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How to register for a SRPNET account (For new partiipating companies only)

Company Registration

Please complete the online formn to register as a member,

Figlds in ®* are mandatary and must be entarad. A

UserfLogin ID:* ]

Password:* 1 wharaﬁ rs)
Re-type Password:® i \ B

General Informatio

Company Mame:

{as in Registry of 1
Companies & Business)
*

Company Registration 1
Nuamber:#

Company Branch 1
Location:z*
Blk fHouse No |

1. To access the company registration page, go ttotlosving url:
https://www.srp.org.sg/srp/srppcRegistration

2. Complete all the required fields in the page. Haldnote by an * are mandatory.

Legend

A) User/Login ID - Company can select any user id (User ids aiguenno 2 user can have the same user id)
B) Password - Company can select any password

C) General Information - Fields under th&eneral Information section contains company’s details
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Contact Information

Contact Person:™

Designation:*

Tel No:* D

Fax No:*

CEO/MD Name:*

CEO/MD Contact No:* E
CompanyDetails o —— |

Union :* w
G5T No:

Nature of business:* Manufacturing it

Industry:* AEROSPACE v
SME* Yes v

Definition of SME: Small and Medium Enterprises {SMEs) are defined as companies with at least 30% local ownership, with fixed asset
investments of not more than 515 million and, if in the services sector, employment size of not more than 200.

Total number of employee:*

Annual training budget as % of

Company Payroll: NIL ¥

User Email Address:*

We declare that we have read and accept the Agreement hetween the Singapore Workforce Development Agency (WD A) and
Applicant Companies wing SRPNet and Applying for Absentee Payroll or Training Allowance. We declare that all
information and particulars provided in this Registration Form are true, complete and accurate. We furither declare that we
have not withheld or distorted any information or particulars required under this Registration Form. We understand that if
any information or particulars provided by us is falze, inaccurate, distorted or miskeading in any way: (a) We may he guilty of
an offence under Singapore law and may, therefore, be subjecied to prosecution; (h) The Singapere Workforce Development
Agency (texmed as “WDA® henceforth) may, at its ahsolute discretion, texrminate the Services and/or our access to the System;
(c) WD A andfor its authorized agencies may forthwith recover firom us all amounis dishursed by WD A and for its authorized
agencies to us or to any other party; and (d) WDA may take such other action as it shall he entifled to under the Singapore
Workfarce Development Agency Act, Cap. 305D, the Skills Development Levy Act (Cap. 306), as applicable, and such other

applicable laws, as it deems fit.

3. Complete all the required fields in the page. Faldnote by an * are mandatory.

4. Upon completion of all the required fields, click the“l Agree” button to submit your company
registration application.

Legend

D) Contact Information - Fields under th€ontact Information section contains information on the contact pefsothe
company

E) Company Details - Fields under th€ompany Detailssection contains information on the company’s Wniodustry,

SME status, nature of business, etc.

Note
** For companies who are Non-Unionised, pleasecs®©N-UNIONISED from the drop-list.
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Thank you for registering. You will receive your registration status via e-mail within the next 3
working days. Upon approval, you can use your user ID and password to login,

5. Upon successful submission, you will see the alpage.

6. WDA will review the application and upon approwabu will receive an email notification. You will ¢im
be able to login to SRPNET at the following unitp://www.srp.org.sg

Note
** For newly registered companies, you will not&lgle to login to SRPNET until you receive an emaiification informing of the
approval status.
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Login to SRPNET (Applicable for newly approved paricipating companies only)

7. For newly approved companies, you will not be dablsubmit any application until you have updatedryo
company’s GIRO information

Under theGIRO Information section (refer to the functions menu to the I&éfgaur screen), seledaintenance

#® ppplication

8 Acknowledgement

Alpdats Interbank GIRO Scheme Direct Credit Authorisation:
® Cancellation - \ F
#® Save APP Payee's Name |

® Cancel Save APP
8 Adjustment
Support Endorsement Level:

8 Job Placement
Update Unit Mo:

BlkfHouse No:

® Claim Status

Street Name:

Enquiry
® Trai Claimabl
- _ralnee aimable Building Name:
Limit
# Trainee Status & Postal Code:
Claim Limit Enquiry
(Owerview) Tel No:
® Application
Download F oo
® Survey Submission Payee's Bank Particulars:
rmation Bank Name: [
® Maintenance Branch Name: t
E Bank No: [ G

® Change Password
8 Update Profile
® Add User Account MNo:

e Branch Address: o —— | H

BlkfHouse No:

Branch Mo:

9. The above screen will be displayed. Fill in all fledds before selectingpdate.

10. Thereafter, please download the Interbank Giro Hoom the SRPNet
(http://www.srp.org.sg/company/GIRO_Form.pdfomplete and send the form to the bank for
endorsement before mailing it to WDA for the adiiwa of your GIRO account

Legend
F) Interbank GIRO ... - Fields under thinterbank GIRO ... section contains information on the company’s itketa

G) Payee’s Bank Particulars- Fields under th®ayee’s Bank Particularssection contains information on the company’s bank
account details

H) Branch Address - Fields under th8ranch Addresssection contains information on the address ottmapany’s
bank

Note

** Absentee payroll will only be disbursed to compga corporate bank account. Funds will not be walised to individual bank

account.
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Submitting your absentee payroll claim via SRPNET

: Abientes Payroll ang ﬁ-DP“ﬁﬂOH

Claims

Existing Employees ) In-Employment Training 4\

Welcome to SRPNet — Absentes Pavroll Application

Kindly note that spphication of abseates payroll fonding most be made via SEPNet ot least ONE DAY before the course commences.

Chick “Next” to proceed with your spphication if the following tenms & condstions on the sward of absentes payroll traméng incentive(s) are
agressble-

Notes;

*  Absentes payroll funding is awarded to the appbcant compamy to defray the manpower cot incurned when its employee(s)
pitend(s) traming DURING and 'or OUTSIDE working hours.

+  For tnicing conducted OUTSIDE working hours, the applicant company ust disburse the said sbseater payroll fonding
together with employer's top-up to the trainee(s) direct within the nest calendar month from the dute of receipt of absentes
pavrell funding

*  Absentes pryroll fundeng rate i3 pagged to the prevailang rate at the time of application and it is not applizable for on-the-job

ftruning

+ To ¢ for absentee pryrodl e ¢ st be registered o inc ted i § a=zd
the full course trainmg a?f:i mpmﬁmﬁ1 :mmzmedm: m!s; mqpprmm absu::‘pm .ﬁmdm;m

o The eliphiBty critens for sbsentee payroll fundng are-

o Tramess muat be Simpapore Cetizens or Sinppore Perman int Residenty
e ‘In:::;hm'. achieve at Jeast 75% attendince and st for all prescribed enamimations requered by the course, if
- l;J‘.:'me:n must be m direct employment of the applitant companmy duning the full course trzning

o Vistt woow g orpag for the latest fundeng rates and eligibeity enteria. Funding rates and elipibality entena are subjected to
changes without prior potice.

o Appheation of shuntes payroll sipnsfies agreement by the spphcant compary to accept afl the terms & conditions for the
wovard of absentes payroll traning meentove(s) and company alse agrees to submit any evidence whach may be called form
sopport of this clam,

o WDA reserves the rght 1o niject aay claem for SRP funding without assignmyg any' reason or explanation.

& Add User :
- e Customer Senvice Hotlme: 6383 5885
® Logout Fax 6512 1333
E-mail wda_sip@wdsgovsg
INe:d

11.Under theAbsentee Payroll Claimssection (refer to the functions menu to the |&fgaur screen), select
Application

12. Select the&existing Employees >> In-Employment Trainingoption before clicking ofNext

Legend
I) In-Employment Training - Refers to company applying for absentee payrolefasting employees
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Absentes Payro
Claims '

Application
Acknowledgement
Update
Cancellation

Save APP

Cancel Save APP
Adjustment
Support Endersement
® Job Placement
Update

® Claim Status
Enquiry

#® Trainee Claimable
Limit

® Trainee Status &

Clain 1 imit Fronire

Funding Application

Training Institution “CP b

Kindly select the trarang institution that you have enrolled your eraployee(s) for tranng and click “Nesxt™ to continue with the application v

SEPNet’s Useful Tip:-
To find out rore on the other 1,800 courses supported by SEF, please visit our website or follow this link hitps ey sip org sgfsrplengCon

13. Select the appropriate training institution frore tirop-list before clicking oNext

® Application

8 Acknowledgement
® Update

® Cancellation

® Save APP

® Cancel 5ave APP
8 Adjustment
Support Endorsement
8 Job Placement
Update

8 Claim Status
Enquiry

# Trainee Claimable
Limit

® Trainee Status &
Claim Limit Enquiry
(Overview)

# Application
Dowvenload

® Survey Submission

Funding Application

Course ¥
Provider: A
Course [ .-~
Title |"ABCtest
Tend

Kindly select the appropriate course title that you have enrolled your employea(s) for traiming and click “Next” to continue with this
application.

Notes:
o  Check with your course provider if you are unsure of the course title.
»  Each absentes pavroll application represents enrollment for one course module with same period ie. course start date and end
date, regardless of the class run and the no. of emplovee(s) enrcllzd.

If further clarification is required, kindly contact us at wda_sip@wda gov.sg

14.Select the appropriate course from the drop-litrieeclicking onNext
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Funding Application

Company Name:

(as in Registry of Companies & 15 MIMNUTES OPTICAL HOUSE

business)

Course Title ITEC DIPLOMA IN HOLISTIC MASSAGE

Course Provider CITISPA

Mode of Training o SoitFime—CPart Time J
Course Reg. No < [ ] K

(e.g Class or invoice nu]:‘ | [

Duration of training per trainee (excluding meal breaks)

Mo. of classroom training hours
(Theory) |125'|:”:| |

Mo. of Practical hours: |25_UU |

Mo. of on the job training hours: |U.UU |

Other course information

4

Start Date 116 [»|| AUG w2007 ¥

End Date (including exam) | v|| v|| v|

Course fee per trainee (excluding GST, |
Exam fee and Registration fee) ———_

15. Fill in the required information before clicking dfext

Legend
J) Mode of Training — Refers to whether the training is being doné-fiiaue or full-time

K) Course Reg No- Refers to the reference number for the couEsg. Receipt number / course batch id given by ymining
provider, etc ...)

L) Start/End Date— Refers to the start and end date of the coBtsase note that the end date is inclusive of Xaenaation
period.

M) Course fee per trainee ..- Refers to the amount of course fee each tragmekarged. (Fees should exclude GST, examination
& registration fees)

Note
** Companies are required to submit their absepsegoll application at least 1 day before coursame@ncement date
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16. Complete the required fields for the trainggéint: If all 5 trainees have the same occupatimnselecting
the appropriate occupation at thiétfainee, followed by clicking on th@ccupation Same for Allbox,
data will propagate down for the remaining 4 trameClick on thé-ull Description link to view more
examples for the occupation classification)

17.1f you are submitting application for more tharr&itees, click oiAdd Trainee(s) for the next entry

screen. Once you have completed entering the gétaifll the trainees, click ddubmit

(Hint: If you're applying for a group of traineesrfthe same course during the same period, yoaldesto
use theUpload Trainee Profile function. See pagg0 for more details)

Note
When keying details under “Basic Monthly SalarytdaBasic Hourly Salary”, please use the following
format, (eg: 100.00)

When keying the NRIC of the trainee, DO NOT inpﬁ’.
18. Select the “SPUR ($6.00/$6.80) wef 1 Dec 2008™nirthe drop-list before clicking ddext
Note: This section is only applicable for companiggbmitting an application for courses under SPUR.

For other courses, the below screen will not be kpgble.

Funding Appllcation

Course Prowvider: MATIOMAL PARKS ROARD, INDLUSTRY DIVISTON
Course Tlte: WSO LANDSCAPE - MAIMNTALN PLAMTS
Fumiling Sodoeme |H|—’1. JE [EROER By warl T Ll 20HR j

Next]

Koandler gulacl tew appongissets Tundieys sekwmes Leom Uhe doop-Led balom el ke on Meat o condoes walh Dhe agplcalion

* If you are sending your staff for training by yoawn in house trainer, please select “Normal/Eckdn
from the drop down list.
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19. After clicking onNext, you will see the above confirmation screen. R”leasify and ensure that all details
are entered correctly before clicking Snbmit.

'\

IMPORTANT NUMBER [~

20. After clicking Submit, you will see the above screen informing you airyBRP reference number. This
SRP ID is unique and shall be quoted by you shthdce be any enquiries with WDA. An email
notification will also be sent to you with detailtthe absentee payroll funding applied

You have successfully applied for absentee payiatiding
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How to acknowledge your absentee payroll claim

\ SRP ID

21.Upon the successful application of your absentgeofidunding (See page 16), your application is
“locked” in SRPNET until the completion date of tt@urse. Once your course has been completed, your
training provider will be prompted by SRPNET to yie their endorsement for attendance and
examination results via SRPNET. Once your proviges completed their endorsement, an email
notification will be sent to you informing you todin SRPNET to acknowledge their endorsement.

22.To acknowledge a claim, under tAbsentee Payroll Claimssection (refer to the functions menu to the
left of your screen), selegicknowledgement

23.Select the appropriate claim acknowledging for fribwie drop-list before clicking oGo

(Hint: There is a SRP reference ID tagged to eatty érom the drop-list. If you do not remember the
details of the course, remember your SRP ID!)
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Endorsement A
by Provider Actual course hours

T

f f

Endorsement to be
made by company

24.Based on the provider’s total hours endorsed as@dince, the company is to declare the breakdown of
hours by training done after / during working hoyEsg: Trainee endorsed as attended 700hours of
classroom training, company to declare out of tb@hours attended, how many hours were done during
working and after working hourgiHint: No absentee payroll is given for OJT tramirf company does
not agree with the course provider’'s endorsemempany is able to reject the claim by clicking the
“Disagree & Seek Clarification from Course Provider’ button)

25.0nce you have provided your endorsement, clickl &gree & Submit” button to submit your absentee
payroll claim to WDA.

26.Upon the successful acknowledgement of your clgon,will see the above confirmation screen.

You have acknowledged your absentee payroll cldimwill take approximately 1 month for your clainmot
be processed and disbursed.
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Please note the following:
a. No absentee payroll funding for on-the-job trainiAfpsentee payroll top-up by employer is mandafory

training AFTER working hours. The absentee payftoiding is co-shared (90:10 or 80:20) between the
government and the employer and it is to be patieéemployee via the employer.
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How to update your absentee payroll funding applicaon once submitted

27.Companies are able to update their absentee paynolication as long as the couk48S NOT been
completed(Criteria applies, see below)

Course has not commenced - Companies are able to add/remove trainee, chamgse dates,
change course providers, changed course details, et

Course has commenced but duration Companies are able @NLY remove existing trainees in the
has not exceeded 50% of the total application.

duration.

To update your absentee payroll application, utiteAbsentee Payroll Claimssection (refer to the
functions menu to the left of your screen), seldutiate

28. Select the appropriate SRP ID from the drop-ligoteeclicking onNext.
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29. Companies updating their claims for courses whenemot commenced, the procedures are similarras pe
the normal absentee payroll application. (See gage 15)

30. Companies updating their claims for courses wheebcommenced but not exceeded 50% of the total
duration, they will see the above screen. Compamiksnly be able to remove trainees who have not
attended the training. To remove a trainee fromagp@ication, check the checkbox indicated bedige t
serial no before clicking on thHeletebutton.(Hint: Companies who do not remove trainees whonaid
attend the training will not be able to submit d@otapplication for the same trainee for the saouese)

You have updated your absentee payroll funding apgtion
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How to cancel your absentee payroll funding applidgon once submitted

31.Companies are also able to cancel their absentgelipfanding application as long as the course mats
been completed.

32.To cancel your absentee payroll fundiapplicatiodarrtheAbsentee Payroll Claimssection (refer to the
functions menu to the left of your screen), se{@ancellation

33.Select the appropriate SRP ID from the drop-lisbkeeclicking onNext.

34.A prompt like the above will appear, click @K to proceed with your cancellation.
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35. You will then see the above summary screen indigatie details of the application you're cancelifg.
confirm your cancellation, click on ti@ancel Application.

You have cancelled your absentee payroll fundingphpation
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How to enquire on the status of your absentee payitdunding application/claim

Enter your SRP
ID here

36.To enquire on the current status of your abserageofl funding application/claim, under tidsentee
Payroll Claims section (refer to the functions menu to the Iéfgaur screen), sele@laim Status
Enquiry

37.Under the SRP ID field, enter the absentee paglaiin you wish to enquire on before clicking on the
Search

38.From the above search result screen, companiebba¢o view the current status of the absentesoflay
funding application/claim{Hint: To view the details of trainees in the claictick on the highlighted SRP
ID)

Legend - Types of Status

Applied - Absentee payroll funding has been applied course has not been completed.
Pending CP endorsement - Course has completenh ”daurrently pending your provider’'s endorsement.
Pending SRPPC approval - Your provider has endpcdaidn is currently pending your acknowledgement.

In Process - The acknowledged claim is currentlpdpprocessed by WDA
Cancelled - Absentee payroll claim was cancelled.

Disbursed - Absentee payroll claim has been dssal

Expired - Absentee mdlyclaim was expired because it was not submittgdin the

stipulated period.
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How to enquire on the claimable limit of your emplyee

39.As absentee payroll funding is capped at S$900@¢mar/ per course / per trainee, companies agetabl
check on the claimable limit of their employeesdm®pecific year. To enquire on the claimable liofit
your employee, under thAdbsentee Payroll Claimssection (refer to the functions menu to the |éfgaur
screen), seledirainee Claimable Limit

40. Enter the employee’s NRIC and the year checking for

41.The above result screen will be shown indicatirgamount of funding your employee has applied for
under the given yeafHint: Companies will only be able to view the distdor their own employees)
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Administration of your SRPNET account

Functions to administer your
account

R
A

42.Using the functions under teministration section, you are able &) Change your existing SRPNET
user password) Update your company’s profile) Add additional user ids under your existing
company’s accountl) Logout of SRPNET

Hints
- Itis the responsibility of the company to keepititempany profile up-to-date. (You can do so Via t
Update Profile function.)

- A company can have up to a maximum of 5 user idaipeount. Companies are to only create additional
user ids when required. (You can do so viaAdd User function howeverAll user ids created will
have the same access control to SRPNET

- Users are advised to use thegout function when exiting from SRPNET.

DO NOT CLOSE YOUR INTERNET EXPLORER WITHOUT A PROPE R LOGOUT.
ACCOUNTS WILL BE “LOCKED” FOR 20 MINUTES IF A PROPE R LOGOUT IS NOT DONE.
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Submission of online surveys

43. Periodically, online surveys will be sent to sedecparticipating companies. An email notificatioi \we
sent to the affected companies. Upon receivingethail notification that there is a survey pendiplgase
login to SRPNET, under th&bsentee Payroll Claimssection (refer to the functions menu to the léft o
your screen), sele&urvey Submission a list of pending surveys will be indicated idrap-list. Please
ensure that you answALL the questions before submitting your survey.
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“Upload Trainee Profile” function

44.For companies applying for a group of traineedliersame course, during the same period, theybdge a
to use thdJpload Trainee Profile function to import the details of their traineasi SRPNET

45.Using theBrowse function, locate the text file which you have ¢eghbefore clicking on thepload File
button.

(Hint: SRPNET accept®©NLY file upload in semi-commas delimited text filerfwat with all required
fields completed.)
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How to create text file format using the supplied xcel format

You may download the template shown below vihattps://www.srp.org.sg/company/f-company5.html
The link is situated at the top left hand corner ofthe webpage.

** Sample format of required fields **
46.Using the above excel format given, companies bieta enter their employee’s information. Column B
C,D, E, G, H,Kand L are pre-defined fields, camies will only need to select from a drop-lisjpoé-
defined options(Hint: The file format accepted by SRPNET is cases#tive, if applicable, do use the
drop-list of pre-defined options)

47. Once you have completed keying all the traineg@rmation, delete row 1 from your excel sheet (Row
contains the title for each column) The empty rd&tw the last row of data should also be deleted.

48.Perform File andSave As from the main menu.
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49. After clicking Save Asin step 48,the above dialogue box will appear.

50.Browse for a location to save your file, un@&ave as typeselectCSV (Comma delimited)(*.csv)before
clicking onSave

51.Browse for the file you have saved earlier in gt8prename the file extension fraosvto .txt to
complete the process.

You have created your file for upload to SRPNET
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Common errors during the creation of the data filefor application upload

After exporting the file, the file delimiter is not a semi-comma

When trying to rename the file extension from .cswo .txt, I'm unable to view the .csv

After exporting the file, the file delimiter is not a semi-comma (For Windows 2000)
Go to the windows control panel, sel&sgional Options

Under theNumberstab, change the character underltls¢ Separator to ;

Click onApply

After exporting the file, the file delimiter is not a semi-comma (For Windows XP)
Go to the windows control panel, sel®sgional and Languages Options

Under theRegionaltab, selecCustomize

Under theNumberstab, change the character underltlst Separator to ;

Click onApply

When trying to rename the file extension from .csto .txt, I'm unable to view the file extension .csv
Go to your windows explorer, from your menu batesgrl ools followed byFolder options

Under theView tab, uncheck the box for th&de file extensions for known file typesption

Click onApply
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Download of funding application details & viewing he downloaded file

52. Under theAbsentee Payroll Claimssection, selecApplication Download. Enter the SRP ID of the
claim you’re downloading before clicking @ownload. This enables you to retrieve the applicain
details of an SRP ID.

53. At the above prompt, seleStiveand select a location to save the data file.

54.0nce downloaded, you can view the data file usmg Wicrosoft Excel
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Viewing your downloaded file

55. Using your Microsoft Excel, open the downloaded,fat the above prompt, sel@=limited before
clicking on theNext

56. Check theSemicolonoption before clicking on théinish
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Trainee enquiry — Overview claimable limit and trainee status

57.Under theAbsentee Payroll Claimssection, selecfrainee Status and Claim Limit Enquiry (Overview)

58.Enter the NRIC of the trainee you’re enquiring before clicking orSubmit

59.The above result screen will be displayed indigatite amount of available grant the trainee isigkgfor
in the current year.

(Hint: Companies can only enquire for employeesmltloey have applied for absentee payroll funding
before.. TheStatusfield would indicate if the trainee is eligiblerfabsentee payroll funding. Trainee with
aSuspendedstatus would indicate that he is being blacklisted will not be eligible for any further
absentee payroll funding.)
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Saving and retrieving a “saved” application

O

60.During application submission, you will be abléfital a function “Save” at the following modules;uwee
information screen, trainees information screenappulication summary page. Click on this function t
save your application for future submission.

61.To retrieve a “saved” application, und&bsentee Payroll Claimssection, selecdave APPand a list of
previously “saved” application will be displayed fgour necessary action.

62.To cancel a “saved” application, unddrsentee Payroll Claimssection, seled€ancel Save APRand a
list of previously “saved” application will be distyed for your necessary action.

(Hint: Companies will be able to retrieve all “sdi@pplications prior to course commencement. Rleas
contact WDA at wda_srp@wda.gov.isgour “saved” application is not submitted befactual course
commencement)
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