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Version Effective Date Summary of Change Author 

0.1 21/04/2021 Initial draft Sanjeewa 

0.2 30/08/2021 • Updated Company Info page to require 
agents to input last and next RRT Dates next 
to PIC Name (CC-CR-2021004) 

• Added Crew Vaccination info requirement 
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• Updated Crew Info page to hide Flight 
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agents to upload crew info using the Excel 
Template provided (CC-CR-2021020) 

Ace Gulapa 
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1.1 New Application  

To submit a new application for In-Principle Approval (IPA), please follow the URL 
https://transact.mpa.gov.sg/Crews. This will bring you to the Landing page which is the 
Instructions page. 

1.1.1 Instructions Page 

The Instructions page will contain the guidelines regarding the application. Please read 
carefully and understand the instructions and note that it gets updated periodically. 

Click the Next button to continue to the Company Info page. 

 

 

https://transact.mpa.gov.sg/Crews
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1.1.2 Company Info Page 

The Company Info page will require information about your Company or Agency. Please fill 
up the required information. 

You can click Back button to go back to Instructions page or click Next button to continue to 
the Ship Info page. 
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1.1.3 Ship Info Page 

The Ship Info page will require information about your Ship as well as other pertinent 
information such as ETA/ETD and Purpose of Call. 

You can click Back button to go back to the Company Info page or click the Next button to 
continue to the Crew Info page. 
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For the Last Port of Call and Next Port of Call, to select the Port, you need to click on the 

three dots icon ( ) and the Port (Country) Search window will be served. 

Specify a text e.g. “singa” and click Enter, all port-country combinations that contain the 
specified text will be displayed on the list. Only 10 items at a time are listed, so you can 
specify a better text to search, or you can use the Previous or Next button to cycle thru the 
results 10 items at a time. 

When you find the port you are looking for, select it by clicking on it and then click on Ok 
button. The Port (Country) Search window will be dismissed and your selected port will be 
populated. 
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1.1.4 Crew Info Page 

The Crew Info page will require information about your crew(s) that are either Signing-on or 
Signing-off. You can select the Type of Application, either just for Sign-off, or just for Sign-
on or for Both Sign-off and Sign-on. 

The main sections of this page are as follows: 

1. Sign-off Crew Declarations 

2. Sign-off Crew Members 

3. Sign-on Crew Declarations 

4. Sign-on Crew Members 

You can click Back button to go back to the Ship Info page or click the Next button to 
continue to the Undertakings page. 
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Sign-off Crew Declarations 

The Sign-off Crew Declarations section will contain important declarations regarding crew 
sign-off. Please read carefully as you are required to answer Yes to all the declarations before 
you can continue with your application.  

 

 

Sign-off Crew Members 

The Sign-off Crew Member Details section will allow you to add crew members that are 
signing-off together with their required relevant information. To add a crew info, click the Plus 
Sign “+” icon on the upper-right and the Crew Members Details page will be served. 
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The Crew Members Details page will require the crew’s personal, travel and other relevant 
information. Please fill up the required information and either click Save and Next button to 
save the information of the current crew and add another crew or click the Save and Close 
button to save the information of the current crew and close the Crew Members Details 
page. 

 

 

Below are some guidelines when filling up the form: 

s/n Field Remarks 

1.  NRIC/FIN Mandatory if Nationality is Singaporean 

2.  Passport expiry date Must be on or later than Ship ETA 

3.  Sign-on date Must be earlier than application date 

4.  Contract end date Must be on or later than Sign-on date 

5.  Crew Disembarkation Date Must be within Ship ETA and Ship ETD; 
Must be before Tentative Departure 
Flight/Ferry Date & Time 

6.  Tentative Departure flight/ferry Date & 
Time 

Required only when crew is not Singaporean, 
Permanent Resident or Work Pass holder in 
Singapore (NRIC/FIN holder); 

Must be within Ship ETA and Ship ETD; and 
Must be after Crew Disembarkation Date 
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When the crew member details are saved, it will then be added into the list. Click on the Plus 
Sign “+” icon again to add another crew. To edit an existing row, simply click on the row of 
the crew you want to edit. 

 

 

To delete crew info from the list, select the crew(s) to delete by ticking its corresponding 
checkbox on the first column then click the red bin icon on the upper-right of Crew Info list. 
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Sign-on Crew Declarations  

The Sign-on Crew Declarations section will contain important declarations regarding crew 
sign-on. Please read carefully as you are required to answer Yes to all the declarations before 
you can continue with your application.  

 

 

Sign-on Crew Members  

The Sign-on Crew Member Details section will allow you to add crew members that are 
signing-on by keying in their required relevant information. To add a crew member, click the 
Plus Sign “+” icon on the upper-right and the Crew Members Details page will be served. 
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The Crew Members Details page will require the crew’s personal, travel and other relevant 
information. Fill up all the required information and click Save and Next button to save the 
information of the current crew member and to clear all the fields so we can add another crew 
member. Alternatively, click the Save and Close button to save the information of the current 
crew member and close the Crew Members Details page. 

 

Below are some guidelines when filling up the form: 

s/n Field Remarks 

1.  NRIC/FIN Mandatory if Nationality is Singaporean 

2.  Passport expiry date Must be on or later than Ship ETA 

3.  Home City/Country Departure Date 
& Time 

Required only when crew is not Singaporean, 
Permanent Resident or Work Pass holder in 
Singapore (NRIC/FIN holder); 

Must be between the current date and time and 
Ship ETD 

4.  Tentative Arrival flight/ferry Date & 
Time 

Required only when crew is not Singaporean, 
Permanent Resident or Work Pass holder in 
Singapore (NRIC/FIN holder); 

Must be between the Home City/Country 
Departure Date & Time and Ship ETD 

5.  SHN Commencement Date Required only when crew is not Singaporean, 
Permanent Resident or Work Pass holder in 
Singapore (NRIC/FIN holder); 

Must be less or equal to 1 day before Home 
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s/n Field Remarks 

City/Country Departure Date 

6.  Crew Embarkation Date Must be between Ship ETA and 48 hours or less 
before Ship ETD 

Must be on or after Tentative Arrival flight/ferry 
Date & Time 

 

7.  Designated Holding Facility Required only when crew is not Singaporean, 
Permanent Resident or Work Pass holder in 
Singapore (NRIC/FIN holder); and 

If Crew Embarkation Date is 4 hours or more 
later than the Tentative Arrival flight/ferry Date & 
Time 

8.  Has the crew been vaccinated? 

 

After selecting the Vaccination status of crew 
member, dropdown list will be displayed to 
specify the type of vaccine used for each shot. 

 

When the crew member details are saved, it will then be added into the list. Click on the Plus 
Sign “+” icon again to add another crew. To edit an existing row, simply click on the row of 
the crew you want to edit, and the Crew Members Details page will be served. 

 

To delete crew info from the list, select the crew(s) to delete by ticking its corresponding 
checkbox on the first column then click the red bin icon on the upper-right of Crew Info list. 
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Upload Crew Info 

Document Upload feature is provided to allow users to upload Crew Information list using the 
Crew Change Excel Upload template.  

 

 

The Excel Upload template can be downloaded in the Crew Info page by clicking the 
Download Excel button.  The template consists of two different sheets – named SignOff and 
SignOn. 

 

After filling up the spreadsheet with required information, upload the template using the 
Upload link.   
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If there is an error with the contents of the spreadsheet, system will prompt an error message 
and the list will not be populated.  Otherwise, the crew information filled up in the spreadsheet 
will automatically be populated in the Crew Info list. 
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1.1.5 Undertakings 

The Undertakings page will contain important undertakings and declarations regarding crew 
sign-off and sign-on. Please read carefully as you are required to answer Yes to all the 
undertakings/declarations before you can continue with your application. 

You can click Back button to go back to the Crew Info page or click the Finish button to 
submit your application. 

 

 

When the Finish button is clicked, a confirmation will be served. You can click the No button 
if you want to go back and review or modify your application, or you can click the Yes button 
to continue submitting your application. 
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When the submission is completed a Workitem Number is generated e.g. “CC-27” and is 
displayed. Please take note of this number to be use for future correspondences. Your 
application will now be under MPA Officer review. 

 

 

Lastly, the Acknowledgement of New Application (<workitem number>) email will be sent 
to the specified Agency/Company email address. 
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1.1.6 Application Rejection 

When MPA completes the review of the application and concluded that they are not able to 
issue In Principle Approval, the application will be rejected, and the Application Rejection 
email will be sent to the Agency/Company email address.  
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1.2 Update Application / Submit for Final Approval 

When MPA completes the review of the application and concluded that all information is in 
order, the application will be approved in principle and the In-Principle Approval email will 
be sent to the Agency/Company email address. Also, together with this will be another email 
which is the Status Update email that will provide the agent the unique URL and OTP for 
information updates and Final Approval submission.  

1.2.1 In Principle Approval Email 

The In Principle Approval email will contain the details of the crew that were approved in 
principle and will also include more information and guidelines regarding the application 
process.  

 

 
 

1.2.2 Status Update Email 

Whenever updates are required from the applicant e.g. Final Approval submission, the Status 
Update email is sent to the specified Agency/Company email address. The email provides 
the applicant with the unique URL and OTP for information updates and Final Approval 
submission. 

To continue with the updates, please follow the URL from the email and the OTP Validation 
page will be served.  
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1.2.3 OTP Validation Page 

The OTP Validation page will require the valid OTP specified in the Status Update email. 
Key in the OTP and click Submit button, if the OTP validation is successful, then the 
Instructions page will be served. 
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1.2.4 Instructions Page 

The Instructions page will contain the guidelines regarding the application. Please read 
carefully and understand the instructions and note that it gets updated periodically. 

Click the Next button to continue to the Company Info page. 
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1.2.5 Company Info Page 

The Company Info page will display the previous information about your Company or Agency 
specified during the initial application.  

You can click Back button to go back to Instructions page or fill up the PIC for Pick Up 
section click Next button to continue to the Ship Info page. 

 

The PIC for Pick Up section will require relevant information of PIC. The PIC Name must 
include the last RRT date and next RRT date as indicated in the format below.  PIC Names 
and Vehicle No can be separated by slash sign (/) if more than one. Please fill up the required 
information and click on Next button to proceed to Ship Info page. 
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1.2.6 Ship Info Page 

The Ship Info page will display the previous information specified during the initial 
application. You will still be able to update some of the information if required. 

You can click Back button to go back to the Company Info page or click the Next button to 
continue to the Crew Info page. 
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1.2.7 Crew Info Page 

The Crew Info page will contain information previously specified in the initial application.  

The main sections of this page are still as follows: 

1. Sign-off Crew Declarations 

2. Sign-off Crew Members 

3. Sign-on Crew Declarations 

4. Sign-on Crew Members 

You can click Back button to go back to the Ship Info page or click the Next button to 
continue to the Document Upload page. 

 

 

 

 

Sign-off Crew Declarations 



Crew Change Approval (Agent) 

User Guide Version <0.2> 

 

Confidential 

Copyright © 2020 NCS Pte. Ltd.  All Rights Reserved.  Reg. No. 198101793G 

A member of the Singtel Group 

Page 26 of 43 

 

The Sign-off Crew Declarations section will contain important declarations regarding crew 
sign-off. You have answered Yes during the initial application and cannot be changed.  

 

 

Sign-off Crew Member Details  

The Sign-off Crew Member Details section contains the list of sign-off crew added during 
the initial application. By default, the crew Readiness For Final Approval is set as Pending. 
Double-click the row of the crew that you want to update and/or submit for Final Approval then 
the Crew Members Details page will be served. 
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The Crew Members Details page will display all previously specified values from the initial 
application and will require a few more relevant information. Please fill up the required 
information and either click Save Changes button to save the information and close the Crew 
Members Details page. 

 

Below are some additional guidelines when filling up the form: 

s/n Field Remarks 

1.  Fit-to-travel Certificate Issuance Date Must be 24 hours or less before the Crew 
Disembarkation Date 

2.  Readiness for Final Approval Submit Crew for Final Approval 

If the crew’s relevant information and 
documents are ready, you should set this 
field as Ready so that it will be submitted for 
Final Approval. 

 

Cancel application for Crew 

If you intend to cancel the application for the 
crew, you should set this field as Cancelled. 
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s/n Field Remarks 

 

Click OK button for confirmation. 

 

 

Sign-on Crew Declarations  

The Sign-on Crew Declarations section will contain important declarations regarding crew 
sign-off. You have answered Yes during the initial application and cannot be changed.  

 

Sign-on Crew Member Details  

The Sign-on Crew Member Details section contains the list of sign-on crew added during 
the initial application. By default, the crew Readiness For Final Approval is set as Pending. 
Double-click the row of the crew that you want to update and/or submit for Final Approval then 
the Crew Members Details page will be served. 
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The Crew Members Details page will display all previously specified values from the initial 
application and will require a few more relevant information. Please fill up the required 
information and either click Save Changes button to save the information and close the Crew 
Members Details page. 

 

Below are some additional guidelines when filling up the form: 

s/n Field Remarks 

1.  Fit-to-travel Certificate Issuance Date Must be 24 hours or less before the Crew 
Embarkation Date 

2.  PCR Sample Taken Date Must be 72 hours or less before the Crew 
Embarkation Date 

3.  Readiness for Final Approval Submit Crew for Final Approval 

If the crew’s relevant information and 
documents are ready, you should set this 
field as Ready so that it will be submitted for 
Final Approval. 

 

Cancel application for Crew 
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s/n Field Remarks 

If you intend to cancel the application for the 
crew, you should set this field as Cancelled. 

 

Click OK button for confirmation. 
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1.2.8 Document Upload 

The Document Upload page enables the applicant to upload relevant documents as part of 
the “Ready” crew application for Final Approval. The maximum file size per upload is 10mb. 
The documents are separated between Sign-off and Sign-on and will only be required 
depending on the Type of Application (Sign-off or Sign-on or Both). 

You can click Back button to go back to the Crew Info page or upload the relevant 
documents and click the Finish button to submit the “Ready” crew for Final Approval. 

 

 

 

To upload a document, click on the Upload icon opposite the document type (Fit-to-
travel_medical_certificate(Sign-off). After successful upload, the uploaded file information will 
be displayed below the document type. You can specify comments about the uploaded file as 
well. 

To delete an uploaded file, click on the bin icon opposite the uploaded file information. 
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Document Upload (Sign-off Crew) 

Below is the list of documents for the Sign-off Crew) 

 

Document Upload (Sign-on Crew) 

Below is the list of documents for the Sign-on Crew) 

 

When all relevant documents were successfully uploaded, click the Finish button to submit 
the “Ready” crew for Final Approval. 

Click the Yes button on the Confirmation popup and the “Ready” crew will be submitted for 
Final Approval. 
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1.2.9 Save as Draft 

The Save as Draft function helps the applicant to keep and save the changes made during 
the update process and come back and continue the further after on a later time. 

The Save as Draft section is located at the bottom of the Document Upload page and by 
default is set as No. 

 

To save the application as draft, select the Yes option and click the Finish button to submit 
your application 

 

Click the Yes button on the Confirmation popup and the application will be saved as draft. 
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1.2.10 Crew Rejection 

When MPA completes the review of the “Ready” crew and concluded that they are not able to 
issue the Final No Objection, the “Ready” crew will be rejected, and the Crew Rejection 
email will be sent to the Agency/Company email address. 
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1.3 Crew Completion/Acknowledgement  

When MPA completes the review of the “Ready” crew, and concluded that all information is in 
order, the “Ready” crew will be approved, and the Final No Objection email will be sent to 
the Agency/Company email address. Also, together with this will be another email which is 
the Status Update email that will provide the agent the unique URL and OTP for 
Completion/Acknowledgement. 

 

1.3.1 Final No Objection Email 

The Final No Objection email will contain the details of the “Ready” crew that were approved 
and will also include more information and guidelines regarding the approval.  

 

 

 

1.3.2 Unique URL and OTP 

At the bottom of the Final No Objection email, the unique URL and OTP will be provided for 
applicant to do Completion/Acknowledgement. 

To continue Completion/Acknowledgement, please follow the URL from the email and the 
OTP Validation page will be served.  
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1.3.3 OTP Validation Page 

The OTP Validation page will require the valid OTP specified in the Status Update email. 
Key in the OTP and click Submit button, if the OTP validation is successful, then the 
Instructions page will be served. 
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1.3.4 Instructions Page 

The Instructions page will contain the guidelines regarding the application. Please read 
carefully and understand the instructions and note that it gets updated periodically. 

Click the Next button to continue to the Crew Info page. 
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1.3.5 Crew Info Page 

The Crew Info page will contain information previously specified in the initial and update 
application.  

The main sections of this page are still as follows: 

1. Sign-off Crew Declarations 

2. Sign-off Crew Members 

3. Sign-on Crew Declarations 

4. Sign-on Crew Members 

You can click Back button to go back to the Instructions page or click the Next button to 
continue to the Acknowledgement page. 

 

 

 

 

 

Sign-off Crew Declarations 
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The Sign-off Crew Declarations section will contain important declarations regarding crew 
sign-off. You have answered Yes during the initial application and cannot be changed.  

 

 

Sign-off Crew Member Details  

The Sign-off Crew Member Details section contains the list of Approved sign-off crew 
double-click the row of the crew that you want to set as complete/acknowledgement then the 
Crew Members Details page will be served. 
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The Crew Members Details page will display all previously specified values from the initial 
and update application. Please set the Readiness for Final Approval as Completed click 
Save Changes button to save the information and close the Crew Members Details page. 

 

Below are some additional guidelines when filling up the form: 

s/n Field Remarks 

1.  Readiness for Final Approval Submit Crew for 
Completion/Acknowledgement 

To set a crew as completed, you should set 
this field as Completed. 
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Sign-on Crew Declarations  

The Sign-on Crew Declarations section will contain important declarations regarding crew 
sign-off. You have answered Yes during the initial application and cannot be changed.  

 

Sign-on Crew Member Details  

The Sign-on Crew Member Details section contains the list of Approved sign-on crew 
double-click the row of the crew that you want to set as complete/acknowledgement then the 
Crew Members Details page will be served. 
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The Crew Members Details page will display all previously specified values from the initial 
and update application. Please set the Readiness for Final Approval as Completed click 
Save Changes button to save the information and close the Crew Members Details page. 

 

Below are some additional guidelines when filling up the form: 

s/n Field Remarks 

1.  Readiness for Final Approval Submit Crew for 
Completion/Acknowledgement 

To set a crew as completed, you should set 
this field as Completed. 
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1.3.6 Acknowledgement Page 

The Acknowledgment page is the final page of the acknowledgement process. You can click 
Back button to go back to the Crew Info page or click the Finish button to submit the 
“Completed” crew. 

 

 

 

Click the Yes button on the Confirmation popup and the “Completed” crew will be submitted 
for Final Approval. 

 

 

  

 


