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A.  Access Site and Login

1. Access site at https://swab.hpb.gov.sg/ext/
2. For first time users, retrieve your password from 

your registered email address1

3. After entering email address and password, a 6-digit 
One-Time-Pin will be sent to your registered mobile 
number.2

1Please check your junk folder if email cannot be found in your inbox.
2 If you do not receive your OTP despite multiple tries, it is likely that your registered mobile is 
incorrect. Please contact your sector lead(s) to check and amend.

https://swab.hpb.gov.sg/ext/


B. Forget Password

1. Click Forget Password on the main page
2. Enter your registered email address and verification code. Click Send. 
3. A new password will be sent to your registered email address1.

1Please check your junk folder if email 
cannot be found in your inbox.



C. Change Password

You will be prompted to change your password if you are logging in for the first time. 

1. Click Change Password on the top right corner
2. Enter your old and new password. Click Save. 



D. Managing Company HR Accounts

• This function allows the user to view, add and modify the accounts for Company HR who are in their sector.
• Company HR refers to identified staff in each company who are overseeing swab operations within the company. 
• Sector Leads advised to limit to max. 2 accounts per company.  

View Company HR Accounts:
1. Click Swab Admin Accounts > Swab Admin Account Management. 

(a) Click to add new account 
individually 

(b) Input email address to 
search for a user

(c) Click to edit account 
information 



D. Managing Company HR Accounts
(i) Add Company HR Accounts Individually

1. Fill in all necessary details

For new companies to SRS:
• Please insert all details. 
• For “Appt Booking Quota”, please put default value: 10*

If company was previously inputted in SRS (regardless of sector):
• Company details will be auto-populated once UEN is entered. 
• Company will be tied to sector

Note: Company HR will receive their OTP code via their mobile phones.

*The field “Appt Booking Quota” is for companies on PCR RRT only. 



D. Managing Company HR Accounts
(ii) Add Multiple Company HR Accounts

1. Click Swab Admin Accounts > Import Company Account.
2. Download the sample .xtsx file. 
3. Once file, click Choose File. Select your saved file and click Upload. 

Name NRIC/FIN Login email 
address *

Mobile 
Number *

Account 
valid from

Account 
valid to

Company 
Name *

Company 
UEN *

Company Email Company 
Contact No.

Maximum Booking 
Quota for Company *

TESTER S1234567A TESTER@COMP
ANY.COM

91234567 20210616 20211016 COMPANY 12345678
9H

ASKCOMPANY@
COMPANY.COM

61234567 10

Insert in 
YYYYMMDD Format

For “Appt Booking 
Quota”, please put 
default value: 10*

Sample Template to create Company HR accounts
*Please ensure Company HR accounts belong to the sector you are assigned to. 



D. Managing Company HR Accounts
(ii) Add Multiple Company HR Accounts

4. You will see the total number of records processed if the file is successfully uploaded. 

5. Company HR will receive an email with their login information. Their login ID will be the email address they receive 
this email. 



D. Managing Company HR Accounts
(iii) Assigning Results Report Function to Company HR Accounts

• This function allows the user to view the results uploaded by the Company HR or Supervisors.
• Companies with less than or equal to 3 Company HR accounts will assigned access automatically. For companies with 

more than 3 Company HR accounts, Sector leads will have to grant access to the Company HR accounts.

Navigate to “Company HR Role Management” function:
1. Click Swab Admin Accounts > Swab Admin Account Management > Company HR Role Management

2. Indicate “Add” to assign the Role to the Company HR 
accounts.

3. Select the Role “CompanyHR_ARTResults”.
4. Download the sample .xlsx file. 
5. Upload the list of Company HR accounts to be granted 

access.
Company HR Email* Company UEN*

sampleEmail@mail.cm sampleUen



E. View / Edit List of Companies

1. Click Planning > Company Management to view a list of companies linked to your sector. 

(a) Search via Company 
Name or UEN

(a) Add new company profile

(a) Edit company profile

(a) Unlink company 
from sector



E. View / Edit List of Companies
(i) Add new company accounts

1. Fill in all necessary details

For “Appt Booking Quota”, please put default 
value: 10
*The field “Appt Booking Quota” is for companies on PCR RRT only. 

• If company was previously created in SRS (regardless of sector), an error message will appear



E. View / Edit List of Companies
(ii) Tag Company to Sector

1. Insert UEN of company in text box.
2. Click Save

• A company may be tagged to more than 1 sector
• An error message will appear if the company has  not been created in SRS. 



F. Upload ART Results
(i) Upload By UEN

Suitability: List of employees must be uploaded into SRS by Company HR prior (ref. Section H)

1. Click COVID-19 Testing > Upload ART Results.

2. Download the sample .xtsx file. 

3. Once file, click Choose File. Select your saved 
file and click Upload. 

4. You will see a prompt if the file has been 
successfully uploaded. • Should there be any error in the uploaded excel file, there will be error 

messages indicating the row and the error encountered to the uploaded file. 
• Correct the mistakes and re-upload the whole file. 

e.g. 

Note: Sector Leads can choose to Upload by UEN if 
their worker segments are already on PCR RRT (i.e. 

employees details are in SRS)



F. Upload ART Results
(i) Upload By UEN

Sample UEN Template for upload

UEN * Identification 
Number *

National
ity *

Contact No 
(Singapore 
Mobile 
Number e.g. 
91234567) *

Date of Test 
(YYYYMMDD) 
*

Time of 
Test (24hr 
Format 
HH:mm) *

Test 
Brand *

Test 
Type 
*

Test 
Result 
*

Reason 
for Test 
*

For Official 
Use Only 
Remarks

For Official 
Use Only
Use Case

T08GB0014L F1234567D MALAYSI
AN

91234567 20210601 15:30 BD 
VERITOR

ART NEGATI
VE

Supervis
ed Test

ID
• Character Limit: 9
• NRIC/FIN preferred for 

case management 
• For those without 

NRIC/FIN, passport 
number is acceptable. 

Contact Number
• Singapore 

numbers only
• Mobile preferred, 

otherwise no 
SMS notification

Date of Test
• Character Limit: 8
• Pls check to remove all 

spacing

Time of Test
• For individuals requiring a repeat 

tests (invalid results), pls ensure 
the date & time of tests are 
DIFFERENT for both rows

Use Drop-Down Menu Free Text Fields. 
Sector Leads (SLs) can instruct 

companies to fill-in info e.g. 
test venue/ use case. 

Whatever is useful for SLs to 
filter and track utilisation



F. Upload ART Results
(i) Upload By UEN

4. An email report with the status of the upload will be sent to your registered email. Check if results have been uploaded 
successfully. 

5. Correct any errors and upload amended data for affected rows (ref. Step 1 – 4). 

Error: Company has not been inserted into SRS

Error: Not in list of company employees 
uploaded by Company HR (see slide 22 on how 

to upload list of employees)• ID will be masked. 
• Refer to uploaded report to 

identify individual (based on excel 
row number) 



Sample SMS received by clients

• Will be sent once client test record has 
been successfully uploaded



F. Upload ART Results
(ii) Upload By PII

1. Click COVID-19 Testing > Upload ART Results.

2. Download the sample .xtsx file. 

3. Once file, click Choose File. Select your saved 
file and click Upload. 

4. You will see a prompt if the file has been 
successfully uploaded. 



Identification 
Number *

ID Type 
*

Country of 
Issue *

Full Name 
(as in ID) *

Date of Birth 
(YYYYMMDD)*

Gender 
(M/F) *

Nationality * Contact No 
*

Postal 
Code *

Street 
Name *

Level 
No

Unit 
No

S1234567D NRIC Singapore John Tan 19880101 M Singaporean 91234567 123456 Sesame 
Street

02 02

Date of Test (YYYYMMDD) * Time of Test 
(24hr Format HH:mm) *

Test 
Brand*

Test 
Type*

Test 
Result*

Reason for Test* For Official Use 
Only 
Remarks

For Official 
Use Only
Use Case

202100531 09:00 BD Veritor ART Positive Supervised Self-
administered

Address
• Required for conveyancing 

if individual tested C+. 
• To insert place of residence 

in Singapore (i.e. no foreign 
address)

DOB
• Character Limit: 8
• Pls check to remove 

all spacing

Full Name
• Pls ensure no 

special characters 
in name (i.e. ‘)

ID
• Character Limit: 9
• NRIC/FIN preferred for case 

management 
• For those without NRIC/FIN, 

passport number is acceptable. 

Use Drop-Down Menu

Date of Test
• Character Limit: 8
• Pls check to remove all 

spacing

Free Text Fields. 
Sector Leads (SLs) can instruct 

companies to fill-in info e.g. test 
venue/ use case. Whatever is useful 
for SLs to filter and track utilisation

Time of Test
• For individuals requiring a repeat 

tests (invalid results), pls ensure 
the date & time of tests are 
DIFFERENT for both rows

Contact Number
• Singapore 

numbers only
• Mobile preferred, 

otherwise no 
SMS notification

F. Upload ART Results
(ii) Upload By PII

Sample PII Template for upload



F. Upload ART Results
(ii) Upload By PII

4. An email report with the status of the upload will be sent to your registered email. Check if results have been uploaded 
successfully. 

5. Correct any errors and re-upload amended data for affected records (ref. Step 1 – 3). 

• ID will be masked. 
• Refer to uploaded report to 

identify individual (based on excel 
row number) 



G. Download ART Results

1. Click Reports > Statistics Report to download ART results uploaded
2. Select option “List of ART results updated for the previous day”

• Each day’s file contain only the data uploaded the previous day (available from 3am). 
• Files contain results uploaded by all companies (regardless of sectors). Please filter accordingly for your sector. 
• Files are in .csv format. Pls refer to this link on how to import the file into excel. 

Note: Sector Leads do not have individual Sector-specific reports 
and would need to apply filter functions to identify workers. 
Thus important to think through the category/segments via 

report uploading or in sector/company creation 

https://safe.menlosecurity.com/https:/support.microsoft.com/en-us/office/import-or-export-text-txt-or-csv-files-5250ac4c-663c-47ce-937b-339e391393ba


G. Download ART Results

Sample Report

Column A – C:
• Will be filled if list of employees were uploaded into SRS by Company HR (ref. Section H)

Column P – T:
• Information on the uploader 

Sector Leads can filter by “Upload By” to track 
utilisation by assigned Company HR



H. Upload list of company employees 
Function only available from Company HR accounts

1. Click Staff Management to view list of employees tagged to a company

(a) Add employees to SRS

(b) Click employee’s NRIC to 
edit their profile

S1234567A



H. Upload list of company employees 
Function only available from Company HR accounts

Add Multiple Employees
1. Click Add New Staff (Bulk)
2. Download the sample .xtsx file. 
3. Once file, click Choose File. Select your saved file and click Upload. 



H. Upload list of company employees 
Function only available from Company HR accounts

Identification 
Number *

Full Name 
(as in ID) *

Date of Birth 
(YYYYMMDD)*

Gender (M/F) 
*

Nationality * Contact No * Postal 
Code *

Street Name 
*

Level 
No

Unit 
No

S1234567D John Tan 19880101 M Singaporean 91234567 123456 Sesame 
Street

02 02

Address
• Required for conveyancing 

if individual tested C+. 
• To insert place of residence 

in Singapore (i.e. no foreign 
address)

DOB
• Character Limit: 8
• Pls check to remove 

all spacing

Full Name
• Pls ensure no 

special characters 
in name (i.e. ‘)

ID
• Character Limit: 9
• NRIC/FIN preferred for case 

management 
• For those without NRIC/FIN, 

passport number is acceptable. 

Contact Number
• Singapore 

numbers only
• Mobile preferred, 

otherwise no 
SMS notification

Sample Template to add employees



Add 1 Employee
1. Click Add New Staff (Single)
2. Fill in details and click Save.

H. Upload list of company employees 
Function only available from Company HR accounts


