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Disclaimer: The screenshots provided in this user guide are for illustrative purposes only. They serve 
as examples to demonstrate the layout and functionality of the user interface in the Healthcare 
Application and Licensing Portal - Biosafety Module. Please note that the values shown in certain 
fields, such as dates, application number, or user-specific information including Facility Name may 
not reflect actual or consistent data, unlike what a user would expect to see in the live system. 
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1. REPORTABLE EVENT 
 
This section describes the steps to submit information related incidents and near misses in 
the following stages:  

a. Stage 1: Submit Incident Notification (as soon as possible after occurrence) 
b. Stage 2: Submit Investigation Report (within 30 days of occurrence) 
c. Stage 3: Submit Follow-up on Investigation Report (if applicable) 

  

1.1. Stage 1: Submit Incident Notification 
 
1. At the Dashboard, hover over eServices, hover over Submission and click Incident 

Reporting. 

 
 

2. System will redirect to the Facilities tab. Select Submit Incident Notification from the 

Actions dropdown for the intended facility. 
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3. System will redirect to New Reportable Event (Incident Notification) page. Click SAVE 

AS DRAFT at any point to save progress. 
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4. Fill in all fields under Incident Details. 

 
 

5. If Yes is selected for “Is there possibility of release of the biological agent or toxin 

outside of the facility?”, enter the Mode of Release and Extent of Release. If No is 

selected, proceed to step 6. 
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6. If Yes is selected for “Did the incident involve any personnel?”, enter the Number of 

personnel involved or affected. If No is selected, proceed to step 11. 

 
 

7. If Yes is selected for “Did the incident involve any personnel?”, provide the relevant 

details for the Personnel Involved. Fill the highlighted fields. 
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8. If Yes is selected for “Was the person involved sent for medical 

consultation/treatment”, provide the relevant Details related to Medical 

Consultation/Treatment. Fill the highlighted fields. 

 
 

9. Click +Add Another Person to add another Personnel Involved section to capture the 

details for each identified person involved in the incident. 

Note: Repeat steps 8 and 9 for each identified person.  
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10. Click X to remove the fields for the additional personnel, if applicable. 

 
 

11. Enter the Description of the immediate emergency response that was taken and the 

Description of the immediate corrective action that was taken. Click UPLOAD to attach 

supporting document, if any. 
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12. Enter Remarks, if applicable. Ensure all mandatory fields have been completed. Mark 

the checkbox for the declaration and click SUBMIT. 

 
 

13. Upon successful submission, an Acknowledgement message will be displayed. Click 

HOME to return to the Dashboard. 
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14. From the Dashboard, click the Reportable Events tab. Verify that the status of the 

submitted incident is Pending MOH.  
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1.2. Stage 2: Submit Investigation Report 
 

The facility shall submit the detailed investigation report within 30 days of the incident 

notification. Notification will be sent to the facility to submit the Investigation Report after 

MOH has acknowledged the submission of the Incident Notification.   

 

1. The facility receives a notification to Submit Investigation Report with Message Type: 
Action Required. From the Inbox, click the Subject hyperlink. 

 
 

2. The message content will be displayed. Click the here hyperlink to submit the 

investigation report. 
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Alternatively, click the Reportable Events tab, select Submit Investigation Report from the 

Actions dropdown for the task with status Pending Investigation Report. 
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3. System will redirect to New Reportable Event page. Click the Investigation Report tab. 

Click SAVE AS DRAFT at any point to save progress. 
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4. Fill in the highlighted fields under Incident Investigation Details. Enter Additional 

Details Related to the Incident that was not provided in the notification, if applicable. 

Select the checkbox(es) to indicate all identified Cause of the Incident (including 

Probable Cause).  
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5. For each selected checkbox, enter the Details Related to the Identified/Probable Cause 

and the Corrective and/or Preventive Measures (taken by the facility) to Address the 

Identified/Probable Cause. Select whether the Implementation of the Corrective 

and/or Preventive Measures is Completed. If implementation is completed, provide the 

Date of Completion of Corrective Action, if implementation is not yet completed, 

provide the target Date for Completion of Corrective Action. 
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6. Fill in the highlighted fields under the Medical Investigation Updates section, if section 

is displayed. 

Note: Medical Investigation Updates is applicable if the need for medical follow-up of the 

personnel involved was indicated during Incident Notification.  

 
 

7. Click +Add Another Person to add another Personnel Involved section, if applicable and 

proceed to step 8. Otherwise, proceed to step 9.  

Note: This function is used to include details of any additional personnel involved 

identified after the incident notification has been submitted.   
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8. Fill in the mandatory fields for the personnel involved or click X to remove the fields for 

the additional personnel, if applicable. 

 
 

9. Fill in the mandatory fields under the Investigation Team section. Click +Add Another 

Investigator for each investigator in the team. Enter the Name of the Investigator and 

his/her designation, e.g. Zhang Ee San (Biosafety Coordinator). 

 
 

10. Click DELETE to remove the added field, if applicable. 
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11. Click UPLOAD to attach supporting documents, if applicable. Enter Remarks, if 

applicable. Ensure all mandatory fields have been completed. Mark the checkbox for the 

declaration and click SUBMIT. 

 
 

12. Upon successful submission, an Acknowledgement message will be displayed. Click 

HOME to return to the Dashboard. 
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13. From the Dashboard, click the Reportable Events tab. Verify that the status is Pending 

MOH. 
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1.3. Stage 3: Submit Follow-up on Investigation Report 
 

There are two types of follow-up after the submission of the investigation report, namely, 

the follow-up on the implementation of corrective and/or preventive measures that have 

yet to be completed, and medical follow-up of personnel involved. The data fields related to 

each type of follow-up will only be displayed, where applicable.  

 

1. The facility receives a notification to Submit Investigation Follow -up with Message 
Type: Action Required. From the Inbox, click the Subject hyperlink. 

 
 
2. The message content will be displayed. Click the here hyperlink to submit the follow-up 

information. 
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Alternatively, click the Reportable Events tab, select Submit Investigation Follow-up from 

the Actions dropdown for the task with status Pending Investigation Follow-Up Submission. 
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3. System will redirect to New Reportable Event page. Click the Investigation Follow-Up 

tab. Click SAVE AS DRAFT at any point to save progress. 
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4. Fill in the highlighted fields under Corrective/Preventive Action Follow-Up section, if 

applicable. 

 
 

5. Fill in the highlighted fields under Medical Follow-Up section, if applicable.  
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6. Click +Add Another Person to add another Personnel Involved section, if applicable. 

Refer to MOH HALP Internet - Facility User Guide Part 3 Section 4.2 step 8 for details. 

Note: This function is used to include details of any additional personnel involved 

identified after the investigation report has been submitted. 

 
 

7. Mark the checkbox for Request extension of due date and enter the Reason for 

extension including the target completion date, if additional time is required to 

complete the follow-up.  

 
 

8. Click UPLOAD to attach supporting document, if applicable. Enter Remarks, if applicable. 

Ensure all mandatory fields have been completed. Mark the checkbox for the 

declaration and click SUBMIT. 
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9. Upon successful submission, an Acknowledgement message will be displayed. Click 

HOME to return to the Dashboard. 

 
 

10. From the Dashboard, click the Reportable Events tab. Verify that the status is Pending 

MOH. 
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2. INVENTORY NOTIFICATION 
 

This section describes the steps to submit various types of inventory notifications.  
 

1. At the Dashboard, hover over eServices, hover over Submission and click Inventory 
Related Notification.  

 
 
2. System will redirect to the Facilities tab. Select Inventory Notification from the Actions 

dropdown for the intended facility. 
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3. The system will redirect to the Inventory Related Notification page. From here onwards, 
the steps may differ depending on the the type of notification selected. Refer to the 
relevant section for the steps to submit the specific inventory notification: 

a. Request for Transfer 
b. Notification of Transfer 
c. Acknowledgement of Receipt of Transfer (from Facility Registered with Biosafety 

in HALP) 
d. Notification of Failure to Receive 
e. Notification of Export 
f. Notification of Receipt (from Facility Not Registered with Biosafety in HALP) 
g. Notification of Consumption of Fifth Schedule Toxin 
h. Notification of Complete Destruction and/or Disposal of Stock Inventory 
i. Notification of Inventory Adjustment 
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2.1. Request for Transfer 
 
The Request for Transfer is submitted by the receiving facility (transferee) to request for 
transfer of biological agents or toxins from the transferring facility (transferor). 

To submit a Request for Transfer, the receiving facility must have valid Approval to Possess 
the biological agent or toxin, and the status of the facility must be “Active”. The transferring 
facility must be registered with Biosafety in HALP (as a Certified Facility, Uncertified Facility or 
a Biomanufacturing Facility) and its status must be “Active” or “Suspended (conditional 
inventory movement)”.   

 

1. Select Request for Transfer and click NEXT.  
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2. The system will redirect to the Company Information page. Verify that the information 
displayed is correct. Click START SUBMISSION to proceed. 
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3. The system will redirect to the Notification Details page. Click SAVE AS DRAFT at any 

point to save progress. 
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4. Select the Schedule. 
Note: Values displayed will vary depending on the Approval to Possess granted to the 
facility.  

 
 
5. Select the Name of Biological Agent/Toxin.  

Note: Values displayed will vary depending on the Schedule selection and the Approval to 
Possess granted to the facility.  

 
 
6. Enter the Facility Name of the Transferring Facility.  

  
  

7. Enter Remarks, if applicable.  

 
 

8. Click Upload to attach supporting document, if applicable.  
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9. Click NEXT to proceed. Click SAVE AS DRAFT to save progress.

 
 

10. The system will redirect to the Preview and Submit page. Click Notification Details to 
expand the section and verify the information. Click Edit to return to the notification 
form to make changes, if applicable.  
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11. Mark the checkbox for each declaration. 

 
 
12. Click SUBMIT.  

 
 
13. Upon successful submission, an Acknowledgement message will be displayed. A 

Submission Number is generated to track the submission. Click HOME to return to the 
Dashboard. 
Note: A single-use Request Code will be sent to the transferring facility and the receiving 
facility copied. 
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14. From the Dashboard, click the Data Submissions tab. Verify that the application status is 
Submitted.  
Note: The status of the Request for Transfer will change to “Responded” once the 
transferring facility has submitted the Notification of Transfer using the Request Code. 
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2.2. Notification of Transfer 
 

Notification of Transfer is mandatory for transfers involving a First or Second Schedule 
biological agent or Fifth Schedule toxin. Transfers can take place between two facilities that 
are registered with Biosafety in HALP, or from a facility that is not registered with Biosafety 
in HALP to a facility that is registered with Biosafety in HALP. MOH HALP Internet - Facility 
User Guide Part 3 Sections 5.1 to 5.4 are applicable to the former; MOH HALP Internet - 
Facility User Guide Part 3 Sections 5.5 and 5.4 are applicable to the latter. 
 
The Notification of Transfer is submitted by the transferring facility (transferor) in response 
to the request for transfer of biological agents or toxins from the receiving facility 
(transferee). 

 
To submit the Notification of Transfer, the following conditions must be met:  

a. The transferring facility has received a valid Request Code; 
b. The status of the transferring facility is “Active” or “Suspended (conditional 

inventory movement)” 
c. The status of the receiving facility is “Active”. 

Note: The single-use Request Code is valid for 30 days from issuance. The code will be 
invalidated after 30 days or if the receiving facility Withdraws the Request for Transfer. 

 
1. Select Notification of Transfer and click NEXT.  
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2. The system will redirect to the Company Information page. Verify that the information 
displayed is correct. Click START SUBMISSION to proceed. 
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3. The system will redirect to the Notification Details page. Click SAVE AS DRAFT at any 
point to save progress. 
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4. Enter the Request Code.  
Note: System will populate applicable fields based on the Request Code.  

 
  
 Steps 5 and 6 are only applicable to the transfer of biological agents 
 

5. Select the Type of Transfer.  
Note: Complete transfer indicates that the transferring facility is transferring all existing 
inventory of the biological agent to the receiving facility and will have no physical 
possession of the biological agent after the transfer is performed.  

 
 
6. Enter the Quantity of Biological Agents Transferred. 

 
 
Steps 7 and 8 are only applicable to the transfer of toxins 
 
7. Enter the Quantity of Toxins Transferred. 

 
 
8. Enter the Unit of Measurement. 
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9. Select the Date of Transfer. 

 
 

10. Select the Expected Time of Arrival at the Receiving Facility (HH:MM).  

 
 
11. Enter the Name of the Courier Service Provider.  

 
 
12. Enter Remarks, if applicable.  
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13. Click Upload to attach supporting documents, if applicable.  

 
 
14. Click NEXT to proceed. Click SAVE AS DRAFT to save progress. 
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15. The system will redirect to the Preview and Submit page. Click Notification Details to 
expand the section and verify the information. Click Edit to return to the notification 
form to make changes, if applicable.  
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16. Mark the checkbox for each declaration. 
Note: Declarations displayed may differ depending on the Type of Transfer selected.  

 
 

17. Click SUBMIT.  

 
  

 Step 18 is only applicable if the facility has indicated that all physical inventory of the 
biological agent/toxin is transferred. 

 
18. Upon successful submission, system will display a prompt. Click Yes to proceed to cancel 

the approval to possess the biological agent or toxin. Refer to MOH HALP Internet - 
Facility User Guide Part 2.2 Section 7 for more information. 
Note: If No is selected, proceed to step 19 
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19. Upon successful submission, an Acknowledgement message will be displayed. A 
Submission Number is generated to track the submission. Click HOME to return to the 
Dashboard. 
Note: The Transfer Code will be sent to the receiving facility and the transferring facility 
copied. 

  
 

20. From the Dashboard, click the Data Submissions tab. Verify that the application status is 
Pending Receipt. 
Note: The status of the Notification of Transfer will change to “Acknowledged” once the 
receiving facility has submitted the Acknowledgement of Receipt of Transfer.  
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2.3. Acknowledgement of Receipt of Transfer (from Facility Registered with 
Biosafety in HALP) 

 
The Acknowledgement of Receipt of Transfer (from Facility Registered with Biosafety in HALP) 
is submitted by the receiving facility (transferee) to confirm the receipt of the transferred 
materials. 

To submit the Acknowledgement of Receipt of Transfer, the receiving facility must have a 
valid Transfer Code and the status of the receiving facility must be “Active”. 
Note: The single-use Transfer Code will be invalidated if the transferring facility Withdraws 
the Notification of Transfer. 

 
1. Select Acknowledgement of Receipt of Transfer (from Facility Registered with 

Biosafety in HALP)  and click Next. 
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2. The system will redirect to the Company Information page. Verify that the information 
displayed is correct. Click START SUBMISSION to proceed. 
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3. The system will redirect to the Notification Details page. Click SAVE AS DRAFT at any 
point to save progress. 
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4. Enter the Transfer Code.  
Note: System will populate applicable fields based on the Transfer Code. Auto-populated 
fields displayed will vary depending on whether the transfer involved biological agents or 
toxins.  

 
 
5. Select Yes or No to indicate whether the items received match the items transferred? If 

Yes, proceed to step 11 directly. 
Note: “Yes” shall be selected only if all the information pre-populated upon indication of 
the Transfer Code i.e. “Schedule”, “Name of Biological Agent/Toxin”, “Quantity of 
Biological Agent transferred”, ”Quantity of Toxin Transferred” and “Unit of 
Measurement”, where applicable, accurately reflects contents of the items received.  

 
 
6. If No was selected, select the Schedule of the item received.  

Note: Values displayed will vary depending on the Approval to Possess granted to the 
facility. 

 
 
7. Select the Name of Biological Agent/Toxin of the received. 

Note: Values displayed will vary depending on the Schedule selection and the Approval to 
Possess granted to the facility. 

 
 
 
 

xx 
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Step 8 is only applicable if a biological agent was received 
 

8. Enter the Quantity of Biological Agent Received.  

 
 
 Steps 9 and 10 are only applicable if a toxin was received 
 

9. Enter the Quantity of Toxin Received. 

 
 
10. Select the Unit of Measurement. 

Note: Only applicable to Toxin. 

 
 

11. Select the Actual Time of Receipt (HH:MM).  
Note: Actual Date of Receipt will reflect the current date and cannot be edited. Facilities 
shall submit the acknowledgement of receipt promptly to ensure the accuracy of the 
information captured.    
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12. Enter Remarks, if applicable.  
Note: If the notification could not be submitted on the actual date of receipt, indicate the 
reason and the actual date of receipt under Remarks. Any relevant information/details 
related to the mismatch in transferred items should also be indicated under Remarks.  

 
 
13. Click Upload to attach supporting documents, if applicable. 

 
 
14. Click NEXT to proceed. Click SAVE AS DRAFT to save progress. 
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15. The system will redirect to the Preview and Submit page. Click Notification Details to 
expand the section and verify the information. Click Edit to return to the notification 
form to make changes, if applicable. 

 
 

16. Mark the checkbox for the declaration. 
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17. Click SUBMIT. 

 
  

 Step 18 is only applicable if discrepancies in the items transferred and items received was 
indicated i.e. No was selected in Step 5. 

  
18. Upon successful submission, system will display a prompt. Click Yes to proceed to submit 

an Incident Notification for the discrepancy. Refer to MOH HALP Internet - Facility User 
Guide Part 3 Section 4 for more information.  
Note: If No is selected, proceed to step 19. 

 
 

19. Upon successful submission, an Acknowledgement message will be displayed. A 
Submission Number is generated to track the submission. Click HOME to return to the 
Dashboard. 
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20. From the Dashboard, click the Data Submissions tab. Verify that the application status is 
Submitted. 
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2.4. Notification of Failure to Receive 
 
The Notification of Failure to Receive is submitted when the receiving facility fails to receive 
the delivery of the biological agent or toxin within 24 hours of the expected arrival time.  

 
1. Select Notification of Failure to Receive and click NEXT.  
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2. The system will redirect to the Company Information page. Verify that the information 
displayed is correct. Click START SUBMISSION to proceed.  

 
  



Page | 55 
 

3. The system will redirect to the Notification Details page. Click SAVE AS DRAFT at any 
point to save progress. 

 
 
4. Select Yes or No to indicate whether the transferring facility is registered with 

Biosafety in HALP.  
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 Step 5 is only applicable if the transferring facility is registered with Biosafety in HALP  
 

5. Enter the Transfer Code generated following the Notification of Transfer then proceed 
to step 13. 
Note: System will populate applicable fields based on the Transfer Code.  

 
 
Steps 6 to 12 are only applicable if the transferring facility is not registered with Biosafety in 
HALP 
 
6. Select the Schedule.  

Note: Values displayed will vary depending on the Approval to Possess granted to the 
facility. 

 
 

7. Select the Name of Biological Agent/Toxin. 
Note: Values displayed will vary depending on the Schedule selection and the Approval to 
Possess granted to the facility. 

 
 
8. Enter the Quantity of Biological Agent Transferred.  

Note: Only applicable for transfer of biological agent. 

 
 
9. Enter the Quantity of Toxin Transferred. 

Note: Only applicable for transfer of toxin. 

 
 

10. Select the Unit of Measurement. 
Note: Only applicable for transfer of toxin. 
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11. Enter the name of the facility that sent the item.  

 
 
12. Enter the address of the facility that sent the item.  

 
 
13. Select the Expected Date of Arrival.  

 
 

14. Enter the Expected Time of Arrival (HH:MM).  

 
 

15. Select Yes or No to indicate if the Item has not been received (more than 24 hours after 
the expected time of arrival). 
Note: The notification of failure to receive can be submitted before 24 hours of the 
expected arrival time if the receiving facility has reason to believe the item is lost in 
transit. 
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16. Enter Remarks, if applicable.  

 
 
17. Click Upload to attach supporting documents, if applicable. 

 
 
18. Click NEXT to proceed. Click SAVE AS DRAFT to save progress.  
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19. The system will redirect to the Preview and Submit page. Click Notification Details to 
expand the section and verify the information. Click Edit to return to the notification 
form to make changes, if applicable.  

 
 

20. Mark the checkbox for the declaration. 

 
 
21. Click SUBMIT.  
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22. Upon successful submission, system will display a prompt. Click Yes to proceed to submit 
the Incident Notification to report the failure to receive the materials. Refer to MOH 
HALP Internet - Facility User Guide Part 3 Section 4 for more information. 
Note: If No is selected, proceed to step 23.  

 
 

23. An Acknowledgement message will be displayed. Click HOME to return to the 
Dashboard. 
Note: The facility shall submit an incident notification to report the failure to receive as 
soon as possible. Refer to MOH HALP Internet - Facility User Guide Part 3 Section 4 for 
more information.  
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24. From the Dashboard, click the Data Submissions tab. Verify that the application status is 
Submitted. 
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2.5. Notification of Receipt (from Facility Not Registered with Biosafety in 
HALP) 

 
The Notification of Receipt (from Facility Not Registered with Biosafety in HALP) is submitted 
by the receiving facility upon receipt of biological agents or toxins from a facility that is not 
registered in HALP. 
  
To submit the notification, the receiving facility must have a valid approval to possess the 
biological agent or toxin and the status of the facility must be “Active”.  
 
1. Select Notification of Receipt (from Facility Not Registered with Biosafety in HALP)   

and click NEXT. 
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2. The system will redirect to the Company Information page. Verify that the information 
displayed is correct. Click START SUBMISSION to proceed. 
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3. The system will redirect to the Notification Details page. Click SAVE AS DRAFT at any 
point to save progress. 
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4. Select the Schedule. 

Note: Values displayed will vary depending on the Approval to Possess granted to the 
facility. 

 
 

5. Select the Name of Biological Agent/Toxin.  
Note: Values displayed will vary depending on the Schedule selection and the Approval to 
Possess granted to the facility. 

 
 
Steps 6 and 7 are only applicable to the receipt of toxin 
 
6. Enter the Quantity Received. 

 
 

7. Select the Unit of Measurement. 
Note: System will auto-calculate and display the Updated Quantity in Inventory for 
reference.  
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8. Select the Mode of Procurement.  

 
 

9. Enter the Name of Source Facility.  

 
 
10. Enter the Address of Source Facility.  

 
 
11. Enter the name of the Contact Person of Source Facility.  

 
 
12. Enter the Email of Source Contact Person.  

 
 
13. Enter the Telephone No of Source Contact Person. 

Note: If Mode of Procurement is Receipt from local unregistered facility, the Contact No. 
must be a valid mobile contact number starting with 8 or 9.  

 
 

14. Enter the Name of the Courier Service Provider.  

 
 
15. Enter the Flight No, if applicable.  

 
 
16. Select the Date of Receipt.  
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17.  Select the Time of Receipt (HH:MM).  

 
 

18. Enter Remarks, if applicable.  

 
 

19. Click Upload to attach supporting documents, if applicable.  

 
 
20. Click NEXT to proceed. Click SAVE AS DRAFT to save progress. 
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21. The system will redirect to the Preview and Submit page. Click Notification Details to 
expand the section and verify the information. Click Edit to return to the notification 
form to make changes, if applicable. 
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22. Mark the checkbox for each declaration. 
Note: Declarations displayed may differ depending on the Mode of Procurement 
selected. 

 
 
23. Click SUBMIT. 

 
 

24. Upon successful submission, an Acknowledgement message will be displayed. A 
Submission Number is generated to track the submission. Click HOME to return to the 
Dashboard. 
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25. From the Dashboard, click the Data Submissions tab. Verify that the application status is 
Submitted.  
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2.6. Notification of Export 
 
The Notification of Export is submitted by the facility that is exporting biological agents or 
toxins. The facility must have physical possession of the biological agent or toxin and the status 
of the facility is “Active” or “Suspended (Conditional Inventory Movement)”. 

  
1. Select Notification of Export and click NEXT.  

 
 

2.  The system will redirect to the Company Information page. Verify that the information 
displayed is correct. Click START SUBMISSION to proceed.  
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3. The system will redirect to the Notification Details page. Click SAVE AS DRAFT at any 
point to save progress. 
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4. Select the Schedule.  

Note: Values displayed will vary depending on the Approval to Possess granted to the 
facility. 

 
 
5. Select the Name of Biological Agent/Toxin. 

Note: Values displayed will vary depending on the Schedule selection and the Approval to 
Possess granted to the facility. 

 
 
Step 6 is only applicable to the export of biological agents 
 
6. Select the Type of Export.  

Note: Complete export indicates that the facility is exporting all existing inventory of the 
biological agent and will have no physical possession of the biological agent after 
exportation.  
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 Steps 7 and 8 are only applicable to the export of toxins 
 

7. Enter the quantity of toxin to be exported. 

 
 

8. Select the Unit of Measurement. 

 
 

9. Enter the Name of Receiving Facility.  

 
 
10. Enter the Address of the Receiving Facility.  

 
 

11. Select the Country where the Receiving Facility is located.  
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12. Select the Date of Exportation.  

 
 
13. Enter the Name of the Courier Service Provider.  

 
 
14. Enter the Flight No. if applicable. 

 
 

15. Enter Remarks, if applicable. 

 
 

16. Click Upload to attach supporting documents, if applicable.  

 
 
17. Click NEXT to proceed. Click SAVE AS DRAFT to save progress.  
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18. The system will redirect to the Preview and Submit page. Click Notification Details to 
expand the section and verify the information. Click Edit to return to the notification 
form to make changes, if applicable. 

  
 

19. Mark the checkbox for each declaration. 
Note: Declarations displayed may differ depending the type of export. 
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20. Click SUBMIT.  

 
 
Step 21 is only applicable if the facility has indicated that all physical inventory of the 
biological agent or toxin was exported 
 
21. Upon successful submission, system will display a prompt. Click Yes to proceed to cancel 

the approval to possess the biological agent or toxin. Refer to MOH HALP Internet - 
Facility User Guide Part 2.2 in Section 7 for more information. 
Note: If No is selected, proceed to step 22. 
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22. Upon successful submission, an Acknowledgement message will be displayed. A 
Submission Number is generated to track the submission. Click HOME to return to the 
Dashboard. 

 
 
23.  From the Dashboard, click the Data Submissions tab. Verify that the application status 

is Submitted.  
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2.7. Notification of Consumption for Fifth Schedule Toxin 
 

The Notification of Consumption for Fifth Schedule Toxin is submitted by facilities with 
approval to possess Fifth Schedule toxins to update the toxin inventory information. 

 
1. Select Notification of Consumption for Fifth Schedule Toxin and click NEXT. 

 
 

2. The system will redirect to the Company Information page. Verify that the information 
displayed is correct. Click START SUBMISSION to proceed. 
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3. The system will redirect to the Notification Details page. Click SAVE AS DRAFT at any 
point to save progress. 
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4. Select the Schedule.  

 
 
5. Select the Name of Toxin.  

Note: Values displayed will vary depending on the Approval to Possess granted to the 
facility. 

 
 
6. Enter the Quantity Consumed and select the Unit of Measurement.  

Note: The existing quantity of the toxin is displayed for reference.  

 
 
7. Select the Unit of Measurement. 

Note: System auto-calculates and display the Remaining Quantity read-only by 
subtracting the Quantity Consumed from the Existing Quantity. 

 
 
8. Enter Remarks, if applicable.  
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9. Click Upload to attach supporting documents, if applicable.  

 
 
10. Click NEXT to proceed. Click SAVE AS DRAFT to save progress. 
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11. The system will redirect to the Preview and Submit page. Click Notification Details to 
expand the section and verify the information. Click Edit to return to the notification 
form to make changes, if applicable.  

 
 

12. Mark the checkbox for the declaration. 

 
 

13. Click SUBMIT. 
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14. Upon successful submission, an Acknowledgement message will be displayed. A 
Submission Number is generated to track the submission. Click HOME to return to the 
Dashboard. 

 
 

15. From the Dashboard, click the Data Submissions tab. Verify that the application status is 
Submitted. 
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2.8. Notification of Complete Destruction and/or Disposal of Stock 
Inventory 
 

The Notification of Complete Destruction and/or Disposal of Stock Inventory is submitted by 
facilities upon destruction or disposal of all inventory of the biological agent or toxin in the 
facility. 

 
1. Select Notification of Complete Destruction and/or Disposal of Stock Inventory and 

click NEXT.  

 
 

2. The system will redirect to the Company Information page. Verify that the information 
displayed is correct. Click START SUBMISSION to proceed. 
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3. The system will redirect to the Notification Details page. Click SAVE AS DRAFT at any 
point to save progress.  
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4. Select the Schedule. 
Note: Values displayed will vary depending on the Approval to Possess granted to the 
facility.  

 
 

5. Select the Name of Biological Agent/Toxin.  
Note: Values displayed will vary depending on the Schedule selection and the Approval to 
Possess granted to the facility. 

 

 
 

6. Enter the Method of Destruction.  

 
 
7. Enter the Details and/or procedures of destruction. 

 
 
8. Enter Remarks, if applicable. 
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9. Click Upload to attach supporting documents related to the destruction and/or disposal. 

 
 
10. Click NEXT to proceed. Click SAVE AS DRAFT to save progress. 

 
11. The system will redirect to the Preview and Submit page. Click Notification Details 

section to expand the section and verify the information. Click Edit to return to the 
notification form to make changes, if applicable.  
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12. Mark the checkbox for each declaration. 

 
 
13. Click SUBMIT. 

 
 
14. Upon successful submission, system will display a prompt. Click Yes to proceed to cancel 

the approval to possess the biological agent or toxin. Refer to MOH HALP Internet - 
Facility User Guide Part 2.2 in Section 7 for more information. 
Note: If No is selected, proceed to step 15. 

 
 

15. An Acknowledgement message will be displayed. A Submission Number is generated to 
track the submission. Click HOME to return to the Dashboard. 
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16. From the Dashboard, click the Data Submissions tab. Verify that the application status is 

Submitted. 
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2.9. Notification of Inventory Adjustment 
 

The Notification of Inventory Adjustment is submitted by the facility to update the facility’s 
inventory records in the event of discrepancies that cannot be resolved through the 
submission of a relevant notification or the withdrawal of a submitted notification.  

 
1. Select on Notification of Inventory Adjustment and click NEXT.  

 
 
2. The system will redirect to the Company Information page. Verify that the information 

displayed is correct. Click START SUBMISSION to proceed. 
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3. The system will redirect to the Notification Details page. Click SAVE AS DRAFT at any 
point to save progress.  

 
 

4. Select the Schedule. 
Note: Values displayed will vary depending on the Approval to Possess granted to the 
facility. 

 
 
5. Select the Name of Biological Agent/Toxin.  

Note: Values displayed will vary depending on the Schedule selection and the Approval to 
Possess granted to the facility. 
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Step 6 is only applicable to inventory adjustment for biological agents  
 
6. Select Yes or No to Adjust the Physical Posession of Biological Agent.  

Note: The value selected must differ from the value displayed for Existing Physical 
Possession of Biological Agent.  

 
 
Steps 7 is only applicable to inventory adjustment for toxins 
 
7. Enter the current Quantity of Toxin at the facility and select the Unit of Measurement. 

 
 
8. Enter the Reason for Adjustment.  

 
 

9. Click NEXT to proceed. Click SAVE AS DRAFT to save progress. 
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10. The system will redirect to the Preview and Submit page. Click Notification Details to 
expand the section and verify the information. Click Edit to return to the notification 
form to make changes, if applicable.  

 
 

11. Mark the checkbox for the declaration. 

 
 
12. Click SUBMIT. 

 
 
Step 13 is only applicable if the facility has adjusted the physical possession of the biological 
agent to “No” or quantity of toxin to “0”. 
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13. Upon successful submission, system will display a prompt. Click Yes to proceed to cancel 
the approval to possess the biological agent or toxin. Refer to MOH HALP Internet - 
Facility User Guide Part 2.2 Section 7 for more information. 
Note: If No is selected, proceed to step 14. 

 
 
14. Upon successful submission, an Acknowledgement message will be displayed. A 

Submission Number is generated to track the submission. Click HOME to return to the 
Dashboard. 
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15. From the Dashboard, click the Data Submissions tab. Verify that the application status is 
Submitted. 
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3. FACILITY DATA SUBMISSION 
 

This section describes the steps to submit various types of facility data submissions. 
 

1. At the Dashboard, hover over eServices, hover over Submission and click Facility Data 
Submission. 

 
 
2. System will redirect to the Facilities tab. Select Facility Data Submission from the 

Actions dropdown for the intended facility. 

 
 

3. The system will redirect to the Facility Data Submission page. From here onwards, the 
steps may differ depending on the the type of data submission selected. Refer to the 
relevant section for the steps to submit the specific facility data submission:  

a. Red Teaming Report and Facility Physical Security Report 
b. Half-Yearly Toxin Report 
c. Self-Inspection Report 
d. Lentivirus Report 
e. Poliovirus Inventory Reporting (Registered Facility) 
f. Poliovirus Inventory Reporting (Certified Facility) 
g. Other Data Submission 

 



Page | 98 
 

 
 
 

3.1. Red Teaming Report and Facility Physical Security Report 
 

Facilities that are gazetted as a Protected Place under the Infrastructure Protection Act are 
required to submit the Red Teaming Report and Facility Physical Security Report annually. 

 
1. Select Red Teaming Report and Facility Physical Security Report and click NEXT.  
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2. The system will redirect to the Company Information page. Verify that the information 
displayed is correct. Click START SUBMISSION to proceed. 
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3. The system will redirect to the Submission Details page. Click SAVE AS DRAFT at any 
point to save progress. 

 
 
4. Click Upload to select and upload the Facility: Red Teaming Report.  

 
 

5. Click Upload to select and upload the Facility: Physical Security Report. 
Note: This refers to the PSWG report. 
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6. Click Upload to select and upload other supporting documents, if applicable.  

 
 
7. Click NEXT to proceed. Click SAVE AS DRAFT to save progress. 

 
 
8. The system will redirect to the Preview and Submit page. Click Submission Details to 

expand the section and verify that the correct documents were uploaded. Click Edit to 
return to the Submission Details section to make changes, if applicable.   

 
 
9. Mark the checkbox for the declaration.  

 
 
 

 



Page | 102 
 

 
10. Click SAVE AS DRAFT to save progress. Click SUBMIT to complete the submission. 

 
 

11. Upon successful submission, an Acknowledgement message will be displayed. A 
Submission Number is generated to track the submission. Click HOME to return to the 
Dashboard. 

 
 
12. From the Dashboard, click the Data Submissions tab. Verify that the submission status is 

Pending MOH.  
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3.2. Half-Yearly Toxin Report 
 

Registered Facilities with facility activity type Handling of Fifth Schedule Toxins for Exempted 
Purposes are required to submit the Half-Yearly Toxin Report. 

 
1. Select the Half-Yearly Toxin Report and click NEXT.  

 
 

2. The system will redirect to the Company Information page. Verify that the information 
displayed is correct. Click START SUBMISSION to proceed. 
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3. The system will redirect to the Submission Details page. Click SAVE AS DRAFT at any 
point to save progress. 
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Steps 4 to 8 are only applicable if the facility’s Toxin Inventory is not up to date with 
Biosafety in HALP 

 
4. Select No to enable editing of fields and upload of toxin report.  

 
 
5. Click Next to proceed. Click SAVE AS DRAFT at any point to save progress. 
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6. Update the relevant data fields, where applicable. 

 
 
 
 
 
 
 
 
 



Page | 107 
 

7. Click Upload to select and upload the biannual toxin report.   

 
 

8. Click NEXT. Click SAVE AS DRAFT at any point to save progress.  
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9. The system will redirect to the Preview and Submit page. Click Submission Details to 
expand the section and verify the information. Click Edit to return to the Submission 
Details section to make changes, if applicable. 

 
 

10. Mark the checkbox for the declaration.  

 
 

11. Click SAVE AS DRAFT to save progress. Click SUBMIT to complete the submission.    
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12. Upon successful submission, an Acknowledgement message will be displayed. A 
Submission Number is generated to track the submission. Click HOME to return to the 
Dashboard. 

 
 

13. From the Dashboard, click the Data Submissions tab. Verify that the submission status is 
Pending MOH. 
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3.3. Self-Inspection Report 
 

Uncertified Facilities and Biomanufacturing (Large-scale) Production Facilities are required to 
submit the self-inspection report annually. 

 
1. Select Self-Inspection Report and click NEXT. 

 
 
2. The system will redirect to the Company Information page. Verify that the information 

displayed is correct. Click START SUBMISSION to proceed.  
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3. The system will redirect to the Submission Details page. Click SAVE AS DRAFT at any 

point to save progress. 

 
 

4. Click Upload to select and upload the Facility: Self-Inspection Report.  

 
 
5. Click Upload to select and upload other supporting documents, if applicable.  

 
 

  

 

 



Page | 112 
 

6. Click NEXT. Click SAVE AS DRAFT to save progress. 

 
 
7. The system will redirect to the Preview and Submit page. Click Submission Details to 

expand the section and verify that the correct documents were uploaded. Click Edit to 
return to the Submission Details section to make changes, if applicable. 

 
 
8. Mark the checkbox for the declaration.  

 
 

9. Click Submit. Click SAVE AS DRAFT at any point to save progress. 
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10. Upon successful submission, an Acknowledgement message will be displayed. A 
Submission Number is generated to track the submission. Click HOME to return to the 
Dashboard. 

 
 
11. From the Dashboard, click the Data Submissions tab. Verify that the submission status is 

Pending MOH.  
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3.4. Lentivirus Report 
 

Facilities with approval to possess lentivirus vectors are required to submit the lentivirus 
report annually. 

 
1. Select Lentivirus Report and click NEXT.  

 
 
2. The system will redirect to the Company Information page. Verify that the information 

displayed is correct. Click START SUBMISSION to proceed.  
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3. The system will redirect to the Submission Details page.  

 
 

4. Click Upload to select and upload the Facility: Lentivirus Report.  

 
 
5. Click Upload to select and upload other supporting documents, if applicable.  

 
 

6. Click NEXT. Click SAVE AS DRAFT to save progress. 
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7. The system will redirect to the Preview and Submit page. Click Submission Details to 
expand the section and verify that the correct documents were uploaded. Click Edit to 
return to the Submission Details section to make changes, if applicable. 

 
 

8. Mark the checkbox for the declaration.  

 
 

9. Click SAVE AS DRAFT to save progress. Click SUBMIT.  
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10. Upon successful submission, an Acknowledgement message will be displayed. A 
Submission Number is generated to track the submission. Click HOME to return to the 
Dashboard. 

 
 
11. From the Dashboard, click the Data Submissions tab. Verify that the submission status is 

Pending MOH. 
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3.5. Poliovirus Inventory Reporting (Registered Facility) 
 

Registered Facilities with facility activity type Handling of Poliovirus Potentially Infectious 
Materials are required to submit the Poliovirus Inventory Reporting annually. 
Note: This inventory submission is for Poliovirus Potentially Infectious Materials. For 
submission of Poliovirus Infectious Materials inventory, refer to MOH HALP Internet - Facility 
User Guide Part 3 Section 6.6 Poliovirus Inventory Reporting (Certified Facility).  
 
1. Select Poliovirus Inventory Reporting (Registered Facility) and click NEXT.  
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2.  The system will redirect to the Company Information page. Verify that the information 
displayed is correct. Click START SUBMISSION to proceed.  
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3. The system will redirect to the Submission Details page. Click SAVE AS DRAFT at any 
point to save progress.  
Note: The inventory information on this page is displayed view-only. 

 
 
4. Review the inventory information displayed. Select Yes or No to indicate whether the 

displayed information on the facility's Poliovirus Inventory is up to date.  

 

 



Page | 121 
 

5. Click NEXT. Click SAVE AS DRAFT at any point to save progress. Proceed to step 6 if 
inventory requires update i.e. “No” is selected in step 4. Proceed to step 10 if the 
inventory information is current i.e. “Yes” is selected in step 4. 

 
 Steps 6 to 9 are only applicable if updates to inventory information is required  

6. System displays the existing information with edit function enabled. Update the 
information, where applicable. 
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7. For each type of poliovirus infectious materials handled or retained by the facility, 

indicate the Expected Destruction Date and Reason for Retention.  

 
 

8. For each type of poliovirus potentially infectious materials handled or retained by the 
facility, indicate the Risk Level and Reason for Retention, and Expected Destruction Date, 
where applicable.  

 
 
9. Click Upload to select and upload the updated Reporting Form. 

Note: When there are changes to inventory information, provide an updated signed copy 
of the Reporting Form. 
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10. The system will redirect to the Preview and Submit page. Click Submission Details to 
expand the section and verify the information. Click Edit to return to the Submission 
Details section to make changes, if applicable.  

 
 
11. Mark the checkbox for the declaration.  
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12. Click SAVE AS DRAFT to save progress. Click SUBMIT to complete the submission.  

 
 

13. Upon successful submission, an Acknowledgement message will be displayed. A 
Submission Number is generated to track the submission. Click HOME to return to the 
Dashboard. 

 
 

14. From the Dashboard, click the Data Submissions tab. Verify that the submission status is 
Pending MOH.  
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3.6. Poliovirus Inventory Reporting (Certified Facility) 
 

Certified Facilities with facility activity type Handling of Poliovirus Infectious Materials are 
required to submit the Poliovirus Inventory Reporting annually. 
 
Note: This inventory submission is for Poliovirus Infectious Materials. For submission of 
Poliovirus Potential Infectious Materials inventory, refer to MOH HALP Internet - Facility User 
Guide Part 3 Section 6.5 Poliovirus Inventory Reporting (Registered Facility).  

 
1. Click Poliovirus Inventory Reporting (Certified or Biomanufacturing Facility) and click 

NEXT.  
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2. The system will redirect to the Company Information page. Verify that the information 
displayed is correct. Click START SUBMISSION to proceed.  
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3. The system will redirect to the Submission Details page. Click SAVE AS DRAFT at any 
point to save progress. 

 
 

4. Click Upload to select and upload the Facility: PV Inventory Reporting Form. 

 
 
5. Click Upload to select and upload other supporting documents, if applicable.  
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6. Click NEXT. Click SAVE AS DRAFT to save progress. 

 
 
7. The system will redirect to the Preview and Submit page. Click Submission Details to 

expand the section and verify that the correct documents were uploaded. Click Edit to 
return to the Submission Details section to make changes, if applicable. 

 
 

8. Mark the checkbox for the declaration.  

 
 

9. Click SAVE AS DRAFT to save progress. Click SUBMIT to complete the submission.  
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10. Upon successful submission, an Acknowledgement message will be displayed. A 
Submission Number is generated to track the submission. Click HOME to return to the 
Dashboard. 

 
 
11. From the Dashboard, click the Data Submissions tab. Verify that the submission status is 

Pending MOH.  
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3.7. Other Data Submission 
 

All facilities can use this function to upload documents other than those specified in the 
preceding sections. 

 
1. Select Other Data Submission and click NEXT.  

 
 
2. The system will redirect to the Company Information page. Verify that the information 

displayed is correct. Click START SUBMISSION to proceed.  
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3. The system will redirect to the Submission Details page. Click SAVE AS DRAFT at any 
point to save progress.  

 
 

4. Click Upload to select and upload the document.  

 
  
5. Click NEXT. Click SAVE AS DRAFT to save progress. 
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6. The system will redirect to the Preview and Submit page. Click Submission Details to 
expand the section and verify that the correct documents were uploaded. Click Edit to 
return to the Submission Details section to make changes, if applicable. 

 
 

7. Mark the checkbox for the declaration.  

 
 
8. Click SAVE AS DRAFT to save progress. Click SUBMIT to complete the submission. 

 
 

 
  

C
c
c
c
c
c
c
c
c
c
c
c
c
c
c
c
c
c
c
c
c
c
c
c
c
c
c
c

 



Page | 133 
 

9. Upon successful submission, an Acknowledgement message will be displayed. A 
Submission Number is generated to track the submission. Click HOME to return to the 
Dashboard. 

 
 

10. From the Dashboard, click the Data Submissions tab. Verify that the submission status is 
Pending MOH.  

 

 


