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Before we start…

Please mute your microphone during the briefing

You may post your questions relating to the covered content in the chat 
function. We will address posted questions via the chat or live at the end of the 
session

This session will be recorded
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Agenda

1 Introduction to TPGateway & TGS

2 Logging in to TPGateway

3 Submitting Organisation & Course Application

4 Grants Process

5 Next Steps & Reminder to Training Providers

6 Question & Answer
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Introduction to Training Partners Gateway 

https://TPGateway.gov.sg

A one-stop portal that provides Training Partners with 
a comprehensive list of resources and digital services, 

from getting started to managing courses and grants 

Training 
Providers
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Introduction to Training Grants System 

Used by Training Partners

One-stop portal for Training Partners 
to perform transactions, for example:
• Submit Course Applications 
• Upload enrolment records
• Check training grants 

disbursement details

Used by Agency Users

Back-end system for Agency Users to 
process transactions submitted by 
Training Partners, for example: 
• Process Course Applications
• Review training grants 
• Release of training grants 

disbursements 
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TPGateway Onboarding Timeline

29 Aug 2022: Introduction 
Communications to Training Providers
• Introduction to TPGateway
• Note that submissions are accepted 

but processed at best effort basis
• Go-live date announcement 

5 Oct 2022: Cut-off for OE and 
Course Applications

10 Oct 2022: Claims to be 
submitted in IBF Portal for 
courses starting before 10 
October 2022

Training 
Providers

15 and 23 Sep 2022: FTP 
Briefings
• Briefing session with IBF-

TPs to introduce key 
functions of TPGateway

3 Oct 2022:  Pre Go-live 
circular
• Additional self-help 

resources to be provided 
to TPs

Go Live (10th Oct)

From 10 Oct 2022 onwards, IBF Portal will co-exist with TPGateway to support selected transactional 
services

10 Oct 2022:
TPs transact in TPGateway for 
transactions for courses starting 
on or after 10 October 2021
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End-to-end Process in TPGateway Training 
Providers

TRAINING 
PARTNER

AGENCY 
OFFICER

Officer processes 
OR & CA applications

✓ Quality control of TPs and the courses 
that they offer through validation of 
course applications

✓ Verification of TP’s educators and 
course details

✓ Check against TP Blacklist to ensure 
credibility of TPs

Submit Organisation Registration 
(OR) & Course Application (CA)

Automated pre-filling of government 
verified data, dynamic course 

application forms, streamlined OR and 
CA process

Automated disbursement 
via PayNow

Automated pre-disbursement checks

✓ Items flagged for to-do list if pre-disbursement checks failed

Submit 
Enrolment

Upload 
Attendance

Submit 
Assessment

Receive 
Disbursements

Eligible grant amount for learners 
calculated based on enrolment 

details submitted by TPs

Learners can 
take self-

attendance via 
QR code or 

TPs upload on 
behalf 

Bulk upload  
for reduction in 

processing 
time

Automatic 
disbursements 

via PayNow

✓ TGS checks grant conditions: course fee 
paid in full, attendance and assessment 
results received

✓ Training grants will be 
automatically disbursed once 
disbursement criteria is met

Grants Verification

Officer reviews and releases 
items in To Do List

Add Course 
Runs

Maintenance 
of course runs 
and sessions 

for each 
approved 

course

Calculate 
Grant

BEFORE COURSE DURING COURSE AFTER COURSE
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▪ Set up Corporate PayNow for the organisation 
▪ Add PayNow account in the “Organisation” tile on TPGateway

Changes Associated with TPGateway Training 
Providers

Where to perform transactional services (from 10 October 2022)

TPGateway:
▪ All Organisation and Course Applications 
▪ Course Runs, Enrolment, Attendance and Assessment for 

courses starting on or after 10 October 2022

Setup Corppass for TPGateway

Grants Process in TPGateway

Setup PayNow

IBF Portal:
▪ All transactions for courses starting before 10 October 2022

1

▪ Corppass Administrator should assign users with “TPGAdmin” or “TPGUser” permissions on Corppass portal
▪ Users with “TPGAdmin” permission will log into TPGateway to set up user profiles for other users 

2

3

▪ Create “Course Runs” and “Course Run Sessions”, preferably before Course Start Date
▪ Submit “Trainee Enrolment” by 45 (public course runs) or 105 (in-house course runs) calendar days after Course Start Date 
▪ Upload “Attendance” after each Course Run Session by 45 (public course runs) or 105 (in-house course runs) calendar days after 

Course End Date
▪ Upload “Assessment” by 45 (public course runs) or 105 (in-house course runs) calendar days from Course End Date 
▪ Update “Fee Collection Status” of Enrolments by 120 calendar days after Course End Date

4

Course Runs must be created 
before Enrolments / Attendance 
/ Assessments can be submitted
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Logging into TPGateway
• TPGateway website 

• Corppass permissions

• User management
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TPGateway Homepage Training 
Providers

TPGateway consists of a comprehensive list of resources and digital services to facilitate seamless 
training grant administration and improve productivity.

Resources to support TPs in 
adopting innovative and 
digital practices and trends
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Self-Help Materials Training 
Providers

Training Providers will be able to find self-help guides under “Who We Are” section. 
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Self-Help Materials Training 
Providers

There will be two different pages of self-help guides upon go-live. 

Transaction-specific Self-help Guides1

Programme-specific Self-help Guides2

Self-help materials relating to transactions will be hosted on this page, e.g.:

• Course Applications Guide – how to submit course applications, how to edit courses 

• Enrolments Guide – how to submit enrolment records in bulk 

• Attendance Guide – how to submit attendance records manually 

Self-help materials relating to agencies’ programmes will be hosted on this page, e.g.:

• Information relating to IBF programmes (IBF-FTS, IBF-STS) 

• Course reference number mapping table for migrated courses

• Exceptional handling and processes for IBF courses 
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TPGateway Corppass Roles Training 
Providers

CorpPass Role ID Role Name Role Description

TPGAdmin TPGateway Admin

Assigned users will be given the rights to manage users 
and permissions for transactions in the TPGateway. 

This role should be assigned to company’s Training Grant 
Administrator or equivalent.

TPGUser TPGateway User

Assigned users will be able to create, view, edit and 
submit applications for transactions granted to them. 

This role should be assigned to employees performing 
organisation administration, course administration and 
grants related submission.

The Corppass Administrator should assign users with “TPGAdmin” or “TPGUser” role on Corppass
portal

Refer to 
guide here

For more information on Corppass, please visit www.corppass.gov.sg
Alternatively, contact Corppass Helpdesk at  Tel: (65) 6335 3530 or Email: support@corppass.gov.sg

There should be at 
least 1 TPGAdmin
user for each 
organisation

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/01a-tgs_cm_getting-started-(new-tp)-qrg.pdf
http://www.corppass.gov.sg/
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Logging in to TPGateway Training 
Providers

Training Providers can log in to TPGateway using their Singpass credentials after permissions have 
been granted on Corppass portal via their Corppass Administrator
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Company Setup Page Training 
Providers

New Training Partners will fill up the Company setup page to get started

Pre-filled company data from ACRA - Any updates 
to these fields needs to be done at ACRA
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TPGateway Post-Login Workspace Training 
Providers

This is how the post-login workspace will look like 

Locked tiles indicate 
either the feature is 
not in TPGateway yet, 
or the user has not 
been granted 
permission to access 
the tile(s).
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TPGateway Post-Login Workspace Training 
Providers

Let’s look at the features in the post-login homepage

1 2 3

Quick navigation to other tiles1 In-system notifications2 Quick navigation to profile information3

Edit user profile and check 
user permissions

Switch to other branches 
within the same UEN if granted 

access to multiple branches

Users can check notifications relating to 
their transactions (e.g. course 
application approvals) and latest 
features deployed in TPGateway
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User Management Training 
Providers

Click on the “User Management” tile to create users and manage access rights for other users within 
the organisation

“User Management” tile is 
only available to users with 
“TPGAdmin” Corppass
permission or TPGUsers
who have been granted 
access to this tile by their 
TPGAdmin

Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/self-help-guides/02-tgs_cm_user-management-qrg.pdf
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User Management – Configure Permissions Training 
Providers

Let’s find out how to configure a user’s permission. Click on the user’s “Name” to manage his/her 
permissions.

Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/self-help-guides/02-tgs_cm_user-management-qrg.pdf
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User Management – Configure Permissions Training 
Providers

Scroll to the bottom of the page and click on “Edit User Details” button
Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/self-help-guides/02-tgs_cm_user-management-qrg.pdf
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User Management – Configure Permissions Training 
Providers

Configure the permissions under “Permissions” section and click “Save”

Upon successful update…

Refer to 
guide here

• No access: Tile will be locked

• Read-only: Can view, but cannot write

• Full access: Can view and write

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/self-help-guides/02-tgs_cm_user-management-qrg.pdf
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TPGateway Post-Login Workspace Training 
Providers

After “Saving”, the workspace will be updated with the new configurations. This is an example of an 
unlocked workspace.

Locked tiles indicate 
either the feature is 
not in TPGateway yet, 
or the user has not 
been granted 
permission to access 
the tile(s).
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User Management – Create new profile Training 
Providers

Users who are granted with TPGUser Corppass permissions need to have their profiles created on 
TPGateway before they can log into the portal. Click on “Create new user” to create a new user profile

Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/self-help-guides/02-tgs_cm_user-management-qrg.pdf
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User Management – Create new profile Training 
Providers

Complete the particulars of the new user to be created
Refer to 
guide here

If the user should be granted access to 
more than one branch, one user profile 

should be created for each branch

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/self-help-guides/02-tgs_cm_user-management-qrg.pdf
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User Management – Create new profile Training 
Providers

Configure the permissions under “Permissions” section and “Save”

Upon successful update…

Refer to 
guide here

• No access: Tile will be locked

• Read-only: Can view, but cannot write

• Full access: Can view and write

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/self-help-guides/02-tgs_cm_user-management-qrg.pdf
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User Management – Create new profile Training 
Providers

The new profile should appear on the list of users under the branch it was created under
Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/self-help-guides/02-tgs_cm_user-management-qrg.pdf
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Points to Note Training 
Providers

To log into TPGateway, users must: 
✓ Have been granted with either “TPGAdmin” or “TPGUser” Corppass role
✓ For “TPGUser”, have a user profile created within TPGateway under “User Management” tile

Users with “TPGAdmin” Corppass role will be able to:
✓ Access “User Management” tile by default
✓ Manage access rights of users across branches (if applicable)

From the “User Management” tile, users can: 
✓ Create new user profiles
✓ Configure user access rights for the various transaction tiles

Refer to these user guides:

✓ Getting Started Quick Reference Guide for new TPs

✓ User Management Quick Reference Guide 

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/01a-tgs_cm_getting-started-(new-tp)-qrg.pdf
https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/self-help-guides/02-tgs_cm_user-management-qrg.pdf
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Submitting Organisation and 
Course Applications
• Submitting Organisation Registration (This will not be covered in this session as 

Training Providers with Organisation Registration and Course approved will be 
migrated to TPGateway)

• Submitting Course Application

• Retrieving Tax Invoices

3
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Organisation Registration (OR) & Course Application (CA) Training 
Providers

Conduct Course

DURING COURSE BEFORE COURSE

From 10 Oct 2022, all OR and CA 
must be submitted in TPGateway! 

+
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Submitting a New Organisation Profile Training 
Providers

Only new Training Providers with IBF are required to submit an Organisation Profile. Existing IBF TPs’ 
Organisation Profile will be migrated upon go-live.
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Submitting a New Organisation Profile Training 
Providers

Users are directed to their Organisation Profile under SSG by default. Click on “Switch Profile” and 
select “IBF” from the drop-down menu
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Submitting a New Organisation Profile Training 
Providers

Click on “New Application” if no profile under IBF exists

Existing IBF Training Providers will not be 
required to submit any OR applications.

However, an existing Training Provider 
(e.g. with SSG) but has not transacted with 
IBF will need to submit an OR under IBF.
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Submitting a New Organisation Profile Training 
Providers

Complete the pre-application checks so that better advice can be provided on the application 
journey and to facilitate quicker processing

A new Organisation 
Registration must be 
accompanied by a 
Course Application
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Submitting a New Organisation Profile Training 
Providers

After selecting the agency, select the programme which the course falls under
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Submitting a New Organisation Profile Training 
Providers

The “Journey Ahead” page will provide users with an overview of the application forms to be 
completed ahead.
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Submitting a New Organisation Profile Training 
Providers

The “Journey Ahead” page will provide users with an overview of the application forms to be 
completed ahead.

More information for each step 
will be displayed for each section
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Submitting a New Organisation Profile Training 
Providers

Once ‘Proceed’ is clicked, it will bring users to the combined Organisation Registration and Course 
Application form 

Progress bar to track progress 
through the application
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Submitting a New Organisation Profile Training 
Providers

Company information will be pre-filled from ACRA and will be non-editable

Screenshots are for illustration purposes only and are subject to changes. 
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Submitting a New Organisation Profile Training 
Providers

Training Providers will be required to provide information about their training facilities and finances

Training Providers may 
indicate their registered 

address as the Training Venue
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Submitting a New Organisation Profile Training 
Providers

Training Providers need to ensure that the necessary supporting documents are uploaded to facilitate 
a smoother processing

Training Providers can download 
the checklist to find out more details 

of the necessary documents 
required for each agency
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Submitting a New Organisation Profile Training 
Providers

Training Providers are also required to accept IBF’s Terms & Conditions before they can proceed

. . .

Training Providers can click to 
view IBF’s Terms & Conditions
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Submitting a Course Application Training 
Providers

After completing the Organisation Registration form, there will be a redirection to Course 
Application
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Submitting a Course Application Training 
Providers

Depending on the programme selected by the Training Provider in the pre-application form, the 
relevant pages and fields will be displayed in the Course Application
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Submitting a Course Application Training 
Providers

There will be in-system instructions to guide Training Providers to completing some of the fields on 
the Course Application

Instructions to ensure Training Providers 
select “Training and Assessment” for 

relevant IBF programmes
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Submitting a Course Application Training 
Providers

There will be in-system instructions to guide Training Providers to completing some of the fields on 
the Course Application

An additional question will be included 
only for “Core SFA/FAA CPD” courses. 

This question will not be triggered for IBF-
STS and IBF-FTS only courses
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Submitting a Course Application Training 
Providers

Under “Details and Course Fees” section, Training Providers are also able to opt for their course to be 
SkillsFuture Credit eligible 

If TPs select “Yes” and IBF supports the 
course to be SFC-eligible, trainees will 
be able to use their SkillsFuture Credits 

to offset the Nett Fee payable
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Submitting a Course Application Training 
Providers

Training Providers will need to provide information relating to the skills and industry that the course is 
associated to

If “Financial Services” is selected as 
the sector, Training Provider will need 

to indicate the sub-sector
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Submitting a Course Application Training 
Providers

All courses with the exception of Future Enabled Skills must be financial sector contextualised. 

For IBF courses, please select skill 
codes with prefix ‘’FI’’ or ‘’FSE’’. At 
least 1 skill must be selected for 

each course
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Submitting a Course Application Training 
Providers

Training Providers are only required to indicate the trainers’ years of industry experience in 
TPGateway

For IBF courses, trainers are still required to 
possess both industry and training experience. 

Training Providers will continue to declare the 
experience on the Fit & Proper form as per 
existing processes. Fit & Proper form to be 

submitted under Section 5.
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Submitting a Course Application Training 
Providers

As the last step of the course application before reviewing the application, users will be required to 
upload supporting documents for the application

Supporting documents required for course application 
include:

▪ Course Prospectus
▪ Lesson Plan

▪ Full set of Training and Assessment Materials
▪ Completed Checklist Mapping (for STS)

▪ Course Validation Checklist including SME’s Profile
▪ CVs and Fit & Proper Declaration Forms of all Course 

Developers, Trainers and Assessors
▪ CVs and Fit & Proper Declaration Form and relevant 

qualifications of Assessor Coach(es)
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Submitting a Course Application Training 
Providers

After completing both Organisation Registration and Course Application, there will be a redirection 
to the payment page

Payments will be 
consolidated for both OR and 
CA fees

Note: OR fee is waived

<Breakdown of fees will 
be shown>
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Successful Submission of OR and CA Training 
Providers

There will be an acknowledgement once the payment has been completed
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Organisation Registration Dashboard Training 
Providers

Once an application is submitted, it can be viewed in the Organisation Registration tile

Note: IBF will process and review both Organisation 
Registration and Course Application(s) collectively. To 

achieve overall approval, TPs must obtain approvals for both

If the organisation has branches under the parent entity, a 
separate OR will have to be submitted for each branch
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Course Application Dashboard Training 
Providers

Under the submission page, all course applications can be viewed, including those which are still 
being processed

Courses can be 
filtered by their status
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OR and CA Processing

TRAINING 
PARTNER

Submit Organisation Registration & Course Application 

AGENCY 
OFFICER

Organisation Registration & 
Course Application Processing 
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Organisation Profile Dashboard Training 
Providers

Once the Organisation Registration has been approved, Training Providers will have an active 
Organisation Profile under IBF

Click “View Dashboard” for details 
of Organisation Registration 
submissions and status
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Organisation Profile Dashboard Training 
Providers

All Organisation Registration submissions will be shown on the dashboard
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Course Listing Dashboard Training 
Providers

Once courses are approved, they will be listed under the ‘Course Listing’

Users will also be able to edit, renew or 
replicate their approved courses within 
the “Course Listing” dashboard
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Points to Note Training 
Providers

All edits or updates to existing approved courses must be performed in TPGateway.

Minor Edits - Minor changes to existing course information will be auto-approved. No approval is 
required from IBF to make these edits.
Critical Edits - Critical or major changes to existing course will information will require an approval 
from IBF. Depending on the nature and degree of the edits, TPs may be required to re-submit a new 
Course Application and this will involve additional payment fees.

TPs can apply for course renewal in TPGateway. Course renewal applications can be requested from 
the Course Listing dashboard.  

Refer to this user guide:

✓ Organisation Registration for New TPs Guide

✓ Organisation Registration for Existing TPs Guide

✓ Course Application Guide

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/03a-tgs_cm_submit-organisation-registration-qrg.pdf
https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/03b-tgs_cm_manage-organisation-profile-qrg.pdf
https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/04a-tgs_cm_submit-course-applications-qrg.pdf
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Retrieving Tax Invoices Training 
Providers

Training Providers can retrieve invoices for the Organisation Registration and Course Application 
Fees paid in the “Tax Invoice” tile
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Retrieving Tax Invoices Training 
Providers

Training Providers may select multiple invoices and download in bulk

Search for invoices 
using the filters
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Retrieving Tax Invoices Training 
Providers

This is a sample of a tax invoice



Page 63

Grants Process
• Grants Disbursement Criteria

• Course Runs and Course Run Sessions

• Grant Calculator & Trainee Enrolment

• Attendance

• Assessment

• Grants & Financial Transactions
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Grants Disbursement Criteria Training 
Providers

✓Trainee must have paid 
the nett course fees and 
fee collection status 
must be updated by 
120 days from course 
run end date

✓Trainee must have met 
at least 75% of 
attendance

→ → →

✓Trainee must have 
passed assessment (for 
courses with 
assessment) 

✓Submit Trainee 
Enrolment(s) by 45 
(public course runs)/ 
105 (in-house course 
runs) calendar days 
after course start date 

✓Submit manual 
Attendance Record(s) 
by 45 (public course 
runs) / 105 (in-house 
course runs) calendar 
days after course run 
end date

✓Submit Trainee 
Assessment Record(s) 
by 45 (public course 
runs) / 105 (in-house 
course runs) calendar 
days after course run 
end date

✓Create Course Runs and 
Session(s) before 
course run start date

For grants to be disbursed, the following disbursement criteria and submission deadlines must be 
adhered to

Refer to 
video here

https://www.youtube.com/watch?v=ACiMNfMhvDQ
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Course Runs Training 
Providers

Conduct 
Course

BEFORE COURSE DURING COURSE AFTER COURSE

Course runs and course run sessions are mandatory in order to 
proceed with the rest of the grant management steps
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Course Runs Training 
Providers

There are two methods to create course runs

Creating via User Interface1 Creating via Excel Upload Function2

✓ Only future-dated course runs and 
course run sessions can be created 

✓ Instant validation of fields entered 

✓ “Repeat” and “Exception” functions 
available for population of course run 
sessions

✓ Future-dated and back-dated course 
runs and course run sessions can be 
created 

✓ Fields validated only after excel 
template is uploaded into the system

Recommended for first-time users and/or for course 
runs with regular course run sessions

Recommended for users familiar with required fields 
and/or for course runs with irregular course run 
sessions

Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/06-tgs_cm_course-runs-qrg.pdf
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Creating Course Runs Using User Interface Training 
Providers

Click on the “Course Runs” tile
Refer to 
video here

https://www.youtube.com/watch?v=-ZyYxiPBNo0
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Creating Course Runs Using User Interface Training 
Providers

A listing of approved and active course applications will be displayed here 

For the selected course 
posting, click on 
“Maintain Course Runs”

Search for course(s) 
using the search bar

Refer to 
video here

https://www.youtube.com/watch?v=-ZyYxiPBNo0
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Creating Course Runs Using User Interface Training 
Providers

Click on “Add Course Run” to create new course run

Only future-dated 
course runs can be 
created via the user 
interface

Refer to 
video here

https://www.youtube.com/watch?v=-ZyYxiPBNo0
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Creating Course Runs Using User Interface Training 
Providers

Click on “Add Course Run” to create new course run

Submission deadlines are tied 
to these dates. Input the 
Course end date or assessment 
end date, whichever is later

The Course Administrator will 
receive notifications relating to the 
course run, such as email 
containing the link to QR code for 
digital attendance taking

More fields below

Refer to 
video here

https://www.youtube.com/watch?v=-ZyYxiPBNo0
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Creating Course Runs Using User Interface Training 
Providers

Continued from previous slide

Mode of Training is “Classroom” by 
default. There are also other options 
e.g. Asynchronous eLearning, In-house, 
On-the-Job. Practical/Practicum, 
Supervised Field, Traineeship, 
Assessment, Synchronous eLearning

Add existing or new trainer information. 
Trainers will receive the link containing 
the attendance code and QR code via 
email from MySkillsFuture

Refer to 
video here

https://www.youtube.com/watch?v=-ZyYxiPBNo0
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Creating Course Runs Using User Interface Training 
Providers

Create course run sessions in the second section “Course Run Schedule”
Refer to 
video here

https://www.youtube.com/watch?v=-ZyYxiPBNo0
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Creating Course Runs Using User Interface Training 
Providers

Enter the course run session details such as date, time, mode of training and venue

More fields below

Refer to 
video here

https://www.youtube.com/watch?v=-ZyYxiPBNo0
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Creating Course Runs Using User Interface Training 
Providers

The repeat function can also be used for course runs with regular schedules (e.g. sessions are 
conducted every week on the same days)

Remember to adjust the “start 
date” and “end date” so that the 
system can create the recurring 
sessions within the stipulated 
start and end date according to 
the frequency indicated

Indicate any dates within the stipulated start and 
end date where no sessions will be conducted 
(e.g. term break, public holidays) – and the system 
will not create sessions during the period

Refer to 
video here

https://www.youtube.com/watch?v=-ZyYxiPBNo0
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Creating Course Runs Using User Interface Training 
Providers

In this example, repeat function was used to create sessions every Wednesday from 10am to 12pm 
within the course run start and end date

Click “Submit Run” to 
publish course run

Refer to 
video here

https://www.youtube.com/watch?v=-ZyYxiPBNo0
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Creating Course Runs Using User Interface Training 
Providers

View the published course run information, including the Course Run ID and link to QR code 
attendance taking

After a course run has been 
successfully created, it will take 
1.5 – 2 hours before the new 
course run is synced to other 
functionalities such as 
“Enrolment” and “Assessment”

This is the Course Run ID

Refer to 
video here

The QR code link will also be sent 
to the Course Administrator and
Trainer indicated in the course 
run 3 days before the course run 
start date.
Note: The link will remain the 
same throughout the course run.

https://www.youtube.com/watch?v=-ZyYxiPBNo0
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Creating Course Runs Using User Interface 

Video Demo:
Creating course runs with repeat function using user interface
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Creating Course Runs Using Excel Upload Function Training 
Providers

To upload course runs using the excel upload function, click on the “Course Runs” tile
Refer to 
video here

https://www.youtube.com/watch?v=MjWSGYsNBfg
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Creating Course Runs Using Excel Upload Function Training 
Providers

Click on “Upload Course Runs” button
Refer to 
video here

https://www.youtube.com/watch?v=MjWSGYsNBfg
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Creating Course Runs Using Excel Upload Function Training 
Providers

Download the file template
Refer to 
video here

https://www.youtube.com/watch?v=MjWSGYsNBfg
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Creating Course Runs Using Excel Upload Function Training 
Providers

In the Excel template, complete the “Course Runs Data” tab with reference to the “Definition” tab

Refer to the “Definition” tab to complete the “Course Runs Data” tab 1 Save the document in .xlsx and upload the file2

“Course Runs Data” tab

“Definitions” tab

Refer to 
video here

https://www.youtube.com/watch?v=MjWSGYsNBfg
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Creating Course Runs Using Excel Upload Function Training 
Providers

Review course run information before publishing the course run

<Course run information will be populated based on inputs from the excel>

Refer to 
video here

https://www.youtube.com/watch?v=MjWSGYsNBfg
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Creating Course Runs Using Excel Upload Function Training 
Providers

Confirm course run has been created – a Course Run ID will be generated
Refer to 
video here

https://www.youtube.com/watch?v=MjWSGYsNBfg
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Uploading Course Runs

Video Demo:
Uploading Course Runs
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Editing and Deleting Course Runs Training 
Providers

There are some limitations to the edit and delete functionalities of course runs

Editing Course Runs1 Deleting Course Runs2

✓ Course runs can be edited as long as 
the course run has not ended 

✓ Course run start and end dates can only 
be edited if the original date indicated 
has not lapsed

✓ Only future-dated course run sessions 
can be added into existing course runs 
via the user interface

✓ Course runs created via the user 
interface can only be deleted before the 
course run start date

✓ Course runs created via the excel 
upload function can be deleted before 
the course run start date, or 14 days 
after the creation – whichever is later

Refer to 
video here

https://www.youtube.com/watch?v=HQz3hOgLYm0
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Points to Note Training 
Providers

Course runs and course run sessions are mandatory. Otherwise, TPs will not be able to proceed with 
Enrolment, Attendance and Assessment steps to obtain funding.

Course runs can be created using two methods: 
✓ via User Interface (supports only future-dated course runs) 
✓ via Excel Upload Function (supports both back-dated and future-dated course runs) 

Course runs and course run sessions should be created as soon as possible and before course run start 
date to facilitate the remaining grant process

Refer to this user guide:

✓ Course Runs Quick Reference Guide 

Refer to these videos:

✓ Creating Course Runs and Sessions Using User Interface

✓ Uploading Course Runs and Sessions Using Excel Template

✓ Deleting and Editing Course Runs and Sessions

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/06-tgs_cm_course-runs-qrg.pdf
https://youtu.be/-ZyYxiPBNo0
https://youtu.be/MjWSGYsNBfg
https://youtu.be/HQz3hOgLYm0
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Grant Calculator & Training Enrolment Training 
Providers

Conduct 
Course

BEFORE COURSE DURING COURSE AFTER COURSE
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Grant Calculator Training 
Providers

Use the “Grant Calculator” function to calculate the estimated funding for a future-dated course run 
Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/07-tgs_cm_grant-calculator-qrg.pdf
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Grant Calculator Training 
Providers

Training Providers need to enter the trainee details to get a personalised funding calculation

Only future-dated course 
runs can be selected

Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/07-tgs_cm_grant-calculator-qrg.pdf
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Grant Calculator Training 
Providers

The grant calculator will show the amount of training grants applicable based on the information 
provided

Trainee information not provided1 Trainee’s information provided2

If trainee’s information was provided, the 
Grant Calculator will verify the trainee’s 
entitlement against the grant schemes 
available to determine the grant 
amount for the trainee

It does not mean that the trainee 
has sufficient SkillsFuture Credit 
even if “Yes” is indicated for 
“SkillsFuture Credit”. This table 
shows only the eligibility.

No funding will be shown 
if trainee information has 
not been provided

Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/07-tgs_cm_grant-calculator-qrg.pdf
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Enrolments Training 
Providers

There are two methods to submit trainee enrolments

Submit Single Enrolment 1 Upload Bulk Enrolment2

✓ Enrolment records created one at a time

✓ Instant validation and process of 
enrolment record

✓ Multiple enrolment records can be 
created across different course runs (but 
must belong to the same course)

✓ Only formatting of excel file validated 
during upload, additional processing 
time required before enrolment records 
are processed

Recommended if there are few trainees to be 
enrolled OR if the enrolment submission deadline is 
approaching

Recommended if there are multiple trainees to be 
enrolled across the same course AND if there are 
sufficient time before enrolment submission deadline

Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/08-tgs_cm_trainee-enrolment-qrg.pdf
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Submit Single Enrolment Training 
Providers

Click on the “Enrolments” tile
Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/08-tgs_cm_trainee-enrolment-qrg.pdf
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Submit Single Enrolment Training 
Providers

Click “Add Enrolment” to submit a single enrolment record
Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/08-tgs_cm_trainee-enrolment-qrg.pdf
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Training 
Providers

Enter the trainee’s particulars

Submit Single Enrolment

If the trainee has incomplete 
Date of Birth information, kindly 
input “01” for the appropriate 
day and/or month fields

Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/08-tgs_cm_trainee-enrolment-qrg.pdf
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Training 
Providers

The grey fields under “Trainee Details” will be pre-populated based on the information provided on 
the previous page

Submit Single Enrolment

Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/08-tgs_cm_trainee-enrolment-qrg.pdf
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Training 
Providers

Enter the Enrolment details

Submit Single Enrolment

If Sponsorship Type = 
Employer, enter sponsoring 
Employer’s UEN

Once the enrolment record has 
been created, the sponsorship 
type and employer UEN cannot
be amended.

Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/08-tgs_cm_trainee-enrolment-qrg.pdf
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Training 
Providers

After entering the information required for enrolment, scroll down to confirm the funding amount, 
based on the discount course fee (if any).

Submit Single Enrolment

Value of this field will be “Pending Payment” by default

To receive funding, the trainee’s 
“Fee Collection Status” should 
be updated to “Full Payment” 
within 120 calendar days from 
the course run end date.

Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/08-tgs_cm_trainee-enrolment-qrg.pdf
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Submit Single Enrolment Training 
Providers

A unique enrolment ID will be generated after saving the enrolment record

An “Enrolment ID” will be 
created after the record has 
been processed successfully 

Upon successful update…

Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/08-tgs_cm_trainee-enrolment-qrg.pdf
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Upload Bulk Enrolment Training 
Providers

Click on the “Enrolments” tile
Refer to 
video here

https://www.youtube.com/watch?v=mCsWEnT5j8g
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Upload Bulk Enrolment Training 
Providers

Click “Bulk Upload” to submit multiple enrolment records
Refer to 
video here

https://www.youtube.com/watch?v=mCsWEnT5j8g
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Upload Bulk Enrolment Training 
Providers

Select a course to upload enrolments for submission 

Click on the drop-down list1 Select the course to upload enrolments2 Upload the completed excel for submission3

Refer to 
video here

https://www.youtube.com/watch?v=mCsWEnT5j8g
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Upload Bulk Enrolment Training 
Providers

In the Excel template, complete the “Enrolment Upload Template” tab with reference to the 
“Instructions” tab

Save the document in CSV 
(comma delimited) (*.csv 
format) before uploading

Refer to the “Instructions” tab to complete the “Enrolment Upload Template” tab 1 Save the document2

“Enrolment Upload 
Template” tab

“Instructions” tab

Complete all mandatory 
fields and note that 
there should be no 
more than 500 records

Refer to 
video here

https://www.youtube.com/watch?v=mCsWEnT5j8g
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Upload Bulk Enrolment

Template Walkthrough:
How to complete Bulk Enrolment excel template



Page 104Screenshots are for illustration purposes only and are subject to changes. Updated as of 24 August 2022. 

Upload Bulk Enrolment Training 
Providers

Once the upload is complete, this page will display the records as read from the uploaded file

There will be more fields on the right →

Enrolment records can be uploaded for different 
course runs (within the same course) in the same 
template by specifying the course run ID Changes can be made 

to all fields except 
trainee name as this will 
be derived from the ID

Refer to 
video here

https://www.youtube.com/watch?v=mCsWEnT5j8g
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Upload Bulk Enrolment Training 
Providers

The user will be redirected back to the “Enrolments” page as the enrolment records are sent for 
processing 

Upon successful upload submission…
The enrolments are still 
not created at this juncture 
as the system still needs to 
process the submitted 
records

Refer to 
video here

https://www.youtube.com/watch?v=mCsWEnT5j8g
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Upload Bulk Enrolment Training 
Providers

Once the bulk upload has been processed, there will be a notification with a URL link to the 
enrolment records

There will be an in-
system notification 
once the bulk upload 
has been processed

Click on the relevant bulk 
upload confirmation for the URL 
link to the enrolment records

Refer to 
video here

https://www.youtube.com/watch?v=mCsWEnT5j8g
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Upload Bulk Enrolment Training 
Providers

An Enrolment ID will be created for each successfully saved enrolment record. Otherwise refer to the 
“Reason for Failure” column to rectify the errors and re-upload for processing.

Scroll for the “Reason for Failure” column on the right →

A unique Enrolment ID will be 
created for each successfully saved 
enrolment record. 

For failed records, refer to the “Reason for 
Failure” column to rectify the errors

Refer to 
video here

https://www.youtube.com/watch?v=T8cmll9oTVM
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Error messages Training 
Providers

Examples of error messages for enrolments: 
1 of 3

FORMATTING AND SIZE ERRORS

ERROR MESSAGE WHAT WENT WRONG? HOW TO FIX THE ERROR?

Maximum record count exceeded in 
upload file. Please try again with 500 
records or less.

Bulk import file exceeds 500 records • Ensure no more than 500 records are included in the 
upload file

Date of Birth is mandatory in DD-MM-
YYYY format

Missing or Incorrect date format • Ensure that the date format is either DD-MM-YYYY or 
DD/MM/YYYY format

File exceeds size limit of 5 MB File exceeds size limit • Ensure file size is within 5MB

Refer to 
video here

https://www.youtube.com/watch?v=T8cmll9oTVM
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Error messages Training 
Providers

Examples of error messages for enrolments: 

ERROR MESSAGE WHAT WENT WRONG? HOW TO FIX THE ERROR?

Please check particulars of this trainee One of the following errors found:
• Trainee ID and ID type mismatch
• Trainee ID not valid
• Trainee ID and DOB do not match

• Check the particulars of the trainees to ensure there is 
no typo 

Invalid Trainee ID type Trainee ID type is incorrect • Only values in the dropdown list are allowed 
(“NRIC”, “FIN” or “Others”)

Invalid trainee / employer contact country 
code

Country code for trainee's contact number is invalid • Ensure that only digits and “+” sign are indicated.
• Note: “+” sign is optional

Invalid trainee / employer contact phone 
number

Trainee's contact number is invalid • Ensure that the contact number indicated is valid 

Invalid trainee / employer email address Trainee's email address is invalid • Ensure that the email address indicated is valid

TRAINEE/EMPLOYER DETAIL ERRORS

2 of 3

Refer to 
video here

https://www.youtube.com/watch?v=T8cmll9oTVM
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Error messages Training 
Providers

Examples of error messages for enrolments: 

OTHER ERRORS

ERROR MESSAGE WHAT WENT WRONG? HOW TO FIX THE ERROR?

Course run does not belong to the course Course run is not associated to the course reference 
number in the request

• Ensure no typos for course run ID indicated

Invalid enrolment sponsorship type Sponsorship type does not match the values in the static 
entity

• Only values in the dropdown list are allowed 
(“Individual” or “Employer”)

<Field Name> is mandatory Missing mandatory fields from the upload file • Ensure all mandatory fields are filled

3 of 3

Refer to 
video here

https://www.youtube.com/watch?v=T8cmll9oTVM
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Points to Note Training 
Providers

The personalised grant amount is calculated based on validated trainee information. The enhanced 
grant calculation produces a summary of grant amount, relevant schemes and components

Trainee Enrolments can be submitted using two methods: 
✓ via Single Enrolment 
✓ via Excel Bulk Upload (supports enrolments across multiple course runs within the same course) 

TPs can start submitting enrolment records from anytime before and up to 45 (public course runs) / 
105 (in-house course runs) calendar days after the course start date. Submissions thereafter are 
considered late. 

Refer to this user guide:

✓ Training Enrolment Guide 

Refer to these videos:

✓ Bulk Upload of Enrolment Records

✓ Rectifying Errors for Bulk Upload of Enrolment Records

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/08-tgs_cm_trainee-enrolment-qrg.pdf
https://www.youtube.com/watch?v=mCsWEnT5j8g
https://www.youtube.com/watch?v=T8cmll9oTVM


Page 112Screenshots are for illustration purposes only and are subject to changes. Updated as of 24 August 2022. 

Attendance Training 
Providers

BEFORE COURSE DURING COURSE AFTER COURSE

Conduct 
Course
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Attendance Training 
Providers

There are two methods to submit trainee attendance

✓ Trainees can take digital attendance by 
scanning QR code or entering 
attendance code into MySF link

✓ Attendees’ details are automatically 
captured and instantly synced to 
TPGateway

Recommended as trainers do not have to keep track 
of manual/ physical attendance 

Manual Attendance Upload2

✓ Multiple attendances can be uploaded 
for multiple course sessions

 Might run into the risk of providing 
inaccurate trainee details (i.e. wrong ID 
number)

 More steps to be taken to upload 
attendance

 There is a deadline for submission –
Upload “Attendance” after each Course 
Run Session by 45 (public course runs) 
/ 105 (in-house course runs) calendar 
days after course end date

Can be used to capture any attendance records that 
were missed out in digital attendance. 

Digital Attendance Taking1 RECOMMENDED!

Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/09-tgs_cm_attendance-qrg.pdf
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Digital Attendance Taking Training 
Providers

1

Trainer and Course Admin will receive 
an email containing the link to QR code 
and attendance code 3 days before the 

course run start date

2

To take attendance digitally, trainees
can either scan the QR code or go to 

MySkillsFuture portal to key in the 
attendance code

3

Attendance will be automatically 
synced to TPGateway! 

TPs do not need to confirm attendance 
unless there is missing information

The QR code link can also be retrieved 
from the Course Runs tile 

Refer to 
video here

https://www.youtube.com/watch?v=g6apPdCcseA
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Digital Attendance Taking Training 
Providers

Example of email containing the link to QR Code/ Attendance Code
Refer to 
video here

https://www.youtube.com/watch?v=g6apPdCcseA
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Digital Attendance Taking Training 
Providers

The QR code link is the same throughout the course run, but the QR code refreshes for each session

Course Start

2.00PM 4.00PM1.30PM 4.30PM

Course End

QR code for each session will be available 30 mins 
before the session start till 30 mins after session ends

Refer to 
video here

“If I scan the QR at the end of the course, will I be marked 
as late?” 
No, if trainees record attendance anywhere within this window, 
the attendance will be recorded as 100% for the session.

https://www.youtube.com/watch?v=g6apPdCcseA
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Digital Attendance Taking Training 
Providers

Trainees can take digital attendance by scanning the QR code

Scan the QR code using a QR reader 1 Log in using Singpass or Social Media2 Allow MySkillsFuture to capture location3

Refer to 
video here

MySkillsFuture.sg

https://www.youtube.com/watch?v=g6apPdCcseA
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Digital Attendance Taking Training 
Providers

Trainees can take digital attendance by scanning the QR code

Click on “Take Attendance”4 Attendance will be taken5

Refer to 
video here

https://www.youtube.com/watch?v=g6apPdCcseA


Page 119Screenshots are for illustration purposes only and are subject to changes. Updated as of 24 August 2022. 

Digital Attendance Taking Training 
Providers

Trainees can also take digital attendance using Attendance code

Access attendance taking link/ QR Code1 Enter attendance code and particulars2 Confirm check-in has been successful3

Refer to 
video here

https://www.youtube.com/watch?v=g6apPdCcseA
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Digital Attendance Taking Training 
Providers

The names of the trainees who have taken digital attendance successfully will be reflected
Refer to 
video here

https://www.youtube.com/watch?v=g6apPdCcseA
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Manual Attendance Upload Training 
Providers

Click on the “Attendance” tile
Refer to 
guide here

Submit attendance 
by 45 (public 
course runs) /105 
(in-house course 
runs) calendar days 
after course end 
date 

Anything after this 
deadline is late and 
will not be taken 
into consideration

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/09-tgs_cm_attendance-qrg.pdf
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Manual Attendance Upload Training 
Providers

Search and select the course run sessions to upload attendance records for
Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/09-tgs_cm_attendance-qrg.pdf
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Manual Attendance Taking Training 
Providers

TPs can upload attendance onto TGS manually via the Excel spreadsheet

Download Attendance File Template and fill in the relevant 
attendees’ details. The following fields would be mandatory 
to be filled:

2

✓ Identification Number
✓ Identification Type
✓ Email address  
✓ Mobile number 

Select ‘Upload’3Access the session(s) to upload attendance for 1

Refer to 
guide here

Click on ‘Publish Attendees’4

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/09-tgs_cm_attendance-qrg.pdf
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Manual Attendance Taking Training 
Providers

TPs can upload attendance onto TGS manually via the Excel spreadsheet

Select the checkbox of the attendee to upload attendance for and 
click ‘Confirm’

5 Select ‘Confirm’ to submit the attendance6

Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/09-tgs_cm_attendance-qrg.pdf
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Manual Attendance Taking

Template Walkthrough:
How to complete Manual Attendance excel template
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Points to Note Training 
Providers

The QR code link for digital attendance is the same throughout the course run, but the QR code 
refreshes for each session

Attendance can be submitted using two methods: 
✓ via Digital Taking Function (recommended)
✓ via Manual Upload  

TPs need to ensure that attendance records are submitted before 45 (public course runs) / 105 (in-
house course runs) calendar days after the course end date. Submissions thereafter are considered 
late. 

Refer to this user guide:

✓ Attendance Guide 

Refer to this video:

✓ Digital Attendance Taking

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/09-tgs_cm_attendance-qrg.pdf
https://www.youtube.com/watch?v=g6apPdCcseA
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Assessments Training 
Providers

BEFORE COURSE DURING COURSE AFTER COURSE

Conduct 
Course
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Assessments Training 
Providers

There are two methods to submit trainee assessments

Upload Bulk Assessment2

✓ Multiple assessment records can be 
submitted across different courses and 
course runs in a single file upload

✓ Only formatting of excel file validated 
during upload, additional processing 
time required before assessment records 
are processed

Recommended 
• If there are multiple assessment records to be 

submitted across courses or course runs  
• If there are sufficient time before assessment 

submission deadline
• If there is more than one Skill Code for the course

Refer to 
guide here

Submit Single Assessment1

✓ Assessment records created one at a 
time

✓ Instant validation and process of 
assessment record

Recommended 
• If enrollments are already created 
• If there is only one Skill Code for the course 
• If the assessment submission deadline is 

approaching

Bulk upload for 
enrolments are limited 
to the same course

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/10-tgs_cm_assessment-qrg.pdf
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Submit Single Assessment Training 
Providers

Click on the “Assessments” tile
Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/10-tgs_cm_assessment-qrg.pdf
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Submit Single Assessment Training 
Providers

Search and select a course from the listing to upload assessment records for
Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/10-tgs_cm_assessment-qrg.pdf
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Submit Single Assessment Training 
Providers

Any enrolment records submitted to the course run previously will be populated in the page

Click on the “edit” icon to add 
assessment results for the 
selected trainee enrolment

Click on “Add Assessment” if trainee 
enrolment was not submitted previously

Refer to 
guide here

Assessment records can 
only be added or edited 
within the assessment 
submission deadline. 
The “edit button” will not 
appear after the 
submission deadline has 
lapsed.

Assessment submission 
deadlines for:
✓ Public Course Runs: 45 

calendar days from 
course end date

✓ In-house Course Runs: 
105 calendar days from 
course end date

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/10-tgs_cm_assessment-qrg.pdf
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Submit Single Assessment Training 
Providers

Enter the assessment results of the trainee and click on the “save” icon on the left before adding 
another assessment record 

“Trainee ID” and “Course Run” fields are 
non-editable. Any erroneous records 
should be voided using the “Void” status 
(i.e. if a trainee’s assessment record has 
been added to an incorrect course run)

optional

Refer to 
guide here

While this field is not marked as 
mandatory on the system, TPs must
input the relevant Skill Code for each 
assessment upload for IBF Courses.

There should be one 
assessment record per 
skill code.

“What if I have three Skill 
Codes indicated in the 
approved course and one 
assessment?”
Three assessment records 
should be uploaded. One 
separate upload for each 
skill code.

In these cases, using bulk 
upload may be preferred.

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/10-tgs_cm_assessment-qrg.pdf
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Locating Skill Codes

Click on “Course Registry” tile1

User must have “Read Only” 
or “Full Access” to the 
“Course Registry” tile

Navigate to the “Course Listing” tab and locate the course2

The skills codes will be indicated in the “Skills and Industry Relevance” section3

Training 
Providers
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Upload Bulk Assessment Training 
Providers

Click on the “Assessments” tile
Refer to 
video here

https://www.youtube.com/watch?v=ahVOct2AbNk&t=4s
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Upload Bulk Assessment Training 
Providers

Multiple assessment records can be submitted across different courses and course runs in a single 
file upload

Click on “Bulk Upload” button1 Upload the completed excel for submission2

Refer to 
video here

https://www.youtube.com/watch?v=ahVOct2AbNk&t=4s
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Upload Bulk Assessment Training 
Providers

In the Excel template, complete the “Assessment Upload Template” tab with reference to the 
“Instructions” tab

Save the document in CSV 
(comma delimited) (*.csv 
format) before uploading

Refer to the “Instructions” tab to complete the “Assessment Upload Template” tab 1 Save the document2

“Assessment Upload 
Template” tab

“Instructions” tab

Complete all mandatory 
fields and note that 
there should be no 
more than 500 records

Refer to 
video here

https://www.youtube.com/watch?v=ahVOct2AbNk&t=4s
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Upload Bulk Assessment

Template Walkthrough:
How to complete Bulk Assessment excel template
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Upload Bulk Assessment Training 
Providers

Once the upload is complete, this page will display the records as read from the uploaded file

There will be more fields on the right →

Verify information 
populated and make 
edits if required 
before clicking ‘Save’

Refer to 
video here

https://www.youtube.com/watch?v=ahVOct2AbNk&t=4s


Page 139Screenshots are for illustration purposes only and are subject to changes. Updated as of 24 August 2022. 

Upload Bulk Assessment Training 
Providers

The user will be redirected back to the “Assessments” page as the assessment records are sent for 
processing 

Upon successful upload submission… The assessments are still 
not created at this juncture 
as the system still needs to 
process the submitted 
records

Refer to 
video here

https://www.youtube.com/watch?v=ahVOct2AbNk&t=4s
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Upload Bulk Assessment Training 
Providers

Once the bulk upload has been processed, there will be a notification with a URL link to the 
assessment records

There will be an in-
system notification 
once the bulk upload 
has been processed

Click on the relevant bulk 
upload confirmation for the URL 
link to the assessment records

Refer to 
video here

https://www.youtube.com/watch?v=ahVOct2AbNk&t=4s
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Upload Bulk Assessment Training 
Providers

An Assessment No. will be created for each successfully saved assessment record. Otherwise refer to 
the “Reason for Failure” column to rectify the errors and re-upload for processing.

A unique Assessment No. will be created for 
each successfully saved assessment record

For failed records, 
refer to the “Reason 
for Failure” column 
to rectify the errors

Refer to 
video here

https://www.youtube.com/watch?v=o59nQJdOwDM
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Error messages Training 
Providers

Examples of error messages for assessments: 
1 of 3

FORMATTING AND SIZE ERRORS

ERROR MESSAGE WHAT WENT WRONG? HOW TO FIX THE ERROR?

Maximum record count exceeded in 
upload file. Please try again with 500 
records or less.

Bulk import file exceeds 500 records • Ensure no more than 500 records are included in the 
upload file

Assessment Date is mandatory in DD-
MM-YYYY format

Missing or Incorrect date format • Ensure that the date format is either DD-MM-YYYY or 
DD/MM/YYYY format

File exceeds size limit of 5 MB File exceeds size limit • Ensure file size is within 5MB

Refer to 
video here

https://www.youtube.com/watch?v=o59nQJdOwDM
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Error messages Training 
Providers

Examples of error messages for assessments: 

TRAINEE DETAIL ERRORS

2 of 3

ERROR MESSAGE WHAT WENT WRONG? HOW TO FIX THE ERROR?

Please check particulars of this trainee One of the following errors found:
• Trainee ID and ID type mismatch
• Trainee ID not valid

• Check the particulars of the trainees to ensure there is 
no typo 

Invalid Trainee ID type Trainee ID type is incorrect • Only values in the dropdown list are allowed 
(“NRIC”, “FIN” or “Others”)

Refer to 
video here

https://www.youtube.com/watch?v=o59nQJdOwDM
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Error messages Training 
Providers

Examples of error messages for assessments: 

OTHER ERRORS

3 of 3

ERROR MESSAGE WHAT WENT WRONG? HOW TO FIX THE ERROR?

Course run does not belong to the course Course run is not associated to the course reference 
number in the request

• Ensure no typos for course run ID indicated

<Field Name> is mandatory Missing mandatory fields from the upload file • Ensure all mandatory fields are filled

Invalid assessment grade Assessment grade is invalid • Only values in the dropdown list are allowed 
(“A”, “B”, “C”, “D”, “E” or “F”)

Invalid assessment score Assessment score is invalid • Only numerical values from 0 to 100 allowed

Invalid assessment result Assessment result is invalid • Only values in the dropdown list are allowed 
(“Pass”, “Fail”, “Exempt”)

• Note: “Void” is used to void any records uploaded 
erroneously, and may only be updated over UI on 
existing records

Invalid assessment date One of the following errors found:
• Assessment date entered is a future date
• Assessment date format is incorrect
• Assessment date is invalid

• Ensure that the assessment date is within the course 
run period and not future-dated 

• Ensure that the date format is either DD-MM-YYYY or 
DD/MM/YYYY format

Refer to 
video here

https://www.youtube.com/watch?v=o59nQJdOwDM
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Re-assessment Training 
Providers

If trainees require to sit for re-assessment, Training Providers must ensure re-assessment results are 
uploaded within 120 calendar days from the course run end date 

Scenario 1: Trainee attends re-assessment from 
another existing course run

Enrolment: No re-enrolment required

Course Run: Course run and course run session(s) 
should have been created for the existing course run

Attendance: Trainee to take attendance as per 
normal during the re-assessment

Assessment: Assessment record should be 
uploaded under the make-up course run

Enrolment: No re-enrolment required

Course Run: Create course run and course run 
session(s) for the make-up session(s)

Attendance: Trainee to take attendance as per 
normal during the re-assessment

Assessment: Assessment record should be 
uploaded under the make-up course run

The course start and end date of the course run 
should correspond with the start and end date of the 
make-up session(s) required from the trainee

Scenario 2: Trainee attends re-assessment that is 
not from an existing course run
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Re-assessment Training 
Providers

Course run 
start 

Course run 
end 

Trainee failed 
assessment

120 days from 
Course run 

end

Original course run
✓ Enrolment submitted here
✓ Attendance submitted here 
✓ Failed assessment record 

submitted here

Re-assessment course run
(Existing course run)

× No enrolment submitted here
✓ Only attendance for re-

assessment submitted here 
✓ Only re-assessment record 

submitted here

Course run 
start 

Course run 
end 

Trainee retake 
assessment

Re-assessment record 
must be uploaded by 

this date

Re-assessment course run
(New course run)

× No enrolment submitted here
✓ Only attendance for re-

assessment submitted here 
✓ Only re-assessment record 

submitted here

Course 
run start 

Course 
run end 

Trainee retake 
assessment

Re-assessment record 
must be uploaded by 

this date
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Points to Note Training 
Providers

There should be one assessment record per skill code for each trainee

Assessments can be submitted using two methods: 
✓ via Single Submission  
✓ via Excel Bulk Upload (supports assessments across multiple course runs across different courses) 

TPs need to ensure that assessment records are submitted after 45 (public course runs) / 105 (in-
house course runs) calendar days from the course end date. Submissions thereafter are considered 
late. 

Refer to this user guide:

✓ Assessment Quick Reference 
Guide

Refer to these videos:

✓ Bulk Upload of Assessment Records

✓ Rectifying Errors for Bulk Upload of Assessment Records

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/10-tgs_cm_assessment-qrg.pdf
https://www.youtube.com/watch?v=ahVOct2AbNk
https://www.youtube.com/watch?v=o59nQJdOwDM
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Disbursement Checks

TRAINING 
PARTNER

Complete Grants Process

AGENCY 
OFFICER

Manual Grant Review

Pre-Disbursement Checks

TIMER JOBS

Disbursement
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Grants and Financial Transactions Training 
Providers

DURING COURSE AFTER COURSE

Conduct 
Course
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Managing Grants Training 
Providers

Click on the “Grants” tile
Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/11-tgs_cm_grants-financial-transactions-qrg.pdf
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Grants Training 
Providers

Recap of submission deadlines
Refer to 
guide here

✓Trainee must have paid 
the nett course fees and 
fee collection status 
must be updated by 
120 days from course 
run end date

✓Trainee must have met 
at least 75% of 
attendance

→ → →

✓Trainee must have 
passed assessment (for 
courses with 
assessment) 

✓Submit Trainee 
Enrolment(s) by 45 
(public course runs)/ 
105 (in-house course 
runs) calendar days 
after course start date 

✓Submit manual 
Attendance Record(s) 
by 45 (public course 
runs) / 105 (in-house 
course runs) calendar 
days after course run 
end date

✓Submit Trainee 
Assessment Record(s) 
by 45 (public course 
runs) / 105 (in-house 
course runs) calendar 
days after course run 
end date

✓Create Course Runs and 
Session(s) before 
course run start date

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/11-tgs_cm_grants-financial-transactions-qrg.pdf
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Grants Training 
Providers

Select a course run to find out more details of the action(s) required
Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/11-tgs_cm_grants-financial-transactions-qrg.pdf
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Grants Training 
Providers

Enter the Training Summary to have a view of the action(s) required

Summary of actions 
required and their 
respective deadlines 
can be tracked 

Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/11-tgs_cm_grants-financial-transactions-qrg.pdf


Page 154Screenshots are for illustration purposes only and are subject to changes. Updated as of 24 August 2022. 

Grants Training 
Providers

Scroll down to view statuses by trainees and the assessments status

Attendance scoring and 
assessment status under 
this “Trainees” section will 
only be reflected after 
submission deadlines

The filter for Fee Collection Status 
can be used to check for trainees 
that have yet to complete the 
disbursement criteria

Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/11-tgs_cm_grants-financial-transactions-qrg.pdf
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Updating Fee Collection Status

Video Demo:
How to update Fee Collection Status
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Grants Training 
Providers

Returning back to the top of the page, click on ‘View Grants’ for details of eligible training grants

Click on “View Grants” 
to view the specific 
grants associated with 
each enrolment 

Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/11-tgs_cm_grants-financial-transactions-qrg.pdf


Page 157Screenshots are for illustration purposes only and are subject to changes. Updated as of 24 August 2022. 

Grants Training 
Providers

The amount of eligible grants per trainee will be available for viewing

There will be more fields on the right →

The “Estimated Grant 
Amount” is an 
indicative amount. The 
final grant amount 
disbursed is subject to 
fulfilment of the grants 
disbursement criteria

Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/11-tgs_cm_grants-financial-transactions-qrg.pdf
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Grants Training 
Providers

Click on the name of the trainee to view the breakdown of eligible grants and payment status

The “Paid Grant 
Amount” and ‘Status’ 
will be also be 
available for viewing

Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/11-tgs_cm_grants-financial-transactions-qrg.pdf
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Managing Financial Transactions Training 
Providers

Click on the “Financial Transactions” tile
Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/11-tgs_cm_grants-financial-transactions-qrg.pdf
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Financial Transactions Training 
Providers

All received disbursements will be available for viewing in this financial transactions tile

Use filters to locate 
financial transactions

Export current 
view in excel file

Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/11-tgs_cm_grants-financial-transactions-qrg.pdf
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Disbursements Training 
Providers

PayNow will be the default disbursement mode in TPGateway. Training Providers will need to 
update their PayNow account details to receive disbursements via TPGateway.

Click on “Organisation Profile” tile1 Switch to the Organisation Profile under IBF2

Click “Update Profile”3

Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/11-tgs_cm_grants-financial-transactions-qrg.pdf
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Disbursements Training 
Providers

PayNow will be the default disbursement mode in TPGateway. Training Providers will need to 
update their PayNow account details to receive disbursements via TPGateway.

Under PayNow Account section, click “Add Record”  4

Enter the Company UEN and Suffix Code (where applicable, to leave blank if not applicable), check “Is Default” and click “Validate”5

Click “Submit”6

Refer to 
guide here

https://www.tpgateway.gov.sg/docs/default-source/default-document-library/about-tpg/new-guides-(apr2021)/11-tgs_cm_grants-financial-transactions-qrg.pdf
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Points to Note Training 
Providers

All grants in TPGateway will be disbursed via PayNow: 
✓ Training Providers should verify and update their organisation’s PayNow ID upon first login into 

TPGateway

Training grants in TPGateway will be disbursed once the disbursement criteria is met 

For claims submitted in IBF Portal relating to courses with course run start date before 10 October 2022, 
TPs will continue to receive disbursements via existing process on IBF Portal

For more information:

✓ Visit https://www.abs.org.sg/consumer-banking/pay-now

✓ Contact local bank to link corporate account to PayNow

https://www.abs.org.sg/consumer-banking/pay-now
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Next Steps & Reminder to 
Training Providers
• Summary of Next Steps

• Reminder to Training Providers – Update of Terms & Conditions 

5
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▪ Verify organisation and course information migrated from IBF Portal to TPGateway
▪ Submit request to update where necessary e.g. contact details under Organisation Profile , Mode of Training and Assessment and Course 

Duration for all the active courses  

Actions Required on TPGateway Training 
Providers

Where to perform transactional services (from 10 October 2022)

TPGateway:
▪ All Organisation and Course Applications 
▪ Course Runs, Enrolment, Attendance and Assessment for courses 

starting on or after 10 October 2022

Setup Corppass for TPGateway

Setup PayNow

Verify and Update Organisation Profile and Course Information

IBF Portal:
▪ All Organisation and Course Applications before 5 October 2022
▪ Claims submission for courses commencing before 10 October 2022

1

▪ Corppass Administrator should assign users with “TPGAdmin” or “TPGUser” permissions on Corppass portal
▪ Users with “TPGAdmin” permission will log into TPGateway to set up user profiles for other users 

2

3

▪ Set up Corporate PayNow for the organization with local SGD bank account
▪ Add PayNow account in the “Organisation” tile on TPGateway

4

5 [For Newly OE Approved Training Providers in IBF Portal] Submit Organisation and Course Application in  TPGateway
▪ Submit organisation information again under Organisation Application during the first course application for recognition under IBF STS / FTS
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Updates to Terms & Conditions (T&Cs) as IBF Approved Training Providers

Focus Requirements 

System Include reference to Training Partners Gateway as an additional system relevant to IBF Approved Training Providers

Audit Both IBF-STS and FTS Training Providers will be subjected to audit by IBF to ensure that the accreditation / recognition Criteria, 
and Terms and Conditions are adhered to.

Financial soundness of Training 
Provider 

Both IBF-STS and FTS Training Providers shall be required to submit financial statement to IBF annually: 
• Audited or Unaudited Financial Statement depending on the organization’s obligations to ACRA 
• Submit within 6 months from end of organisation’s financial year

Documents Retention Period Documents retention period has been updated from 2 years to 3 years, aligned to other Government Agencies such as SSG 

Marketing Guidelines and Approach Incorporation of supplementary advisory previously issued

Attendance Records Both IBF-STS and FTS Training Providers shall ensure that the participants attained a minimum of 75% attendance and passed 
all required assessment (where applicable) to be deemed to have successfully completed the course

Course Fees Both IBF-STS and FTS Training Providers shall ensure that the course fees charged do not exceed the fees approved by IBF

Grant Processing / Disbursement • IBF may withhold from the Training Provider (TP) disbursement of any IBF-STS or FTS Funding for as long as IBF takes to 
conduct and complete any investigation, verification exercise, audit, inquiry or assessment 

• IBF may set- off against any IBF-STS or FTS Funding which would otherwise be paid to the TP the sum which IBF 
determines to be owing from the TP to IBF

• IBF may reject or claw back all IBF IBF-STS or FTS Funding sought by the TP in the event that the TP has failed to comply 
with any T&Cs

Status of Dormant Training Provider The Accredited Provider / Recognised Provider status will terminate at the expiry of the validity period or where the Accredited
Provider / Recognised Provider has not conducted any IBF accredited or recognised course for a period of one (1) year or does
not have any active course recognised under FTS / IBF-STS. 

IBF will be circulating the updated T&Cs to all existing FTPs via email. FTPs would have to acceptance the revised T&C for their courses to remain active.

Terms & Conditions for FTS and IBF-STS Training Providers will be combined. Key updates as follow:
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Question and Answer

6



Thank you


