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Pharmacists’ Login Access 

All registered pharmacists have been issued with a User ID and password to access the 
Professional Registration System (PRS). You will have to use this login account when 
submitting your credit claims and checking your personal CPE reports. 

As the User ID and password are case sensitive, please ensure that you type your User ID 
and password in the correct case. An error message will be displayed if the wrong User ID 
or password is typed, or if the login is entered in the wrong case. 

Pharmacists may also login using your SingPass.  

Please note that due to security concern, eGov had decided that SingPass would have 
to be the default authentication mechanism for all government-to-citizen transactions. 
As such, logging in using PRS issued User ID and password would be blocked for 
those with or eligible for SingPass, starting in 2017. 

Login to the PRS    

1. To access the PRS, click on the [Login] button on the SPC’s website (URL: 
http://www.spc.gov.sg) 

 
Screen 1 – SPC’s Website 

 

http://www.spc.gov.sg/
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2. The PRS Login screen will be displayed as follows: 

 
Screen 2 – 1st Screen 

3. To proceed, select [Pharmacist], you will be directed to 2nd Screen: 

 
Screen 3 – 2nd Screen 
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4. For Singaporeans and Foreigners holding a valid FIN/NRIC, click on the SingPass 
icon to proceed with login using SingPass: 

 
Screen 4 – SingPass Login Page 

 
5. The 2FA is a one-time "second factor" password delivered through Short Messaging 

Service (SMS) or OneKey token. All government e-services involving sensitive data 
will require this 2FA. 
 

6. Depending on which 2FA method you have registered for, you would be directed to 
the 2FA screen: 

  
Screen 5 – 2FA Screen 

 
7. If you are not an eligible SingPass holder, you will have to login using your Pharmacist 

Registration Number (PRN) and apply for a 2FA token. To login using PRN, click on 
“here” in Screen 6: 

 

Screen 6 – Login as a Non SingPass User 
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8. The PRN login page will be displayed: 

 
Screen 7 – PRN Login Page 

9. To login: 

 Enter your User ID (Your PRN). 

 Enter your Password. 

 Click on the [Login] button. 

a. If you have forgotten or you wish to reset your password, click on [Reset 
Password] 

 
Screen 8 – Password Reset 

b. To reset password: 

 Enter your User ID. 

 Enter your NRIC No. / FIN / Passport 

 Enter your Date of Birth (dd/mm/yyyy) 

 Click on the [Reset Password] button 
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10. If your login credentials are correct, you will be brought to the landing page: 

 
Screen 9 – Professional Registration System (PRS) Landing Page 
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Application for 2FA Token (Non-SingPass users) 

 

Step 1: Request for OneKey Token in PRS 
 

1. If you do not have a OneKey 2FA token, upon successful login, you will be prompted 
to request for OneKey token. Click “Apply Now” to proceed. 

 

 
Screen 10 – 2FA Token Application Landing Page 

 
 

2. Fill up your address and click “Submit” to proceed. 
 

3. Please ensure the address entered is correct, as it will be used to deliver the token. 
 

 
Screen 11 – OneKey Token Application Form 
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4. Upon confirmation, please tick the Declaration checkbox and Click “OK” to proceed. 
 

 
Screen 12 – Confirmation of Submission 

 

5. Click “Continue” to proceed to PRS. 
 

 
Screen 13 – Acknowledgement for OneKey Token Application 

 
 
 
 



 

9 

 

Step 2: Make Payment for OneKey Token and Postage 
 
After the application has been processed and approved by SPC (Please allow 7 working) 
days, the application will be forwarded to Assurity Pte Ltd (the OneKey 2FA token issuer). 
 

1. You will then receive an email notification to proceed with the payment of the 
OneKey token and postage. 

 

 
Screen 14 – Email Notification 

 
2. Click the hyperlink in email notification. 

 
3. Enter your Identification No. and Registration Number (As provided in email). Click 

“Search” to proceed. 
 

 
Screen 15 – Check Registration Status 
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4. Click “Pay with eNETS” to proceed. 
 

 

 
Screen 16 – Payment Details 

 
5. Confirm your address by ticking the check box and Click Pay with eNETS to proceed 

with the payment. 
 

 
Screen 17 – Confirm Delivery Address 
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6. You will be redirected to eNETS to complete the payment transaction. 
 

7. Upon successful transaction, you will see the acknowledgement page. Token and 
PIN mailer will be delivered to your address. 

 

 
Screen 18 – Payment Acknowledgement 

 
Step 3: Activate OneKey Token 
 
Please refer to the Appendix A - Activate OneKey Token. 
 
 
Step 4: Set Up 2-Step Verification (2FA) in PRS 
 
Please follow the following step to set up your 2-Step Verification (2FA) in PRS: 
 

1. Go to PRS login page from your council / board main website and select login as 
Pharmacist or applicant with Temporary Registration Number (X-number) 

 
2. Click “here” to log in PRS with your PRS account. Please refer to Screen 6. 

 
3. Login with your PRS account. Please refer to Screen 7. 

 
4. After successful login using PRS account, you will be prompted to set up your 2FA 

using your OneKey Token. Click “Link OneKey Token” to proceed 

 
Screen 19 – Set Up 2-Step Verification (2FA) 
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5. Follow the following step to set up your 2FA using OneKey Token: 
a. Please verify your OneKey Token Serial Number (Screen 20). 
b. Press and hold button “1” on your OneKey token to generate your 8-digits 

One-Time 
i. Password (OTP). 
ii. Enter the 8-digits OTP and Click Submit (Screen 20). 

 

 
Screen 20 – Enter 8-digits OneKey Token OTP to Set Up 2-Step Verification (2FA) 

 
6. Once you have set up your 2-Step Verification using your OneKey Token, after 

successful login using PRS account, you will be prompted to enter 8-digits OTP from 
your OneKey Token (Screen 21). 

 
Screen 21 – Enter 8-digits OneKey Token OTP 
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CPE Event Calendar 

There are a total of 7 CPE categories, i.e. 1A, 1B, 1C, 2A, 2B, 3A and 3B. 

CPE points for your participation in Category 1B activities will be submitted by the CPE 
Providers on your behalf. However, you will have to submit your own claims for Categories 
1A, 1C, 2A, 2B, 3A and 3B activities. 

CPE Event Calendar 

All SPC accredited Category 1B local events will be listed in the Event Calendar.    

As CPE Providers would be submitting the CPE claims on behalf of the pharmacists for 
Category 1B events, pharmacists have to indicate their name, Pharmacist Registration 
Number (PRN) and also sign on the attendance sheet when they attend these events.  

If you were to attend a 1-day event comprising 2 or 3 sessions, you should remember to sign 
on the attendance sheet at the start of each session and also write your name and PRN 
clearly.  

The Event Calendar allows you to search for past and upcoming accredited Category 1B 
events. You may call or email the contact person, indicated under the details of the event, to 
register or find out more about the event. 

Search for CPE events 

To access the CPE events calendar, click on the [CPE Events] button on the SPC’s website 
(URL: http://www.spc.gov.sg) 

 
Screen 22 – SPC’s Website 

http://www.spc.gov.sg/
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To do a simple search, select the range of months that you want to view all events 
happening during the period. 

 
Screen 23 – Simple Search for CPE Events 

 

To do an advanced search, enter the event code, event title, patientcare subject or 
organiser name: 

 
Screen 24 – Advanced Search for CPE Events 

a. Event Code - To find a particular event with a specific Event Code (format - 
SPCYYYYMMDD-1B-XXXX). 
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b. Event Title - To search for events by its title. (Tip: Enter the keywords of the event 
title instead of the whole event title) 

c. Patient Care Subject – Use the dropdown list to select whether the event is related 
to pharmaceutical (patient) care subject (“Yes”) or not (“No”) 

d. Organiser Name. Use the dropdown list to select the name of event organiser. 

After making your selection, click on the “Search” icon. The CPE Event Calendar – Search 
Results page will be displayed, with the search results. 

 
Screen 25 –CPE Events Result Listing 

To view the details of each event, click on the Event Code hyperlink. 

Note: To check whether pharmaceutical (patient) care or non-pharmaceutical (non-patient) 
care points are allocated to a specific event, refer to the “Patient Care Subject” column. If 
pharmacists attend a Category 1B event that has been accredited as a pharmaceutical 
(patient) care event, they will get pharmaceutical (patient) care CPE points. If pharmacists 
attend a Category 1B event that has been accredited as a non-pharmaceutical (non-patient) 
care event, they will get non-pharmaceutical (non-patient) care CPE points. 
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Pharmacist’s Online Function 

A) Submission of Claims 

Claims for Cat 1A, 1C, 2A, 2B, 3A and 3B should only be submitted when the CPE event or 
activity has been completed. Please note that all mandatory fields have been denoted with 
“*“. Upon successful submission of an online claim, an acknowledgement screen will be 
displayed. The assigned activity code of each submitted claim should be documented for 
reference in case you need to seek any clarification in the future. 

In addition to submitting new claims, you can also view the claims that are still pending SPC’s 
approval. 

Claims that are approved will be reflected in your personal CPE report. You will be notified of 
any approved or rejected claim through your registered email address and personal CPE 
report as well. 

To start submission of new CPE claims, expand the CPE Section on the PRS landing page 

by clicking on the  button. 

 
Screen 26 – Professional Registration System (PRS) Landing Page (CPE Section) 

 
Click on “Submit CPE Claims” and the CPE Claims form will be displayed as shown in 
Screen 14. 
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Screen 27 – Professional Registration System (PRS) Landing Page (CPE Section) 

To proceed to the next stage of the application  

1) Select the Category which you are submitting for 
2) Select Type of Activity which you are submitting for 
3) Click on the [Proceed] button 

Note: You may refer to the “Claim Category Details” table for reference on Category and 
Type of Activity. 
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I) Type of Claim: Category 1A (Grand Ward Round / In-House CE Activities OR Ad-
hoc Events) 

To submit for Grand Ward Rounds activity, proceed with “1A” (Category) and “Grand Ward 
Rounds” (Type of Activity) selected. 

 
Screen 28 – Submission Form for Category 1A (Grand Ward Rounds) 

Complete the online form (Screen 15): 

1) Role – Your role in the event. It is defaulted to “Participant”. 
2) Patient Care Subject - Select whether the event is related to pharmaceutical 

(patient) care subject (“Yes”) or not (“No”) 
3) Subject - Use the dropdown list to select the most relevant subject matter of the 

event. If there are no relevant subject matters in the list, select “Others” and enter 
the subject matter in the field 

4) Event Title – Enter the title of the event 
5) Specialty - Use the dropdown list to select the most relevant specialty area of the 

event. If none are applicable, select “Others (Non-specialty)” 
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6) Venue – Enter the venue of the event 
7) Event Date (dd/mm/yyyy) – Enter the date of the event 
8) Event Duration  - Enter the duration of the event 
9) (Optional) Additional Remarks – Enter any additional remarks or information 
10) Click on the [Proceed] button 
11)  Refer to  “Upload of Supporting Documents” (Screen 25) for next steps 

To submit for In-house CE activity, proceed with “1A” (Category) and “In-house CE activities” 
(Type of Activity) selected. 

 
Screen 29 – Submission Form for Category 1A (In-house CE Activities) 

Complete the online form (Screen 16): 

1) Role – Your role in the event. It is defaulted to “Participant”. 
2) Patient Care Subject - Select whether the event is related to pharmaceutical 

(patient) care subject (“Yes”) or not (“No”) 
3) Subject - Use the dropdown list to select the most relevant subject matter of the 

event. If there are no relevant subject matters in the list, select “Others” and enter 
the subject matter in the field 

4) Event Title – Enter the title of the event 



 

20 

 

5) Specialty - Use the dropdown list to select the most relevant specialty area of the 
event. If none are applicable, select “Others (Non-specialty)” 

6) Venue – Enter the venue of the event 
7) Event Date (dd/mm/yyyy) – Enter the date of the event 
8) Event Duration  - Enter the duration of the event 
9) (Optional) Additional Remarks – Enter any additional remarks or information 
10) Click on the [Proceed] button 
11)  Refer to  “Upload of Supporting Documents” (Screen 25) for next steps 

To submit for local Ad-hoc events, proceed with “1A” (Category) and “Ad-hoc Events” (Type 
of Activity) selected. 

 
Screen 30 – Submission Form for Category 1A (Grand Ward Rounds) 
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Complete the online form (Screen 17): 

1) Role – Your role in the event. It is defaulted to “Participant”. 
2) Patient Care Subject - Select whether the event is related to pharmaceutical 

(patient) care subject (“Yes”) or not (“No”) 
3) Subject - Use the dropdown list to select the most relevant subject matter of the 

event. If there are no relevant subject matters in the list, select “Others” and enter 
the subject matter in the field 

4) Type of Event - Use the dropdown list to select the most relevant type of event. If 
there are no relevant type of event in the list, select “Others” and enter the relevant 
type of event 

5) Specialty - Use the dropdown list to select the most relevant specialty area of the 
event. If none are applicable, select “Others (Non-specialty)” 

6) Event Title – Enter the title of the event 
7) Organiser – Enter the name of event organiser 
8) Country – Use the dropdown list to select the country which the event was held in. 
9) Venue – Enter the venue of the event 
10) Event Start Date (dd/mm/yyyy) – Enter the start date of the event 
11) Event End Date (dd/mm/yyyy) – Enter the end date of the event and click 

[Refresh Duration] to populate the duration fields 
12) Event Duration  - Enter the duration for each day of the event 
13) Speaker’s Topic – Field is not applicable for SPC  
14) (Optional) Additional Remarks – Enter any additional remarks or information 
15) Click on the [Proceed] button 
16) Refer to  “Upload of Supporting Documents” (Screen 25) for next steps 

 

II) Type of Claim: Category 1C Claim 

To submit for valid Overseas CE events, proceed with “1C” (Category) and “Overseas 
Events” (Type of Activity) selected. 

Complete the online form (Screen 18): 

1) Role – Your role in the event. It is defaulted to “Participant”. 
2) Patient Care Subject - Select whether the event is related to pharmaceutical 

(patient) care subject (“Yes”) or not (“No”) 
3) Subject - Use the dropdown list to select the most relevant subject matter of the 

event. If there are no relevant subject matters in the list, select “Others” and enter 
the subject matter in the field 

4) Type of Event - Use the dropdown list to select the most relevant type of event. If 

there are no relevant type of event in the list, select “Others” and enter the relevant 
type of event 

5) Specialty - Use the dropdown list to select the most relevant specialty area of the 
event. If none are applicable, select “Others (Non-specialty)” 

6) Event Title – Enter the title of the event 
7) Organiser – Enter the name of event organiser 
8) Country – Use the dropdown list to select the country which the event was held in. 
9) Venue – Enter the venue of the event 



 

22 

 

10) Event Start Date (dd/mm/yyyy) – Enter the start date of the event 
11) Event End Date (dd/mm/yyyy) – Enter the end date of the event and click 

[Refresh Duration] to populate the duration fields 
12) Event Duration  - Enter the duration for each day of the event 
13) Speaker’s Topic – Field is not applicable for SPC  
14) (Optional) Additional Remarks – Enter any additional remarks or information 
15) Click on the [Proceed] button 
16) Refer to  “Upload of Supporting Documents” (Screen 26) for next steps 

 
Screen 31 – Submission Form for Category 1C 
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III) Type of Claim: Category 2A (Publications: Original Papers in Health-Related 
Journals) 

To submit for publications of original papers, proceed with “2A” (Category) and “Journals” 
(Type of Activity) selected. 

 
Screen 32 – Submission Form for Category 2A (Journals Publications) 

Complete the online form (Screen 19): 

1) Patient Care Subject - Select whether the content of the publication is related to 
pharmaceutical (patient) care subject (“Yes”) or not (“No”) 

2) Subject - Use the dropdown list to select the most relevant subject matter of the 
publication. If there are no relevant subject matters in the list, select “Others” and 
enter the subject matter in the field 

3) Journal Type - Use the dropdown list to select the type of journal that the paper 
was published in (i.e. International, Local/Regional or Non-refereed) 

4) Specialty - Use the dropdown list to select the most relevant specialty area of the 
paper. If none are applicable, select “Others (Non-specialty)” 
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5) Journal Name - Use the dropdown list to select the name to journal that the paper 
was published in. If the name is not available in the list, select “Others” and enter 
the journal name 

6) Paper Title – Enter the title of the paper 
7) Role – Your role in the paper. (i.e. Main Author or Co-author) 
8) (Optional) Publisher – Enter the publisher name 
9) Publication Year – Enter the year of publication of paper 
10) (Optional) Publication Date – Enter the date of publication of paper 
11) (Optional) Volume/Issue No. – Enter the volume or issue number of publication 
12) (Optional) Additional Remarks – Enter any additional remarks or information 
13) Click on the [Proceed] button 
14)  Refer to  “Upload of Supporting Documents” (Screen 26) for next steps 

 

IV) Type of Claim: Category 2B (Oral OR Poster Presentations) 

To submit for oral presentation, proceed with “2B” (Category) and “Oral Presentation” (Type 
of Activity) selected. 

 
Screen 33 – Submission Form for Category 2B (Oral Presentation) 
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Complete the online form (Screen 20): 

1) Patient Care Subject - Select whether the content of the presentation is related to 
pharmaceutical (patient) care subject (“Yes”) or not (“No”) 

2) Subject - Use the dropdown list to select the most relevant subject matter of the 
presentation. If there are no relevant subject matters in the list, select “Others” and 
enter the subject matter in the field 

3) Specialty - Use the dropdown list to select the most relevant specialty area of the 
presentation. If none are applicable, select “Others (Non-specialty)” 

4) Presentation Title – Enter the title of the presentation 
5) Presentation Date – Enter the date of the presentation 
6) Event Title – Enter the title of the event which the presentation was given at 
7) Venue – Enter the venue of the event which the presentation was given at 
8) Country – Enter the country which the event was held in 
9) Role – Your role in the presentation. (i.e. Speaker or Co-author) 
10) (Optional) Additional Remarks – Enter any additional remarks or information 
11) Click on the [Proceed] button 
12)  Refer to  “Upload of Supporting Documents” (Screen 26) for next steps 

To submit for poster presentation, proceed with “2B” (Category) and “Poster Presentation” 
(Type of Activity) selected. 

Complete the online form (Screen 21): 

1) Patient Care Subject - Select whether the content of the presentation is related to 
pharmaceutical (patient) care subject (“Yes”) or not (“No”) 

2) Subject - Use the dropdown list to select the most relevant subject matter of the 
presentation. If there are no relevant subject matters in the list, select “Others” and 
enter the subject matter in the field 

3) Specialty - Use the dropdown list to select the most relevant specialty area of the 
presentation. If none are applicable, select “Others (Non-specialty)” 

4) Presentation Title – Enter the title of the presentation 
5) Presentation Date – Enter the date of the presentation 
6) Event Title – Enter the title of the event which the presentation was given at 
7) Venue – Enter the venue of the event which the presentation was given at 
8) Country – Enter the country which the event was held in 
9) Role – Your role in the presentation. (i.e. Speaker or Co-author) 
10) (Optional) Additional Remarks – Enter any additional remarks or information 
11) Click on the [Proceed] button 
12)  Refer to  “Upload of Supporting Documents” (Screen 26) for next steps 
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Screen 34 – Submission Form for Category 2B (Poster Presentation) 

 
V) Type of Claim: Category 3A (Reading OR Online Education) 

To submit for reading done, proceed with “3A” (Category) and “Readings” (Type of Activity) 
selected. 

Complete the online form (Screen 22): 

1) Patient Care Subject - Select whether the content of the reading is related to 
pharmaceutical (patient) care subject (“Yes”) or not (“No”) 

2) Subject - Use the dropdown list to select the most relevant subject matter of the 

reading. If there are no relevant subject matters in the list, select “Others” and enter 
the subject matter in the field 

3) Specialty - Use the dropdown list to select the most relevant specialty area of the 
event. If none are applicable, select “Others (Non-specialty)” 

4) Name of Readings - Use the dropdown list to select the most relevant publication 
title that the reading was read. If none are applicable, select “Others” and enter the 
publication title 

5) Topic / Title – Enter the title of the reading 
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6) (Optional) Publisher – Enter the publisher name 
7) Publication Year – Enter the year of publication of reading 
8) (Optional) Volume/Issue No. – Enter the volume or issue number of publication 
9) (Optional) Page number – Enter the page range of the reading in the publication 

(e.g. Page 4 to 10) 
10) (Optional) Additional Remarks – Enter any additional remarks or information 
11) Click on the [Proceed] button 
12)  Refer to  “Upload of Supporting Documents” (Screen 25) for next steps 

 
Screen 35 – Submission Form for Category 3A (Readings) 

To submit for online education completed, proceed with “3A” (Category) and “Online / Offline 
Education Programmes” (Type of Activity) selected. 

Complete the online form (Screen 23): 

1) Patient Care Subject - Select whether the online education programme is related 
to pharmaceutical (patient) care subject (“Yes”) or not (“No”) 

2) Subject - Use the dropdown list to select the most relevant subject matter of the 
reading. If there are no relevant subject matters in the list, select “Others” and enter 
the subject matter in the field 

3) Check the box next to Completed Self-assessment / Learning summary 
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4) CPE Points Awarded by Provider – Enter the points accredited by the CPE 
accreditation bodies for the programme 

5) Specialty - Use the dropdown list to select the most relevant specialty area of the 
event. If none are applicable, select “Others (Non-specialty)” 

6) Programme Provider - Use the dropdown list to select the most relevant content 
provider of the online education programme. If none are applicable, select “Others” 
and enter the provider name 

7) Programme Title – Enter the title of the online education programme 
8) (Optional) Author / Speaker – Enter the author or speaker for the online education 

programme 
9) (Optional) URL – Enter the website link / address which contains details of the 

online education programme 
10) (Optional) Additional Remarks – Enter any additional remarks or information 
11) Click on the [Proceed] button 
12)  Refer to  “Upload of Supporting Documents” (Screen 25) for next steps 

 
Screen 36 – Submission Form for Category 3A (Online Education) 
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VI) Type of Claim: Category 3B (Postgraduate Studies) 

To submit for postgraduate studies, proceed with “3B” (Category) and “Post graduate 
Programmes” (Type of Activity) selected. 

 
Screen 37 – Submission Form for Category 3B (Post graduate Programmes) 

Complete the online form (Screen 24): 

1) Patient Care Subject - Select whether the content of the postgraduate study is 
related to pharmaceutical (patient) care subject (“Yes”) or not (“No”) 

2) Subject - Use the dropdown list to select the most relevant subject matter of the 
postgraduate study. If there are no relevant subject matters in the list, select 
“Others” and enter the subject matter in the field 

3) Title – Enter the title of the postgraduate programme 
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4) Specialty - Use the dropdown list to select the most relevant specialty area of the 
presentation. If none are applicable, select “Others (Non-specialty)” 

5) Organiser – Enter the name of the awarding institution of the postgraduate 
programme 

6) Country – Enter the country which the awarding institution resides in 
7) Venue– Enter the venue which the postgraduate programme is conducted 
8) Date From – Enter the commencement date of the year postgraduate programme 
9) Date to – Enter the completion date of that year of study 
10) Duration – Defaulted to 12 months  
11) Course Type – Use the dropdown list to select whether the course is “Full-time” or 

“Part-Time”  
12) (Optional) Qualification Type – Enter the type of qualification that the programme 

awards 
13) (Optional) Additional Remarks – Enter any additional remarks or information 
14) Click on the [Proceed] button 

15)  Refer to  “Upload of Supporting Documents” (Screen 26) for next steps 

 

VII) Upload of Supporting Documents 

If the inputs all pass the required validation checks, the supporting documents submission 
form will be displayed as either Screen 25 (optional) or Screen 26 (mandatory): 

 For Optional submission of additional documents (Refer to Screen 25) 

a. Document Title - Use the dropdown list to select the most relevant type of 
document that you wish to upload. If there are no relevant document types 
in the list, select “Others” and enter the document type in the field 

b. File – Select the document that you are uploading 
i. Click on the [Browse] button. 
ii. Select the file to upload. 
iii. Click on the [Open] button. 
iv. Click on the [Attach] button.  

c. Uploaded file will be displayed under the “Documents Attached” table. You 
may click on the links to verify that the uploaded documents are correct. 
Incorrect documents can be deleted by clicking on the [Delete] button next 
to the attached document. 

 
Screen 38 – Submission of Documents (Optional) 
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 For Mandatory submission of additional documents (Refer to Screen 26) 

a. Refer to the documents needed under “Mandatory Documents” and select the 
files to upload: 

i. Click on the [Browse] button. 
ii. Select the file to upload. 
iii. Click on the [Open] button. 
iv. Click on the [Attach] button.  

b. Uploaded file will be displayed under the “Documents Attached” table. You may 
click on the links to verify that the uploaded documents are correct. Incorrect 
documents can be deleted by clicking on the [Delete] button next to the 
attached document. 

c. You may attach additional documents under “Supporting Documents” 
i. Document Title - Use the dropdown list to select the most relevant type 

of document that you wish to upload. If there are no relevant document 
types in the list, select “Others” and enter the document type in the field 

ii. File – Select the document that you are uploading 
1. Click on the [Browse] button. 
2. Select the file to upload. 
3. Click on the [Open] button. 
4. Click on the [Attach] button.  

 
Screen 39 – Submission of Documents (Mandatory) 

 

 Tip: You may click on the [Claim] link to return to the previous page to make 
changes, if necessary. 

 Click [Proceed] button once all documents are uploaded to proceed to the 
confirmation and acknowledgement page. 
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B) Generate Personal CPE Reports 

This function allows you to view/print your CPE points accumulated in the current and 
previous qualifying periods. You can also view/print your CPE summary report. 

It will take about 2 to 4 weeks for CPE points to be reflected in the system for Cat 1B events. 
This is to allow CPE Providers some time to submit the attendance record online. 

To generate CPE reports, click on “Monitoring of CPE” and the CPE report selection page 
will be displayed as shown in Screen 27. 

 
Screen 40 – CPE Report Selection Page 

 

 

To generate Personal CPE Reports (Current Qualifying Period) 

To view the CPE report for the current qualifying period (QP), Click on [Detailed Report for 
Current QP] and the report will be displayed as shown in Screen 28. 
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Screen 41 – Current QP CPE Report 

 

 The report is broken down into three main tables 
o Top table shows the QP requirement, total awarded points and shortage 
o Middle table shows the full breakdown of each Category for the QP 
o Bottom table shows the list of approved claims for the QP 

 To view the Capping rules, click on the [Click here for Capping Rules] link. 

 To rate the service provided; click on the [Rate this service] link. 

 To print the page displayed, click on the [Print] button. 

 To send an enquiry for CPE, click on the [Send CPE Enquiry] button. 
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 To view the pending and rejected activities, click on the [View Pending and 
Rejected Activities] button. A pop up box will appear as shown in Screen 29 
 

 
Screen 42 – Pending and Rejected Activities 

 
 

To generate Summary CPE Reports 

To view the summary CPE report, click on [History Report] and the report will be displayed 
as shown in Screen 30. 

 

 
Screen 43 – Summary CPE Report 
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To list past CPE Activities within a Period 

To generate a list of Past Activities within a Period, click on [List of Past Activities within 
a Period] and the landing page will be displayed as shown in Screen 31. 
 

 
Screen 44 – List of Past Activities within a Period landing Page 

To display a list of activities: 

1) Period From - Enter the period start date required 
2) Period To - Enter the period end date required 
3) (Optional) Category – Select the CPE Category required 
4) (Optional) Type of Activity – Select the CPE activity required 
5) (Optional) Activity Title – Select the activity title required 
6) (Optional) QP – Select the QP required 
7) Click on the [Generate] button. Report will be displayed as shown in Screen 32 

 
Screen 45 – List of Past Activities within a Period



 

+Note: Entering an end date does not automatically end your inactive status on that day. You are required to fulfill the 

resume active CPE requirement and make an online application to resume active status. 
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C) Inactive Status and Resume Active Status Applications 

 
I) Inactive Status Applications 

If you meet the requirement for inactive status application (e.g. not working, working in non-
pharmacy area or residing overseas), and you wish to apply for inactive status, you may 
submit an application online.  

Before you proceed, please download and complete the “Declaration Form for Inactive 
Status” at SPC website (http://www.spc.gov.sg), under [Forms & Publications] (See Form 1).   

Once the form is completed, scan and save it. 

  
Form 1 – Declaration Form for Inactive Status  

With the form saved, login in to the PRS, click on [Request for Lowering of CPE] and the 
inactive status application form will be displayed as shown in Screen 33. 

To submit the application, complete the form: 
1) Reason – Use the dropdown list to select the inactive status type that you are 

applying for 
2) Start Date – Enter the date that you wish your inactive status to start 
3) (Optional) End Date – Enter the date that you wish your inactive status to end+ 
4) (Optional) Remarks – Enter any additional information or remarks that may help 

with your application

http://www.spc.gov.sg/
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5) Upload Mandatory Documents (Declaration Form for Inactive Status) 
a. Click on the [Browse] button 
b. Select the file to upload 
c. Click on the [Open] button 
d. Click on the [Attach] button 

6) (Optional) You may attach additional documents 
a. Document Title - Use the dropdown list to select the most relevant type of 

document that you wish to upload. If there are no relevant document types 
in the list, select “Others” and enter the document type in the field 

b. Click on the [Browse] button 
c. Select the file to upload 
d. Click on the [Open] button 
e. Click on the [Attach] button 

7) Check the Declaration box 
8) Click [Proceed] button 

 

 
Screen 46 – CPE Report Selection Page 

If the inputs pass the required validation checks, the confirmation page will be displayed 
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II) Resume Active Status Applications 

When you have fulfilled the resuming active CPE requirement (25 CPE points, inclusive of 8 
pharmaceutical (patient) care points, achieved within 12 months), you may submit an online 
application to resume active status. 

Before you proceed, please download and complete the “Declaration Form to resume Active 
Practice” at SPC website (http://www.spc.gov.sg), under [Forms & Publications] (See Form 

1).   Once the form is completed, scan and save it. 

  

  
Form 2 – Declaration Form to resume Active Practice 

 

http://www.spc.gov.sg/
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With the form saved, login in to the PRS, click on [Request for Resuming Active Practice] 
and the resume active status application form will be displayed as shown in Screen 34. 

 
Screen 47 – Request for Resuming Active Practice Application 

 
To submit the application, complete the form: 

1) Wish to Resume – Check the box 
2) Start Date – Enter the date that you wish your inactive status to start 
3) Lowered CPE (Inactive) End Date – Enter the date that you wish your inactive 

status to end+ 
4) Remarks – Enter any additional information or remarks that may help with your 

application 
5) Click [Proceed] button 

If the inputs pass the required validation checks, the upload supporting document page (See 
Screen 35) will be displayed: 

 
Screen 48 – Upload Supporting Document Page 
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1) Upload Mandatory Documents (Declaration Form to resume Active Practice) 
a. Click on the [Browse] button 
b. Select the file to upload 
c. Click on the [Open] button 
d. Click on the [Attach] button 

2) (Optional) You may attach additional documents 
a. Document Title - Use the dropdown list to select the most relevant type of 

document that you wish to upload. If there are no relevant document types 
in the list, select “Others” and enter the document type in the field 

b. Click on the [Browse] button 
c. Select the file to upload 
d. Click on the [Open] button 
e. Click on the [Attach] button 

3) Click [Proceed] button 
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Appendix A - Activate OneKey Token  
 
Please refer to the OneKey portal (https://portal.assurity.sg/naf-web/termsAndConditions.do) 

for the latest update.  
 
1. Once you have received the token and PIN mailer. Go to OneKey portal at 
https://portal.assurity.sg/naf-web/login/nricotp.do to activate your token.  

 
Screen C1: Login to Activate your Token 

 
2. Please enter the following information on the above screen (Screen C1):  

 Please select “SP-Sponsored” for ID Type.  

 Please Enter your Identification No. and Initial Login Password. 
o Refer to your PIN mailer for the “Initial Login Password”. 

 Please select “Ministry of Health (End User)” for Online Service Provider.  
 
Click “Submit” to proceed.  
 
Accept the Terms & Conditions and Click “Next” to proceed.  
 

 

https://portal.assurity.sg/naf-web/termsAndConditions.do
https://portal.assurity.sg/naf-web/login/nricotp.do
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Screen C2: Terms & Conditions 
3. Enter your secret question and answer. Click “Submit” to proceed.  
 

 

 
Screen C3: Secret Questions and Answers 

 
4. Enter your NAF password. Click “Next” to proceed.  
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Screen C4: Create Your NAF User Account 
5. Confirm your details and Click “Next” to proceed.  
 

 
Screen C5: Confirm User Details 

 
6. Enter your Token Serial Number and OTP (One Time PIN). Click “Submit” to proceed.  
 
Your Token Serial Number will be at the back of the token.  
 
Press and hold button “1” on your token to generate your 8-digits OTP.  
 

 
Screen C6: OneKey Activation 

 
7. Upon successful activation, you will see the acknowledgement screen. 
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Screen C7: OneKey Activation 
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