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When Things Don’t Work: Browser Troubleshooting Steps

Before exploring detailed features, try these quick troubleshooting steps if you're
experiencing display issues, slow loading, or missing functionality:

Clear cache

If pages look broken, buttons do not work, you experience display or
loading issues or you cannot see recent updates to a website, try
clearing cache in your browser.

Refresh browser

G Reload the webpage to get the latest version and clear any temporary
glitches.

. Use different browser
e Try opening the same page in Google Chrome, Microsoft Edge or Safari
to see if it works better.

Minimize screen size

Some website features are designed to appear only when the screen is
a certain size - adjusting your view can make them visible.

Supported Browsers

The following table provides the required browser version. We recommend that you use
the most recent versions of the following browsers for the best experience.

Browser Required version for | Required version for | Required version for

desktop Android iOS mobile/tablet
mobile/tablet

Google Chrome The latest 2 major | The latest 2 major | The latest 2 major
versions versions versions

Microsoft Edge The latest 2 major | The latest 2 major | N/A
versions versions

Mozilla Firefox The latest 2 major | N/A N/A
versions

Safari The latest 2 major | N/A The latest 2 major
versions versions
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Logging in to SSI Training Management System (TMS) for

Trainers

Via Singpass

Note: You will require a Singpass account and the Singpass application installed on your
mobile device. For more information on Singpass, please visit: Singpass - Login

Step 1: Using your preferred browser on your laptop or mobile device, go to the SSI
Training Management System and you will be directed to the main course page.

Step 2: Click Sign In.

s Ness sz

Find your course

Courses

Open for application

Open for application

[SST1028] Dispositions
and Training Styles fo...

Make the Best Cold

[SSEV5840_1] How to

[SST0202-2-01] Cognitive
Behaviour Therapy: ...

[SST0563-2-3] How to
Spark Joy in your life

©

[SST0866-2-3] SSI
Advanced Certificate i...

0 ‘ Signin |

Q =

Step 3: Click Trainer.

Picture reference: Home Page

Step 4: Click Log in with Singpass.

D3 NCSS
[ )
)y

Choose your role

Social Service
Institute

&

Learner

No account? Create one!

& staff £3J Trainer

Company

® . .

T Ness | faiie
/4

€ Signin

Log in with singpass

or

User ID

Password

Stay signed in for the next 14 days

ot password?

=

Picture reference: Sign in Page


https://portal.singpass.gov.sg/home/ui/login
https://tms.ssi.gov.sg/
https://tms.ssi.gov.sg/
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Step 5: You will be directed to Singpass Login page. Scan the QR code or Password
login with your Singpass app to login.

Step 6: Upon successful login, you will be redirected back to Training Management
System (TMS) Home page (see screenshot below).

(5]
2 © Dashboard H N 9 o Trainer v
o
¥ Announcements Seeall

My tasks Seeal

=)
My course .= [55T0866_3] 551 Adwanced Certificate in Social Service M3 Complete the attendance marking for learners in Class A
= F2ry

g

HDSS: Apply Writing and Presentation Skills (T2) Complete the score entry for In -class exam. In -class
etails

vanced Certificate in Social Service M4 Complete the attendance marking for learners in Class A

Upcoming sessions See all

Monday, 23 February 2026

17:00 SST0866 55T0866_3 - SSI Advanced Certificatein...  In-class Assessment

18:00 /' m Facility 10: 06 - Flourish
Tuesday, 24 February 2026

09:00 SSTO866 SST0866_3 - SSI Advanced Certificate in F2F

18:00 M Facility 1D: 07 - Gratitude

Picture reference: Training Management System (TMS)
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Navigating the Training Management System (TMS)

This section shares with you some key features and guides you on how to navigate

around SSI Training Management System (TMS) Portal.

Upon logging in, you will see the “Dashboard” page. The three key panels in this page

are:

e Top Panel (in green) — From this panel, you can switch to the other portals, view
shared notifications, access the user guide, and update company profile/personal

information.

e Navigation Panel (in blue) - From this panel, you will be able to navigate to the

courses and calendar within the Training Management System (TMS) Portal.

e Main Panel (in red) - From this panel, you will be able to view your tasks, upcoming
sessions, courses you are assigned as a Trainer and have a quick view of

announcements shared with you.

Please refer below sections for detailed information on each panel.

O Dashboard

17:00
18:00

09:00
18:00

[SSTOBD:

exam View d

Upcomir g sessior

My tasks

et

ew details

s

Monday, 23 February 2026

5ST0866 SSTOB66 3 - SSI Advanced Certificate in

M Facility ID: 06 - Flourish

Tuesday, 24 February 2026

SST0866 SST0866_3 - 551 Advanced Certificate in ...

M Facility ID: 07 - Gratitude

In-class Assessment

E2F

See all

[55T0866_3] 551 Advanced Certificate in Social Service M3 Complete the attendance marking for learners in Class A,

F2F View details

2-2] HDSS: Apply Writing and Presentation Skills T2) Complete the score entry for In -class exam. In -class

. [55T08B66_4] 551 Advanced Certificate in Social Service M4 Complete the attendance marking for learnersin Class A
= Asyncy

See all

|- ‘5 e °Traimm'v

! Announcements See all

Picture reference: Trainer’s Dashboard Page
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Top Panel—User Tools

99+

Displays your personal tools for profile settings, notifications ("=~ ), shortcuts to switch

(1]
to other portals (®™), and support (9).

Icons Features
Quick link
oo . . . .
oo This icon provides quick access to switch
between different system portals,
I I Learning including the Training Management
Management )
System System (TMS) and Learning Management
System (LMS).
Notification
00+ This icon provides access to view system
notifications about pending tasks and
updates.

To view all notifications, click See all to
view them in the Notification page.

Help

Q This icon provides access to the User
Guide in a new browser tab.
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Navigation Panel

There are the various sections that you can navigate to. These are the correspondingicons and
how they can be used:

Section Menu Features

e MyTasks

e Myrecentcourses
e Announcements
e Quick Links

e Trainer can view current courses
and completed courses which
assigned to trainer

e Trainer can view schedule of the
course which assigned to trainer at
‘My Calendar’.

e Trainer can also set unavailable
time

Dashboard

The dashboard shows the trainer's view upon logging into Training Management System
(TMS).

| (3 © Dashboard n A9 Qi

My tasks Seeall

] .- [SST0B02-2] HDSS: Apply Writing and Presentation Skills (T2) Complete the score entry for In -class exam. In -class

exam View detail

4] S81 Advanced Certificate in Social Service M4 Complete the attendance marking for learners in Class A

5
A
Upcaming sessions see all

Monday, 23 February 2026

17:00 55T0866 SST0866_3 - 551 Advanced Certificate in In-class Assessment

18:00 ' Facility 10: 06 - Flourist

Tuesday, 24 February 2026

09:00 SSTO866 SST08E6_3 - 551 Advanced Certificate in ... F2F

18:00 s Facility ID: 07 - Gratitude

Picture reference: Dashboard Page

10
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My Course

Trainers can view current courses and completed courses which assigned to them.

= @ My course

11 ‘0 9 o Trainer v

Current courses | Completed courses

Dashboard

My calendar -

[SST0866] SSI Advanced
Certificate in Social Service
@ 55T0866-250003

16/10/2025 00:00

[S5T0866) 551 Advanced
Certificate in Social Service
© 55T0866-250001

w 15010 0

-

20

i 55708

Academic Programmes Academic Programmes

Blended (Asynch and Synch E-.. Blended (Asynch and Synch E-..

2 results shown

Picture reference: My Course Page

My Calendar

Trainers can view the schedules of the courses which are assighed to them and also set
unavailable time.

2 My calendar = 9 © e~
Set unavailable time @ Q
® Exam ® Session ® My unavailable time ® Block off date
]
My course
Today < > February 2026 ~ |» 23/2/2026
Sunday Monday Tuesday Wednesday Thursday Friday Saturday %00 SSTOB66 SSTO866 3 - SSI Advanced
8 Certificate in Social Service M3
SST0866 SST0866 3 - SSI Ad: d
$ST0866 SST0866.3 - SS1 Advanced Certificate in Social Service M3 reA T
Certificate in Social Service M3
SST0866 SST0866 4 - SSI Advanced Certificate in Social Service M4
2 3 4 5 6 4
SST0866 SST0866 3 - SSI Advanced Certificate in Social Service M3
SST0866 SST0866_4 - SS1 Advanced Certificate in Social Service M4
8 9 10 n 12 13 14
$5T0866 S5T0866.3 - 551 Advanced Certificate in Social Service M3
SST0866 SST0866_4 - SSI Advanced Certificate in Social Service M4
15 16 17 18 19 20 21
$5T0866 SST0866.3 - 551 Advanced Certificate in Social Service M3
SST0866 SST0866 4 - 551 Advanced Certificate in Social Service M4

Picture reference: My Calendar Page
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My Assigned Courses

To see the list of courses assigned to me:
Step 1: Go to My Course in the left navigation panel.

Step 2: On this page, you can view your currently assigned courses as well as completed

courses.
e -
) @ My course n A o Trainer ¥
Y O y Current courses  Completed courses
T Q
K
]
My calendat

[SST0866] SSI Advanced [55T0866] SSI Advanced
Certificate in Social Service Certificate in Social Service
@ SST0866-250003 © 55T0866-250001

1610 w151

& ]

8 5570866250003 8 557086625

Academic Programmes Academic Programmes

Blended (Asynch and Synch E-. Blended (Asynch and Synch E-..

ts shown

Picture reference: ‘My Course’ page

Step 3: To view detailed information about current courses, click the Course card.

Step 4: Upon clicking on the course, the page will show the ‘Course details’ page. Click the
Module name link to see further information.

$ © My cou Course details n A e Qe

[SST0866] SSI Advanced Certificate in Social Service
Course intake No.: SST0866-250003

© Course date: 16/10/2025 00:00 - 27/2/2026 23:59

Current semester/term: SST0866-250003-1

Academic Programmes

Blended (Asynch and Synch E-learning)
l B View surveys

Module name Module code Module type Semester/Term

551 Advanced Certificate in Social Service M3 SST0866_3 Core SST0866-250003-2

Total 1 item Showrows: 10 « Go

Picture reference: Course details page
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Step 5: Upon clicking it, trainers can see the overview of the module details which includes
learners enrolled and attendance management.

= © Wy course Course details Module details H ‘0 (7] o Trainer v
o <
Dashboard v  55T0866_3 - S5 Advanced Certificate in Social Service M3
ertifi
<]
v ed Certificate in ; .
Course name Course intake No. $5T0866-250003
B Overview
& Semester/Term S5T0866-250003-2 Credit units
lends
& Attendance management Module type Core Module notification Send natification
Computation rule
Calculated method By "present” session number Monitoring method Accumulated
Approved absence counted as  Present
B+ Export T r ne Q
Attend Overall modul
Learner name Learner ID User ID Class name endance verallmoddle Module status
percentage grade
No items to show in this view.

Picture reference: Module details page
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Attendance Management

Taking Attendance with QR code

The trainer can generate a QR code for both learners and the trainer to record their
attendance.

Generate QR Code for Non-TPG courses

For non-TPG courses, to generate a QR code for learners to check in, trainers to follow
the steps below:

Step 1: Go to My Course in the left navigation panel.

Step 2: Find the course and click on the course card. Then, click on the Module name
link.

Step 3: Click on the Attendance management. The page will display sessions set up in
the module.

@ My 4 Attendance management

(2] o Trainer v

o & SST0866_3 - SSI Advanced Certificate in Social Service M3
R Session
L~
v 5570866 3 - SSI Advanced Certificate in Social Service M3
> Session overview
B overview
& F2F (Class A $51 Advanced Certificate i
o 54 Course name Course intake No.
& Attendance management @
> Semester/Term SSTO866-250003-2 Credit units
Module type Core Module notification

Minimum attendance
requiremen t

Computation rule

Calculated method - PrasEisEsion. Monitoring method Accumulated
number

Picture reference: Attendance management page

Step 4: Click on the selected session under the session overview. Then click the
Generate QR code button. This allows learners to scan the QR to check in the session.

*Note: QR codes can only be generated from 30 minutes before the session start time till 30
minutes after the session end time.

Bashboard v S5T0866_3 - 55| Advanced Certificate in Soclal Service M3 - F2F (Class A)
X Certificste W Session
& Classroom Facilitated
Class name Class A Mode of trainin 2 .
raining
B overview 3 Session overview
Overview
ﬂ Trainer Nadzirah Trainer attendance ® Unconfirmed
> F2F(Class )
alend A y
Attendance markin;
L T TR AT In-class Assessment (Class . 5 @ ssn0s1700 Attendance lock date @ 114302026 2359
P deadiine
Session time 23/2/2026 09:00-17:00 Attendance marking status ttenda
Session period B hours Session notification send natification

‘ Generate QR code

@ You cannot change the attendance or request for attendance change after the attendance request cut-off time. Attendance request cut-o

Picture reference: Attendance management page
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Generate QR Code for TPG courses

For TPG courses, when the trainer needs to generate a QR code, click Generate
attendance QR code above the learner list, and then enter the course run code.

D
© Mycourse  Coursedetails  Attendance management  Session detals B 2 e @ N
< <
v = =
M Ssession

o v SSEVS840_1 - Communities of Practice: Mental Health - 3 (Class A)
y course

B overview < Session overview

] > 1 (ClassA) Classroom Facilitated

Class name Class A Mode of traininy
My calendar (8 e Training
& Attendance management
Trainer Trainer attendance ® Unconfirmed
Attendance markin
% @ 22420261405 Attendance lock date @ 12/5/2026 23:59
deadline
Session time 8/412026 14:00-14:05 Attendance marking status @ Pending attendance ..
Session period 5 minutes Session notification Send notification

© You cannot change the attendance or request for attendance change after the attendance request cut-off time. Attendance request cut-o..

B Export ¢ Edit Confirm trainer attendance

3]

TPG status: v Confirmed X Unconfin

Serial
No.

1 ﬁ a

Learner name Learner ID User ID Attendance status Predefined reason Present

Picture reference: Attendance management page

Checking In as a Trainer

After generating the QR code for attendance marking, both learners and trainers can check in
for their session using the generated QR code.

To submit the attendance for a session, the trainers can use the scanners on their mobile
devices to scan the QR code. Upon scanning, the trainer will be redirected to an information
page. On the page, click Continue without sign-in and then enter the last 4 characters of the
NRIC/FIN and the mobile number to complete the check-in.

15
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Confirming Trainer Attendance (Non-TPG courses)

To confirm trainer attendance:

On the 'Session details' page, select 'Confirm trainer attendance’' (refer to the screenshot
below). A confirmation prompt will then appear—click 'OK' to proceed with the confirmation.

D
@ My course Course details Attendance managemen Session detalls L i 2] 0 Trainer ¥
Trainer Ness Staff1; Pato Yu Trainer attendance ® Unconfirmed

Attendance marking
3Feb_Mod1 - 3Feb Madule 1

M session et @ 2012/2026 11:30 Attendance lock date @ 11/3/2026 00:59
B Overview 3 s Session time 47212026 09:25-11:30 Attendance markingstatus @ Pending attendance .
Overvie Session overview
. Session period 2hours 5 minutes Session notification Send notification
, In-dlass session for

P T mandatory quiz (Class A)

B Assessment management

ance QR cade
@ You cannot change the attendance or request for attendance change after the attendance request cut-off time. Attendance request cut-o...

B Export Confirm trainer attendance - 3

eri
- Learner name Learner ID User ID ndance status  Predefinedreason  Present
o.

1 , Learner M5004560Q

Picture reference: Session details page (TMS)

Marking Attendance Manually for Learners (Non-TPG courses)

To mark attendance manually, the steps are similar as above:

Step 1: Click My Course in the left navigation panel.
Step 2: Find the course.
Step 3: Click on the Module name link.

Step 4: Click on the Attendance management. The page will display sessions set up in
the module.

Step 5: Click on a session scheduled under the session overview.

: ou E—y— 2 £ e QO
; ° € CY0010 - Behavioral Addiction 1.0
N Session
. v CYD010 - Behavioral Addiction 1.0 - 1 (Class A}
a e
a & dance managemer it
P —
desdiine °
sesontine
Sesion peri
o -
B oo 8 coote > =
e 0 (@) Ao 0 (&)
sl
- wmo - o - e — ” e f— Wodtd  wadtadty

Picture reference: Session details page

Step 6: On the ‘session details’ page, trainers can view enrolled learners and their
attendance status. Select learner and click ‘Edit’.

16
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Step 7: Mark attendance by clicking present or absent.

® t  Semsion dtais n L e Q-

e ‘ € CY0010 - Behavioral Addiction 1.0

Picture reference: Session details page

Step 8: Click ‘Save’ after finishing the attendance marking.

Requesting an Attendance Change

To request for attendance change, simply follow the steps similar to “Marking Attendance
Manually for Learners (Non-TPG courses)” until step 6.

Onthe ‘session details’ page, trainers to tick the affected learners and click the ‘Request for
attendance change’ button. (see screenshot below)

© Session details 2 £ 0 Q-

® ’ € CY0010 - Behavioral Addiction 1.0

Picture reference: Session details page
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How to Access Zoom Meeting

Zoom Meeting can be accessed in LMS through two methods — the Course Page or the
Calendar. Follow the steps below to proceed:

Via Course Page

Step 1: On the TMS page, click the four-squared icon to switch to LMS.

3 D
. @ Dashboard HH N @ Trainer v
Dashboard L] o g
o : Learning
Dashboard w A Management Seeall
My tasks See all System

= [SST2109] How to go to sleep Mark your own attendance for Class A. PM View details

Picture reference: Dashboard page (TMS)

Step 2: A new tab will open, displaying the LMS home page. Click 'Course' and search
for the related course.

Step 3: Then, click on the ‘Play’icon ( @ ).

® Course

@

Ongoing courses (1) G Completed courses ... Overdue courses (0) EAII courses (1)

Q

Discover

©

Course

oo

[SST0987] Understanding
Singapore's Social Compact and...

Calendar 3 N/A

Picture reference: Course page (LMS)
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Step 4: The Learning Activities page will appear. Search for the relevant session with a
Zoom Meeting and click 'Join Meeting' to proceed.

Session 4 Zoom Quah Saw Han 11/7/2026 09:00 - 11/7/2026 13:00 Online (Zoom) (,168730)

° Session 4 Zoom Session 4 Zoom Unlimited Session 4 Zoom 11/7/2026 09:00 - 11/7/2026 13:00 Optional

Zoom meeting details

Course code SST0761_1 Course name Foster Parents Training - Fou...
Class Class A Learning path Learning path
Session/Content group Session 4 Zoom Audience type Individual

Meeting host ssi.officialzoom4@gmail.com Security Waiting room

Open time 11/7/2026 09:00 Deadline 11/7/2026 13.00

Meeting ID 96575563133 Passcode cF4ANgm

- | |

Picture reference: Learning Activities page (LMS)

Step 5: Upon clicking, the page will display the Zoom meeting details. Click 'Open' to
launch the Zoom meeting.

~ % Joinfrom Zoom Workplace app - X+ - & x

& X O https//zoom.us/j/351701203267pwd=bi1QQbtdPhbjgNbPHWvybUZSDFKbES. 1 #success A e s =8

zoom This site is trying to open Zoom Meetings. Support  Engleh

https://zeom.us wants to open this application.

[ Aways allow z00m.us to apen links of this type in the associated app

-

Once you install Zoom Workplace app, click Join from Zoom Workplace app below

Join from Zoom Workplace app

Picture reference: Zoom website

19
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Via Calendar

Step 1: On the calendar page, you can see days marked as 'Zoom Meeting'. Click on
them to view more details.

[ session [ Meeting earch t Q 2/3/2026

Today < > March 2026 ~

Sunday Monday Tuesday Wednesday Thursday Friday Saturday There are no sessions or
meetings
! ° 3 4 ® Zoom Meeting
© [S5T0937) Promote Diversity and Inclusion in Social
& NA
10
O Class A

Asynchronous ... | Zoom Meeting
Zoom Meeting

P> View session

Picture reference: Calendar Page in (LMS)

Step 2: To view the Zoom meeting and access the meeting ID or passcode, click “View

session.”
4 ® Zoom Meeting
& [55T0937] Promote Diversity and Inclusion in Social ...
2 N/A
11
Zoom Meeting © 11/3/2026 09:00 - 11/3/2026 17:30
18 Q ssi
P View session

Picture reference: Calendar Page in (LMS)

20



Version 1.0 (Updated: 16 July 2026)

Step 3: The Zoom meeting details will be displayed. Click 'Join Zoom Meeting'.

# Zoom Meeting & Ncss Staff10 3/2026 09:00 - 11/3/2026 17:30 Q 551 (168730)
Home
Session ~
Q @ zoom Meeting Zoom Meeting & Zoom Meeting @ 11/3/2026 09:30 - 11/3/2026 17:30 Optional
Discover
@ rsynchvonous E-learning
(2) zoom Meetin . .
% Zoom meeting details
Course code SST0937 romote Diversity and Inc
B, Discussion o Course name Promote Diversity and |
Class Class A Learning path Learning path
Calendar e
@ survey Session/Content group Audience type Individual
3 Meeting host Security Waiting room
My profile
Open time Deadline 11 1730
Meeting ID Passcode VagkaRE

Join Zoom meeting

Picture reference: Zoom Meeting Page in (LMS)

Step 4: A new tab will open, displaying the Zoom meeting details. Click “Open” to
launch the Zoom meeting.

~ & loinfrom Zoom Workplaceapp - X |+ - & x

& X B hitps//zoom.us/j/951701203262pwd=bi1QQbtdPhbjqNbPHwyvybUzZSDFKbES. 1#success A QR =@

zoom This site is trying to open Zoom Meetings. Support  English =

https://zoom.us wants to open this application.

[[] Ahways allow zoom.us ta open links of this type in the associated app

~ EE

Once you install Zoom Workplace app, click Join from Zoom Workplace app below

Join from Zoom Workplace app

Picture reference: Zoom Website
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Managing Assessment Information in TMS

Assigning Competency Grades to Learners

Follow the steps below to assign a Competent or Not Yet Competent grade to a learner:
Step 1: Go to My Course in the left navigation panel.

Step 2: Find the course.

© My course -] P 0 @ Trainer v

-}

Current courses  Completed courses

© Y | Searchby course nameorc.. Q

My course

]
My calendar ,-\\

[S5T2108] How to sleep (online)
© 5572108-260002

s 20/5/2026 00:00 -
= 30/11/2026 23:59

Mental Health

Blended {Asynch E-learning, Synch

Lresult shown

Picture reference: My Course page

Step 3: Find and click on the selected Module name link.

_E. ® My course Course details == P 9 0 Trainer v

]
Dashboard [S5T2108] How to sleep (online)

Course intake No.: 55T2108-260002
Course date: 20/5/2026 00:00 - 30/11/2026 23:59
Mental Health

Blended (Asynch E-learning, Synch E-...

My calendar B View surveys

Module name ’ Module code Module type
How to go to sleep 5572109 Core
Total 1 item Showrows: | 10 = - 1 Go

Picture reference: Course details page
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Step 4: You will be directed to the ‘Module details’ page, which displays a list of
learners who have enrolled. Click on “Assessment management” to proceed.

© My course Course

<

572109 - How to go to sieep

My course

B Overview
My calendar &7 Attendance management

B Assessment management

details

Module details

€ SST2109 - How to go to sleep

v 5572109 - How to go to sleep

Course name How to sleep (online)
Semester/Term

ule type Core

Computation rule

Calculated method By "present” session number

Approved absence counted as  Present
B+ Export
Learner name ©  Learner ID User ID
° Learner Learner Learner
o Learnerd4 Learner4 Learnerd
@ Pato Yu 1D0000001 nessuat@163.com

Class name

Class A

Class A

Class A

D
H A0 Qe
Course intake No. SST2108-260002
Credit units
Module notification Send notification
Monitoring method Accumulated
Y | Searchby arm D Q‘
Attendance Overall module
Module status
percentage grade
100% In progress
0% In progress
100% In progress

Picture reference: Module details page

Step 5: The 'Assessment Management' page will be displayed, showing the sessions set
up within the module. You will be able to view assessment information at the following

levels:

@)

information.

Module - Click Module overview to view the module-level assessment

Component - Click Component overview under a specific assessment to

view the assessment component information. An assessment component
can contain multiple sub-components.

@ My course Course details
<

5572109 - How to go to sleep

Overview

&7 Attendance management

E  Assessment management

Assessment management Component details

Sub-component details

€ S55T2109 - How to go to sleep

® Module

¥ 55T2109 - How to go to sleep - Written assessment

< Module overview
Credit units
B Written assessment

Score entry cut-off time

< Component overview

= Written assessment
Class A

# Edit 8 import B Export

Serial
No.

L

Learner name

[

14/12/2026 23:59

Learner ID

Learner

Module type

Attendance marking status

- [
Attendance
e Grade
status
Present Competent

Search by learner name or ID Q

L e Qe

Core

@ Artendance marked

Mapped grade

Competent

Picture reference: Sub-component details page
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Step 6: To manage assessment results, click on the relevant assessment sub-component
(e.g. Written Assessment, In-Class Assessment, Standalone Exam, or Assignment).

Then, select the learner. Click Edit.

D
2 @ Mycourse  Coursedetalls  Assessmentmanagement  Componentdetais  Sub-component details H I el 7 @ Trainer ¥
-] ¢ & 55T2109 - How to go to sleep
Dashboard
S5T2109 - How to go to sleep @ Module N
© ~  S5T2109 - How to go to sleep - Written assessment
My course
B Overview > Module overview
Credit units Module type Core

My calendar

s
& Attendance management B Written assessment

Score entry cut-off time 14/12/2026 23:59 Attendance marking status ® Attendance marked
g I ——
= Written assessment
eclassA
# edit |8 import B+ Export & Download schedule letter e
Serlal Attendance
[ Learner name Learner ID Class name Grade Mapped g
No. status
vl b o Learner Learner Class A Present
2 o Learnerd Learnerd Class A Absent Not yet competent Not yet co
3 @ Pato Yu 10000001 Class A Present
. .

Picture reference: Sub-component details page

Step 7: In the 'Grade' column, you can assign each learner a grade of either Competent or
Not Yet Competent.

D
© Mycourse  Coursedetails  Assessmentmanagement ~ Componentdetails  Sub-component details B &0 @ Trainer v
§ b & SST2109 - How to go to sleep
Dashboard
$5T2109 - How to go to sieep © Module &
© v S5T2109 - How to go to sleep - Written assessment
My course
B overview 9 Module overview
a Credit units Module type Core

&’ Attendance management -
My calendar - b Written assessment
8 Score entry cut-off time 14/12/2026 23:59 Attendance marking status ® Attendance marked

B Assessment management - Component overview

< Written assessment
Class A

nérsmEariD | Q

Serial Attendance
Learner name Learner ID Class name Grade Mapped g
No. status
v o Learner Learner Class A Present
2 ° Learner4 Learnerd Class A Absent Input keyword Q
3 @ Pato Yu 1D0000001T ClassA Present Competent

Not yet competent

[omes |

Picture reference: Sub-component details page
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Step 8: Click Submit. When the notification appears, click OK to confirm.

Submit the academic result

You are about to submit the scores. Are you sure you want
to proceed? Once you click "OK", the scores will be uploaded
to system.

Picture reference: Sub-component details page

You will receive a notification confirming that the selected learner's score has been updated.

v The score was updated. x
2/7/2026 16:12:20

Picture reference: Sub-component details page
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Entering Scores for Learners

To input scores for learners:

Step 1: Click My Course in the left navigation panel.

Step 2: Find the course.

Step 3:

Step 4: Click on the Assessment management. The page will display assessment

management page.

Click on the Module name link.

@ My course Course details Assessment management

5510987 1-2 - Understanding
sing: lal Compact and
Socis

© Module ~

+  Module overview

B Overview

€ 55T0987_1-2 - Understanding Singapore's Social Compact and Social Policies- 12

v S5T0887.1-2 - Understanding Singapore’s Sacial Compact and Social Policies- 12

Understanding Singapore’s

@ rone

B cse3oz N Course name Sacial Compact and Social Course intake No. SST0987-260001
& Atendance management Policies
3 Component overview Semester/Term SST0987-260001-1 Credit units 1
¥ In-class exam
Module type Core Mm".“um o 5%
requirement
Score entry cut-off time
Assessment weightage
In-class exam
100%
& Import  B» Export 03 | Search by learner namear D Q
S l In-cl
N‘a“ Learner name Learner ID User ID Module score Module grade Attendance percentage e"x;:‘
1 @ comer Leanert Learner? 100 A 100% 100
2 @ corvers earmers Leamer8 100 Ar 100% 100

Picture reference: Assessment management page

Step 5: Select one of the sub-components within the module (e.g in-class exam).

@ My course Course details

S5T0967_1-2 - Understanding
Singapore’s Sacial Compact and
Secial Policies- 12

B Owrview

2 Antendance management

B Assessment management

Assessment management

@ Module -~

3 Module overview

B case3m ~

- Component averview

Companent details

Sub-companent details

€ $5T0987_1-2 - Understanding Singapore's Social Compact and Social Policies- 12

w  55T0987_1-2 - Understanding Singapore's Soclal Compact and Soclal Policies- 1 2 - In-class exam

Credit units

Base score

Score entry cut-off time

Class A

# Edit 8 import B Export

serlal | qamer name
Ho.

1 ° Learner1
2 [ JE
3 ° Learner3
4 ° Learnerd
5 Q e
6 O earmers

100

Learner ID

Learner]

Learner?

Learnerd

Learnerd

Learners

Learner6

User ID

ME004560Q

M5004553L

ME0D4556T

Learnerd

Learners

Learner6

Module type

Welghtage (%)

Attendance marking status

Class name

Class A

Class A

Class A

Class A

Class A

Class A

£eo

Core
100%

® attendance marked

3 | searchbylearer nameor i Q

Attendance

status Seere
Present

Present

Present 100
Present 100
Prasent 100
Present 100

Mappe

A

Ar

A+

Picture reference: Sub-component details page
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Step 6: Tick the selected learners and click ‘Edit’.

detail Component details Sub-component details -] .&B e @Tramerv
' 1-2 - Understanding Singapore’s Social Compact and Social Policies-
< ¢ 4 55T0987_1-2 - Understanding S Social C t and Social Policies- 12
© Module ~
v S5T0987.1-2- Understanding Singapore's Sacial Compact and Social Policies- 12 - In-class exam
My course
< Module averview
8 B Overview Credit units 1 Module type Core
calendar
My B ase3n Base score 100 Weightage (%) 100%
& Atendanc gement
> Component overview Score entry cut-off time At gstats @
t nt
B Assessment manageme: 3 indasseam
ClassA
- Import B+ Export s [ | Searchbyleamer nameorid Q
serial Attendance
. Learnername ©  Learner ID User ID Class name Score Mappe
No. status
=1 K oLearneH Learnert M5004560Q Class A Present
vI]: Q@ ez Leamenz M50045591 Class A Present
3 ° Learner3  Learner3 MS004556T Class A Prasent 100 K
4 @ oot Leamens Learneré Class & Present 100

Picture reference: Sub-component details page

Step 7: You may now enter the scores for the respective learners
may add remarks when you scroll to the right.

. Additionally, you

o jetail: Compone: Sub-component detalls -] P 0 @ Trainer v
¢
€ S$5T0987_1-2 - Understanding Singapore's Social Compact and Social Policies- 12
S5T0887.1.2 - Understanding @ Modue
Singa pact and
‘soctal Policies- 12 ~  55T0987.1-2- ore's Soclal Compact les- 12 - In-class exam
3 Module overview
@ Ovenvew Credit units 1 Madule type Core
B cse30z
& Attendance management Basesco e o Weightage (%) oo
# Component overview Scare entry cut-aff time Attendance marking status ® Attendance marked
B Assessment management 3 inclass xam
Class A
s 03 | Search ]
Serlal | rmer name Learner ID User ID Class name e Score Mappe
No. status
v o1 o Learner! Learner] M50045600Q Class A Present
v 2z o Leamer2  Learner2 ME004553L Class A Present
3 o L Learner3 ME004556T Class A Present A

Picture reference: Sub-component details page

*Note: Trainers can modify the scores until the submission deadline or score entry cut-
off time. They will receive assessment reminders based on grade confirmation status.

Step 8: Click ‘Submit’ after entering the score and/or remarks at the bottom of the page.
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Bulk Importing Learners’ Exam Results

To bulk import learners' exam results, follow the steps below:

Step 1: In ‘Assessment management’ page, select the exam and clickiit.

Step 2: Click Import above learner list.

tmanagemelt | Componentdetails  Subscompanent details n £ @ o v

4 S55T0987_1-4 - Understanding Singapore's Social Compact and Social Policies-14

@ Module -

v S5T0987_1-4 - Understanding Singapore's Social Compact and Social Policies-1 4 - In-class exam
2 Module overview

8 Overview Credit units 1 Madule type Core
B case30d -
& Attendance management Lo 100 Weightage (%) 100
o* Component overview Score entry cut-off time. Attendance marking status @ Pending attendance
t
B Assessment managemen! o —
ElasE
e« [Q | Searchbylesrner nameoriD Q
Serial Attendance
} Learner name Learner ID user ID Class name Score

No. status

Na items to shaw in this view.

Picture reference: Assessment management page

Step 3: Click ‘Download the template file’, fill in the information and upload the
updated file.

A~ I Ey Cinrnmmenie Camtal

Import the scores X

Download the template file first, fill in information in the file,
and then upload the updated file.

Drag a file here, or browse
Up to 10 MB (XLS, XLSX)

cancel “ |

Picture reference: Assessment management page

e

Step 4: Click ‘Submit’. A confirmation prompt will then appear—click 'OK' to proceed with
the confirmation.
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Marking Assessment Results for In-Class Make-Up Sessions

To mark results for in-class make-up session:
Step 1: In the ‘Assessment management’ page, select the assessment and click onit.

*Note: The assessment must be an in-class sub-component assessment.

Step 2: Select a learner and click ‘Mark make-up score/grade’.

¢ - —_— ‘ 5 S ok (SbCoMpeNInaNE T -l

o

€ 7711 - Tiara-7-11

=]

My course =] rview v T711-Tiara7-11 - tiasub

- Sy OIS B tacomp

Picture reference: Assessment management page

Step 3: Click ‘Edit’ and select a grade. Then, click ‘Save’.
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Marking and Reviewing Assessment Tasks in LMS

Marking Quiz and File Submission Assessment Tasks

To mark assessment tasks such as quizzes and file submissions, follow the steps below:

Step 1: On the (TMS) page, switch to Learning Management System (LMS), the four-
square icon on the top right corner.

I
' Learning

\n Management See all
System

Picture reference: Quick Link

Step 2: Click ‘Result’ on the left navigation panel.

Step 3: Click ‘Assessment tasks’.

& Resut u 2 e O

Non-assessment tasks

Picture reference: Result page in Learning Management System (LMS)
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Step 4: On this assessment tasks page, trainers can view various assessments requiring
marking. Locate the selected task and click the 'Mark' icon.

u S5T0991 - tack 01

[

2z

# hak e

Picture reference: Assessment task page in Learning Management System (LMS)

Step 5: On the selected task page, to mark the Quiz/file submission, scroll right to the
‘Action’ section and click the 'Mark score' button next to each learner.

Trsplay arewes. NG

Access code required o
Instruction to learners N/A
¥ Mark score 1/1submitted  1/1 marked  0/1 published
Publish status: All Show all tasks need to be marked | Search by leamer name/ Q

U Se SER G e Publish scores to learners ¥ B+ Publish for final course grade ¥ B» Unpublish * @ Extend deadline * & Send notification ~

L Download assessment acknowledgements ~

Attempted/...  Submitted synchren... Published Learning
= " Marking progress Score Pass/Failed Acknowledged Publish status & A 9 Action l
attempts time time time progress

2/10/2025 /1 questions

1 - " 2/10/2025
659 marked ® Pass No Not published 723 305 Mark score
—

1/Unlimited

Picture reference: Selected quiz in Learning Management System (LMS)

Step 6: Upon clicking 'Mark score', trainers will see the quiz/file submission display
page where you can mark scores and input comments in the boxes.

- = =2 P o O

@ S35 Leamer0l

T .
“ Sectiont Mark score & S
* 1 Question 1 input comments here "
—
£ O »
Scon
Comments
— .

Picture reference: Mark score page for Quiz in Learning Management System
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Youwill also be able to view the similarity report percentage forthe learner's submitted
file.

Mark score,

input comments &
reference file here

N

Similarity report

Picture reference: Mark score page for File Submission in Learning Management System

After marking, trainers can select 'next learner' to proceed to the next learner's quiz.
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Reviewing Learner’s File Submissions via Turnitin

Turnitin is the plagiarism checker used by SSI to detect plagiarism and check the
similarity scores of assignment submissions. To review learners’ assignment submission
using Turnitin, follow the steps below:

Step 1: On the (TMS) page, go to My course on the left navigation panel.

Step 2: Find the course and click the course name card.

Step 3: You will be directed to the ‘Course detail’ page. Click on the Module name link.

© Mycourse  Course details P i - Q reve ~

f’; ncss zw==  [CYBAC0010] Behavioral Addiction Course
Course intake No.: CYBACDO10-250003
Course date: 24/1/2026 00:00 - 30/1/2026 23:59
Children & Youth

- Blended {Asynch E-leaming and .
B View surveys

Medule name Module code Module type
‘Behavioral Addiction 1.0 _ o010 Elective
Total 1 item Show rows: | 10 = n 1| 6o

Picture reference: Course detail page (TMS)
Step 4: You will be directed to the 'Module detail’ page, where the session detail page will

appear with the session overview tab displayed. Click on the Attendance management
tab.

Step 5: Click the > Action button.

Attendance management n L 9 Qe

<
v CY0010 - Behavioral Addiction 1.0

M Session
Course name Behavioral Addiction Course Course intake No. CYBAC0010-250003
% Seon cvariew Semester/Term Credit units.
2> ass Al -
Module type Elective Module notification Send notificatior

Minimum attendance

80%
requirement
Computation rule
Calculated method By “present” session number Monitoring method Accumulated

Approved absence counted as  Present

My sessions Al sessions
GY
name Mode of training Trainer attendanc tion
Synchronous =
A ® Pending attendance marking ® Unconfirmed
3 I
Total 1 item Showrows: | 10 n 1| o

Picture reference: Attendance management page (TMS)
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Step 6: You will be redirected to the Learning Management Page (LMS) in a new browser

tab. Click the View submission button.

Allowed number of attempts

Compulsory or ptional

Passing scare
Enable similarity check No
Access code required Mo

7. This quiz is not only about recall—you are encours

options

Course code oot
Class Class A
Session/Content group 1
Audience type indrvidua

de a short but dlear response in your ow

2 &2 © 0

Unlimited 1 10/1/2026 00:00 - 13/2/2026 00:00

provided

n words.

quiz
ply concepts to real-lfe scenarios where relevant.

& Your responses will be used to gauge your learning and identify areas for further discussion,

Course name

Learning path

Open time

Deadline 13/2/2026 0000
Full marks

Marker

Automatically publish score Mo

Display correct/model answ...

Picture reference: Learning activities page (LMS)

Step 7: You will be redirected to the respective 'File submission' page in a new browser
tab. Inthe 'Mark score' section, scroll to the right and click the Mark score button.

-y Addicton Quiz 2 @ 2 0 0
SOMRCHEAY e Notify learners to complete th. ’1' X
Notiy stat o mark score for | » Notify earmers of thei overdh
v Mark score 0/2 submitted 272 marked 072 i
a il be mark Q
[ B Publia final course grade v [ Unpublish v @ Ex c 88 Send notification ~
& oo
Attempted). Submitted Synchron Published  Learning
Marking progress. Score Pass/Faded Acknowledged Publish status. Action
attempts time time L iog.m
red [
d Mar

Picture reference: File submission page (LMS)

Step 8: The mark score page appears and the following information is displayed:

e The uploaded file name

e Similarity score

*Note: The similarity percentage is displayed below the learner’s answer.
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Step 9: Click the & button in Similarity score item. The Turnitin details page appears.

*Note: The system will not check uploaded templates for similarity scores when viewing
score details.

Al Writing detection: In the Turnitin page, trainers to note that if a submission exceeds
30,000 words, the Al writing detection feature will not be available for that submission.
This is a Turnitin limitation and has also been publicly documented by Turnitin.

Step 10: Enter the score and comments in the 'Mark score' section. The score and
comments will be saved successfully.

Then, move to the next learner by clicking the Next learner button below.

After entering the scores and comments for all learners, click the Close button.

- Resul " Mark score n 2 a2 @ 0

al addiction was visible (e.g, gaming, gambling, social media) Section 1

Mark score

Score

Model answer:
Comments

Model Answer
Signs or behaviours indicating a possible addiction:

Picture reference: Mark score page (LMS)

Step 11: After clicking 'Close’, you will return to the 'File submission' page. There is no
need to publish scores to the learners.

Instruction to learners N/A

v Mark score 1/1 submitted  1/1 marked 071 publishes

Publish status: All B [ Show all tasks need to be marked | Search by leamer name/ID or... Q

EEE L (VIR Es Publish scores to learners ~  [Bs Publish for final course grade ~  Bs Unpublish = @) Extend deadline ~ & Send notification ~

& Download assessment acknowledgements ~

Learner Submission Attempted;/... Submitted

[] teamner B o Deadline pr— e Marking progress ~ Score Pass/Failed Acknowledged  Publish status
status attempts ime
2/10/2025 2/10/2025 171 questions
] o Learner7 Leamer? @ Submitted 17—5; 1/unlimited 12-5; marked 1 ® Pass No Not published
My profile b —
. |

Picture reference: File submission page (LMS)

35



Version 1.0 (Updated: 16 July 2026)

Generate QR Code for Surveys

To generate QR codes for learners to complete post-course evaluation, follow these
steps:

Step 1: Click 'My course' in the left navigation panel. Select 'Current courses' tab to
view the list of courses you are currently assigned to as a trainer.

© Wy course 2 £ 0 Qe

Current cours: es | Completed courses

here are no courses to show

Picture reference: My course page in TMS (Trainer profile)

Step 2: Select the course.

Step 3: You will be directed to the course detail page. Click the View surveys on the right.

© My Course detalls EH -Q (2} @ Trainer v

[S5T0987) Understanding Singapore's Social Compact and Social Policies
Course intake No.: SST0987-260002

Course date: 23/1/2026 00:00 - 11/2/2026 23:59

My course Current semester/term: SST0987-260002-1

Academic Programmes

a8 Asynch E-learning
My calendar B View surveys

Module name Module code Module type Semester/Term

Understanding Singapore's Soclal Compact and Social
Policies-14

Picture reference: Course details page in TMS (Trainer profile)

55T0987.1-4 Core SST0987-260002-2
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Step 4: A 'View survey' pop-up page will appear. Tick the appropriate survey and click
the Generate QR code button.

View surveys ®
82 Generate QR code
[V No. Surveyname® ©  Surveytype  Course/Mo.. PDU/MC ©
5510987
Test [SST0987) Ad-hoc ;"d«s:::‘rg
@ Understanding oy
Singapore's Socia., Y Sioc)
Compact and
Social Policies
Total 1 item Showrows: | 10 = | Page 1 !ol!

Picture reference: View surveys page in TMS (Trainer profile)

Step 5: Anew tab will open, displaying the QR code that learners may scan to complete
their survey.

() Vitae

For Uteiong Learing.

oo
aM
Scan QR code

Print this QR code and send it to users to complete the survey.

Survey name: Test [SST0987) Understanding Singapore's Social Compact and
Social Policies

Course intake No.: SST0987-260002

Picture reference: Scan QR code page in new tab
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Managing My Profile

You can view your profile information and make modifications by submitting an update

request.

To view your personal information:

Step 1: On the Home page, go to your trainer profile dropdown in the top-right corner.

Step 2: Select 'My Profile'.

© Dashboard

My tasks

SSI Advanced Certificate in Social Service M3 Complete the attendance marking for learners in Class A

DSS: Apply Writing and Presentation Skills (T2) Complete the score entry for In -class exam. In -class

dvanced Certificate in Social Service M4 Complete the attendance marking for learners in Class A,

= 2 9 OT'axnerv|

n % NCSS ILTMS

My profile

Sign out

Picture reference: Trainer Training Management System (TMS) Home Page

Step 3: You will be directed to the Personal particulars page where all your personal

information is displayed. (see screenshot below)

& My profile Personal particulars
o ¢
shboard )
Personal particulars
B Personal particular
©
My course
. A Notification Upload i
B
My calend Upto 5 MB.
B Payment advice

~  Personal information

Name |
NRIC

Date of birth

Address

Mobile number

Department

Job classification group

n L 9 Qe

& Download resume

& Edit

User ID

Sex
Nationality
Postal code
Email address

Job classification

S5G registered ID type

Picture reference: Personal particular page under ‘My profile’
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Step 4: From this page, trainers can view and edit:

e Profile Picture

e Personalinformation

e Certifications/Qualifications
e Teaching experience

*Note: For ‘Bank details’, this field is not applicable for SS| trainers.

Step 5: Once you've finished updating the fields, click ‘Save’.
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How to View Your Notifications

To see list of notifications on my tasks and activities:

Step 1: Navigate to the dropdown on trainer and click on My Profile.

2 © Dashboard = ° 9 © e v
4 L]
& NCSS ILTMS
My tasks Seea

=) My profile

3] 551 Advanced Certificate in Social Service M3 Complete the attendance marking for learners in Class A Sign out

2] HDSS: Apply Writing and Presentation Skills (T2) Complete the score entry for In -class exam. In -class
jetails

S| Advanced Certificate in Social Service M4 Complete the attendance marking for learners in Class A,

Picture reference: Trainer Training Management System (TMS) Home Page

Step 2: Click on Notification.

= & My profile Notification H ;0 (7] o Trainer v
¢
e Selectall | Deselectall W | Search for notification Q
Dashboard
B Personal particular
My _?”_M Class confirmation - S5T0802 Higher Diploma in Social Service (T) - 6/1/2026 - 1/2/2026
/112026 21:
A Natification @ 51720262122

[
My calends Class confirmation - 55T0802 Higher Diploma in Social Service (T)- 10/12/2025 - 12/12/2025
B Payment advice © 512720251236
Class confirmation - S5T0802 Higher Diploma in Social Service (T) - 8/12/2025 - 11/12/2025
© 91212025 11:53

Class confirmation - S5T0802 Higher Diploma in Social Service (T) - 5/12/2025 - 12/12/2025
© 41212025 15:52

Picture reference: Notification Page

Here, trainers can view all notifications for class confirmations and any updates related
to classes, exams, and assignments.

Step 3: Click on the list of notifications, it will open a pop-up box containing the details.

3 & My profil L .
= DBl o G Notification details x
<
-] @ Delete Class confirmation - SST0802 Higher Diploma in Social Service (T) - 6/1/2026 - 1/2/2026
Dashboard
© 5/1/2026 21:22
© BB Personal particular
My course O ConeEm it Dear Nadzirah,
& Notification © 5/1/2026 21:22
- : We are pleased to CGuuu s wis wurnmencement of the course: SSTOB02Higher Diploma in Social Service (T)
Course duration: 6/1/2026-1/2/2026
My calendar [ Class confirmation - SSTO Venue: 551
B Payment advice © 9/12/2025 12:36 Refer to the list below to check the enrolled learners.
Learner6
[] Class confirmation - SSTO Thank you.
© 9/12/2025 11:53
Attachments
Class confirmation - S5T0 re .
© 4/12/2025 15:52
Documents
l [ | Class confirmation - S5T0 o doramenE oW

Picture reference: Notification page under’ My profile’

40



Version 1.0 (Updated: 16 July 2026)

Managing My Timetable

Viewing My Timetable
Step 1: Click ‘My Calendar’ on the left navigation panel.

Step 2: On ‘My Calendar’ page, view the session by toggling between Calendar view and
Table view (the two icons beside the search bar on the right).

o Calendarview-Allsessionsin current month are listed on the monthly calendar.
o Table view — Trainer can see all arranged sessions on that day. Use the ‘date
range’ filter to view completed or upcoming sessions.

# My calendar 2 L e Qe
.
°  premm Calendar view S =
=]
T ] ¢ > February2026 -
Certificate in Social Service M3
S5TOB66 S5TOB66._3 - 551 Advanced
o ] Certificate in Social Service M3
5 mndanadowh ==
3 - 551 Advanced Ci Service M3
T —
T e
e e s mva
SSTO866 SSTOB66_3 - SSIAd... | SSTD866 SST0866 3 - 551 Ad... SST0866 SST0866_4 - 551 Ad...
S5T0866 SSTOS66_3 - 551 Ad.
- (4]
B My calendar n LY e Qe
_ 0 &= T Q
Q
Monday, 23 February 2026
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Version 1.0 (Updated: 16 July 2026)

Setting My Unavailable Time

Trainers can specify times when they would not be available for session assignments. To
set an unavailable time, follow the steps below:

Step 1: Click ‘My Calendar’ on the left navigation panel.

Step 2: On ‘My Calendar’ page, click on the set unavailable time button.
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Step 3: A pop-up box will appear. Fillin the information needed.
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Step 4: Then click ‘Save’.

42




Version 1.0 (Updated: 16 July 2026)

Downloading My Timetable

To download the timetable, follow the steps below:
Step 1: Click ‘My Calendar’ on the left navigation panel.

Step 2: On ‘My Calendar’ page, click on the Download timetable button.
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