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1. Introduction

e-Attendance taking via SingPass is an attendance taking mode incorporating the convenience of
e-attendance functionalities with individual identification using SingPass. From 1 October 2023,
this is the default attendance taking mode for course run sessions conducted under classroom or
synchronous e-learning modes of training. It replaces e-attendance taking using static QR codes,
which is no longer available, regardless the mode of training.

e-Attendance taking via SingPass can be used for other modes of training besides classroom and
synchronous e-learning and you are encouraged to adopt it to extend the benefits to all your
training courses.

Attendances taken via other manual methods for classroom and synchronous e-learning sessions
will no longer be accepted by SSG. To ensure that grant review and approval are not affected,
please be reminded to submit manual attendances taken for these sessions by 27 October 2023,
even if your course run has yet to be completed.

You can refer to Section A of the FAQs on e-attendance via SingPass if you have further queries.
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2. Preparations

2.1. Create Course Run and Course Run Session

As with preparations for any upcoming course run, please create the course run and course
run sessions in TPGateway before you start the course. Do this at least five days prior to the
course start date and ensure that you have updated the particulars of your Course
Administrator and Trainers. An attendance taking email, containing two links and the Course
Run Code, will be sent to your Course Administrator and Trainers three days before the course
start date.

Link 1 provides the url for the generation of the SingPass QR code. This QR code is to be
displayed to your trainees for attendance taking.

Link 2 provides the url for the monitoring of successful attendance taking, which your Course
Administrator and/or Trainer can view in real time.

Details for Course Attendance-Taking (WSDip in Aboriculture & Horticulture - 01/11/2020 ~ 01/10/2025)

noreply@tpgateway.gov.sg
To: trainingprovider@trainingprovider.com.sg

Dear Course Administrators / Trainers,

i.  For TPs implementing e-attendance via Singpass for physical classroom and/or synchronous e-learning
courses, click here to enter Course Run Code (RA110744) to generate dynamic QR code for attendance-

king.
e |

ii.  Alternatively, attendance can be taken through: https://uat.skillsfuture.gov.sg/api/uat/take-attendance

RA110744.
| |

Course Run Information is as below:

Course Name: WSDip in Aboriculture & Horticulture
Course Run Date: 01/11/2020 ~ 01/10/2025

Mode of Training: Classroom

No. of Users Registered: 0

Primary Venue: #01-02 Chestnut Room (S) 069111

If you did not receive the attendance taking email or if you need to update any Course
Administrator or Trainer details, you can also do this in TPGateway. Please follow these steps.
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Step 1: Login as Course Admin and click on “Course Run” in the header menu.

B A Singuocrs Govwrrerent Agency Webste

Trainil
Partnors
"l Goteviay

NANYANG TECHNOLOGICAL UNIVERSITY
ablished: 2006

UENForeign Entity Number: 200604333R
Registration Type: Registry of Company

NANYANG TECHNOLOGICAL UNIVERSITY EDIT
About Us
Young and h. Nanyang University {(NTU ranked 13th globally. It is also

03 umployess: piaces 15t amangst the world's best young universites.

+6565708311 NTU offers engineerng, science, business, humanities, a5 and socal scences, and medicine s new medical school

the Lee Kong Chian School of Medicine, is set up jointly with Impetial College London

+65 65708322 NTU has 400 parinerships incluxing jint PhD programmes with top academic inséitutions and joint laboratories with

indusiry leaders such as BMW, Rolls-Royce and Lockheed Martin

[ R

admin@unipl.com.sg
Helmed by Professor Bertl Andersson, winner of the 2010 Wilheim Exner Medal, NTU atracts top-notch international
faculty and 1o her Known for its cutting-edge research and revolutionary technological innovation,
NTU is the No. 1 Asian university in terms of research citation impact (Thomson Reuters InCites 2014)

NTU's share of extemal competitive research funding awards has increased more than sixfold over five years. tis a
worl leader in sustainabilly research, with signifcant competiive funding in this area. NTU is home (o several world.
class institutes and centres, including the Singapore Gentre on Environmental Life Sciences Engineering, Earth
Otservatary of Singapore and Insttute on Asian Consumer Insight

REGISTERED ADDRESS

& ccones

Step 2: Click on “Maintain Course Runs” of the selected course to view the course runs.

P Sigapore Govermment Agency Webate
Training
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Gateway
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# > CourseRun A A+
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Full Fee @
Upeorning (1) $3,543.00
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Step 3: Click on “Edit” to update the Course Administrator’s or Trainers’ details or click on
“Email Link For Attendance Taking” to re-trigger the email to be sent to Course Administrator
and Trainers in the Course Run.

Please note that the “Email Link For Attendance Taking” button will only appear three days
before the course run start date.

® A Singapore Government Agency Website

: FImining
artners HH . o
Gateway A

COURSE ADMIN EMAIL

test@test.com

REGISTRATION DATE COURSE RUN DATE INTAKE SIZE THRESHOLD
04/03/2023 ~ 26/04/2023 04/03/2023 ~ 23/05/2023 12
VACANCY NUMBER OF USERS REGISTERED

Limited Vacancy

TRAINER INFORMATION

PRIMARY VENUE

#N.A-N.A Zoom Account 4 Singapore 419728

MODE OF TRAINING

Classroom

ATTENDANCE QR CODE LINK
https://uat.myskillsfuture.gov.sg/api/uat/take-attendance/RA104067
SESSION(S)

) View Sessions

Note: The link for attendance taking will only be emailed to the Course Admin and Trainer(s) above.

EMAIL LINK FOR ATTENDANCE TAKING REPLICATE COURSE RUN EDIT

2.2. Inform Trainees to Ready Their SingPass Account and App

To prepare for seamless attendance taking, please ensure that your trainees are prepared to
take e-attendance via SingPass. This involves informing them to ready their SingPass account
and a mobile device loaded with the SingPass mobile app well ahead of the course run
sessions. You can consider offering them an enrolment to a subsequent course run if any
trainees need more time to prepare these set-ups.

Some of your trainees may not apply for SSG funding. While the taking of SingPass e-
attendance is not mandatory for them, you are encouraged to extend this mode of
attendance taking to these trainees. Such attendances will be captured by our system, and
you can also track and download these records for your own training administration purposes.

Please share the following step-by-step user guides to trainees to better prepare them for the
attendance taking process.

Step-by-step guide for trainees (physical classes)

For Trainees (Physical
Classes)_20230814.p«

Step-by-step guide for trainees (virtual classes)

For Trainees (virtual
Classes)_20230814.p«



https://go.gov.sg/attendance-guide-classroom
https://go.gov.sg/attendance-guide-virtualsessions
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2.3.Set Up a Kiosk for Attendance Taking for Each Course Run Session

For in-person classes (e.g. classroom training), please set up a kiosk (an internet-enabled
device e.g. laptop or tablet) to display the SingPass QR code for trainees to scan. There is no
constraint to the number of kiosks which you can set up, and you can consider setting up
multiple kiosks to cater to larger-sized classes. The same url provided in Link 1 of the
attendance taking email (please see section 2.1 of this guide) can be used at these kiosks.

Please note that the location setting needs to be enabled on the devices. If this is not turned
on, SingPass QR code will not be generated on the webpage. You may refer to the following
to enable location setting for Chrome and Edge.

For Chrome:
Open Chrome > Setting > Privacy & Security > Site Setting

For Edge:
Open Edge > Settings > Cookies and site permission > Site permission/location

For Safari
Click Apple icon on the top left corner > System Setting > Privacy & Security > Location
Services > enable location services for Safari

For virtual classes (i.e. synchronous e-learning courses and asynchronous e-learning courses),
TPs can send both Link 1 and Course Run Code to trainees via the online course platform. TPs
are to inform trainees to get two devices ready. One laptop/table for trainees to access Link
1 to generate SingPass QR code and the other mobile device to scan the SingPass QR code
using SingPass app. There is no need to enable location setting on trainee’s laptop/tablet for
virtual classes.

You can refer to Section B of the FAQs on e-attendance via SingPass if you have further queries.




3. Attendance Taking Process

3.1. Generate SingPass QR Code (Training Provider)
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Step 1: Access Link 1 in the attendance taking email (please see section 2.1 of this guide). This
link is valid from 30 minutes before the course run session start time to 30 minutes after the
course run session end time.

Step 2: Key in Course Run Code and click “Continue”.

SKlLLs‘ﬂ(/{'rAre SG

Enter Course Run Code

RA110744

Continue
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Step 3: SingPass QR code is generated and ready for your trainees to scan using their SingPass
app. The QR code can only be scanned by one trainee at a time. Please take note that the
scan is successful only if the trainee completes the consent step in his SingPass app. Clearing
this step then triggers the QR code to auto-regenerate in about two to three seconds for use
by the next trainee. If the QR code does not auto-regenerate, please check that the trainee
has completed the consent step. You can also refresh the page if you encounter any local
network connection issues at the training venue.

smus‘ﬁdm SG

s Attendance
Scan with Singpass app
to send your details
HoieTipean.c00 Aoy 1 WSDip in Aboriculture &
scanned by one attendee at a time
Horticulture

TGS-2010123456

Session
Mode of Training: Classroom
21 Feb 2023: 9am — 12pm

Each SingPass QR code is valid for five minutes. You can click the “Refresh QR code” button to
refresh the code after any period of inactivity.

smus‘ﬁdwe SG

e Attendance
Scan with Singpass app
to send your details
Note: This QR code can only be WSDip in Aboriculture &

scanned by one attendee at a time

Horticulture
TGS-2010123456

Session
Mode of Training: Classroom
21 Feb 2023: 9am — 12pm

QR code expired

& Refresh QR code
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3.2.Scan SingPass QR Code (Trainees)
Step 1: Trainees open the SingPass app on their mobile device.

Step 2: Trainees click “scan” button on their SingPass app to scan the SingPass QR.

=)

Lol used shorteins

O Q

POORACY MHOAAN

< o

Click here

10
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Step 3: Trainees click “Approve” to consent for their information to be shared via SingPass.
Please note that the attendance taking is successful provided that trainees consent on the
SingPass app within the allowable time window i.e. from 30 minutes before the course run
session start time to 30 minutes after the course run session end time.

Login to

0 6

SSG'S MYSKILLSFUTURE E-
SERVICE (ON SINGPASS 2FA)

Before you log in,
check that this
matches the web
address on your

browser:

8 login.singpass.gov.sg

ginas

Name as per NRIC

X Reject v Approve

Step 4: The attendance has been taken successfully.

Attendance Taken!

Great you have successfully taken your
attendance.

Name: (NS
NRIC:

Should we need to schedule maintenance for TPGateway, we will do so during off-peak hours.
Please be assured that your trainees’ attendance taking is not affected during these intervals.

11



Version 1 released on 31 August 2023

If the attendance taking via SingPass fails due to technical reasons (e.g. SingPass service
disruption or network down at the training venue), you can keep a copy of the error screen
and take trainees' attendances manually. Please submit an appeal to SSG and provide valid
reason to support your request for manual attendance taking.

3.3. Monitor Attendance Taking (Training Provider)
Step 1: Access Link 2 in the attendance taking email (please see section 2.1 of this guide). This
link is valid from 30 minutes before the course run session start time to 30 minutes after the

course run session end time.

Step 2: Key in Course Run Code

smus?%«fure SG

Enter Course Run Code

RA110744

Continue

12
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Step 3: Attendance record is shown on the page in real time. The trainee’s name appears on
the page if the attendance has been successfully taken via SingPass.

M?’smus'ﬁdw'e

Attendance Taking

WSDip in Aboriculture & Horticulture
TGS-2010123456

01 Jan 2020—01 Oct 2025

Session
Mode of Training: Classroom
21Feb 20239 AM - 21 Feb 2023 12 PM

Alternatively, to t

F - 1al/take-att tml and
enter attendance code: A

1. Trainee Name A (last 4 digits of the NRIC/FIN)

2. Trainee Name B (last 4 digits of the NRIC/FIN)

You can refer to Section C of the FAQs on e-attendance via SingPass if you have further queries.

13
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4. Retrieval of SingPass e-Attendance Records

4.1. If You Use a Training Management System (TMS)

Please subscribe to the “Retrieval of Course Attendance” API to receive SingPass e-attendance

data.

4.2.1f You Do Not Use a TMS

You can retrieve the SingPass e-attendance data from the “Attendance” tile in TPGateway by

clicking on “VIEW ALL SESSIONS” and then “EXPORT".

SPECIALIST DIPLOMA IN ADVANCED FACILITATION

CRS-Q0026616-TR
| VIEW ALL SESSIONS l ADD ATTENDEE(S)
1 Session(s) found
Select All Unselect EDIT CONFIRM UNCONFIRM voID DELETE

All

24/06/2022 - 24/06/2022 16:26-23:25 Classroom #12-12 Room A _38A BENDEMEER ROAD,THE RIVER VISTA A\
@ KALLANG,Singapore 331038

EDITED

ATTENDEE ATTENDEE 0 MOBILE ENTRY BY

SURVEY
NAME o TYPE MODE TRAINING LANGUAGE SERTES

14



