Actions dropdown list will be disabled if the submission has been “Approved”, 
“Rejected”, “Expired” or “Withdrawn”. 

 

 

4.2.6.1 Data Submission Search Filter 

The filters to facilitate the search and retrieval of Data Submission records include 
Application No., Application Sub-Type, Facility Name, Application Status, Submission Type, 
Date of Submission. These filters can be used individually or in combination. 

 
1. Enter the Application No.(partial or in full) and click SEARCH to view the corresponding 

submissions.  
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2. Select the desired Application Sub-Type from the dropdown list and click SEARCH to 
view the corresponding submissions.  

 
 

3. Enter the Facility Name (partial or in full) and click SEARCH to view submission records 
for the facility. 
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4. Select the desired Application Status from the dropdown list and click SEARCH to view 
the corresponding submissions. 

 
 

5. Select the desired Submission Type from the dropdown list and click SEARCH to view 
the corresponding submissions. 
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6. Select the desired date range using the Date Submitted From and/or Date Submitted 
To fields and click SEARCH to view the records submitted during the specified period.  
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4.2.7 Reportable Events tab 

All incidents and near misses reported by facility will be displayed in this tab.  

 
 
1. Click the Application No. hyperlink to view the submission. 

 
 
2. The options under the Actions dropdown list are dependent on the Status. Refer to the 

Reportable Events section in the User Guide for details.  
Note: The Actions dropdown list will be disabled if the submission has been “Accepted” 
or “Withdrawn”. 
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4.2.7.1 Reportable Events Search Filter 

The filters to facilitate the search and retrieval of Reportable Events include Application No., 
Facility Name, Category, Status, Incident Type, Name of Biological Agent/Toxin Involved, 
Incident Type, Incident Sub-Type, Date of Occurrence. These filters can be used individually 
or in combination. 

 
1. Enter the Application No. (partial or in full) and click SEARCH to view the corresponding 

records. 

 
 

2. Enter the Facility Name (partial or in full) and click SEARCH to view the corresponding 
records for the facility. 
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3. Select the desired Category from the dropdown list and click SEARCH to view the 
corresponding records. 

 
 

4. Select the desired Status from the dropdown list and click SEARCH to view the 
corresponding records. 
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5. Select the desired Incident Type from the dropdown list and click SEARCH to view the 
corresponding records. 

 
 

6. Enter the Name of Biological Agent/Toxin Involved (partial or in full) and click SEARCH 
to view records related to the biological agent/toxin. 
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7. Select the desired Incident Sub-type from the dropdown list and click SEARCH to view 
the corresponding records. 
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8. Select the desired date range using the Date of Occurrence From and/or Date of 
Occurrence To fields and click SEARCH to display records for the specified period. 

 

 


