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APPROVE A

CORPPASS ADMIN APPLICATION

TERMINATE A

CORPPASS ADMIN ACCOUNT

This guide contains the following sections:
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APPROVE A CORPPASS 

ADMIN APPLICATION
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Approve An Admin Application

Step 6

Step 1

Step 3

Step 4

Step 5

Step 7

Step 2

Step 8

• Under ‘Services’, select ‘Manage Admin’.

Step 9
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Approve An Admin Application

• You will be redirected to the Singpass login page. Log in by scanning the 

QR code using your Singpass app.

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8

Step 9
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Approve An Admin Application

• Launch your Singpass app. Tap the ‘Scan’ button to scan the QR Code on 

the Singpass login page. 

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8

Step 9



A Guide for Registered Officers

Manage Corppass Admin Application - For Singapore Registered Entities only

7

Approve An Admin Application

• Confirm your login request on the Singpass app by tapping on the 

‘Approve’ button.

Note: You will be prompted to use fingerprint (for selected smartphones), Face ID 

(for selected smartphones) or 6-digit passcode to verify your identity

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8

Step 9
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Approve An Admin Application

• Alternatively, enter your Singpass ID & Password.
Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8

Step 9
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Approve An Admin Application

• You may choose to verify your identity using SMS OTP. Enter the 6-digit 

One-Time Password (OTP) sent to your registered mobile number.

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8

Step 9
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Approve An Admin Application

• Or verify your identity using Singpass Face Verification. Select ‘Continue’. 

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8

Step 9



A Guide for Registered Officers

Manage Corppass Admin Application - For Singapore Registered Entities only

11

Approve An Admin Application

• If you opted for Singpass Face Verification, read the guidelines and select 

‘Begin Scan’ to proceed.

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8

Step 9
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Approve An Admin Application

• Follow the instructions provided while the scanning takes place. 

Note: Singpass Face Verification does not require any setup and is only available on desktop 

and mobile browsers. It requires the user to have a front-facing camera on their device when 

accessing digital services.

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8

Step 9
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Approve An Admin Application

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8

•  After logging in, you will arrive at the ‘Manage Admins’ page. Go to the 

‘Applications’ tab, and select ‘Manage’ for the Admin application you wish 

to approve or reject.
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Approve An Admin Application

• Review details of the applicant.

Step 6

Step 1

Step 3

Step 4

Step 5

Step 7

Step 2

Step 8
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Approve An Admin Application

Step 6

Step 1

Step 3

Step 4

Step 5

Step 7

Step 2

Step 8

Approve Admin 

Application

Reject Admin 

Application

• Decide to either approve or reject the application.
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Approve An Admin Application

• If you select ‘Reject Admin Application’, please provide a reason for doing 

so. The applicant will be notified of the reason for rejection.

e.g. ‘The applicant is not authorised to 

access the company records as an Admin’

Step 6

Step 1

Step 3

Step 4

Step 5

Step 7

Step 2

Step 8
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Approve An Admin Application

• Select ‘Submit’.

Step 6

Step 1

Step 3

Step 4

Step 5

Step 7

Step 2

Step 8
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Approve An Admin Application

• You should receive a confirmation message that the Admin account 

application has been approved or rejected.

Step 6

Step 1

Step 3

Step 4

Step 5

Step 7

Step 2

Step 8
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TERMINATE A 

CORPPASS ADMIN ACCOUNT
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Terminate An Admin Account

Step 1

Step 3

Step 4

Step 5

Step 2

• Under ‘Services’, select ‘Manage Admin’.

Step 6
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Terminate An Admin Account

• Follow the steps illustrated on slides 5-12 to log in to Corppass Portal, and 

you will arrive at the ‘Manage Admins’ page. Go to the ‘Admins’ tab.

Step 1

Step 3

Step 4

Step 5

Step 2

Step 6
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Terminate An Admin Account

• Select ‘Manage’ to view the details of the Corppass Admin you wish to 

terminate.

Individuals who no longer represent the entity 

or no longer are in a position to manage 

Corppass for the entity should be removed. 

Step 1

Step 3

Step 4

Step 5

Step 2

Step 6
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Terminate An Admin Account

• ‘Manage an Admin account’ page will be displayed. Select ‘Terminate’.
Step 1

Step 3

Step 4

Step 5

Step 2

Step 6
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Terminate An Admin Account

• The ‘Reason for termination’ pop up will appear. Enter the reason for 

terminating the Corppass Admin’s account (e.g. ‘Admin has left the 

company’), then select ‘Submit’.

Step 1

Step 3

Step 2

Step 4

Step 5

Step 6
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Terminate An Admin Account

Step 1

Step 3

Step 4

Step 5

Step 2

• In the event that the Corppass Admin Account you are trying to terminate 

is the only active account for your entity, you will be prompted with an 

alert. 

To retain your entity’s Corppass, you need 

to have at least one active Corppass Admin. 
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Terminate An Admin Account

• You should receive a confirmation message that the Admin account has 

been terminated.

Step 1

Step 3

Step 4

Step 6

Step 2

Step 5
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- END -
Updated as of April 2024
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