
User guide for iPass applications

1Web site: https://ipass.portnet.com/login/



Introduction of Pass  and Vehicle Entry Application 
on Webservice

As part of the pass digitalization plan, we have provided an 

alternative way for all Port User requiring entry to the port to 

apply PSA pass and vehicle entry permit online. 

All port users can create an account and submit their  

applications anytime and anywhere. 

Collection is available at PSA Pass Centre and offices. 

This approach improves the flexibility, productivity and waiting 

time on application and collection. 

2



1. Creation/Sign up Account

1.1 Sign up a new account

1.2 Create account 

1.2.1  Sign up a New User account

1.2.2  Sign up a Company account

1.2.3  Find PSA License number

2. Login to account

3. View/Edit account information

3.1 View Account details

3.2 Edit Account details

3.3 Edit/change password

3.4 Log out account

3.5 Delete account

4. Applying Temporary Pass

4.1 Applicant’s details

4.2 Pass information

4.3 Driving in the Port

4.4 Estimated Pass fees

4.5 Upload supporting documents

4.6 Acknowledgement of PSA’s ‘Terms and Conditions’ 
and ‘Declaration’ 

5. Enquire Temporary Pass Application

6. Cancel Temporary Pass Application

7. Forget account email address

8. Forget account password

9. Forget/ Erroneous keyed OTP

10. Did you know? 

11. Book Appointment

12. Enquire Appointment

13. Reschedule Appointment

14. Cancel Appointment

15. Take Priority Queue Number

16. Applying PSA License

17. Applying PSA Perm Pass

18. Online Payment 

TABLE OF CONTENT
Page

4

4

5

7

8

10

12

14

14

14

15

15

16

17

17

18

Page

19

19

20

21

22

24

25

27

32

35

39

46

48

51

54

56

61

65



1) Creation/Sign up Account

1.1 For first time user, please sign up for a new account via ‘Sign up Account’. 

     (if an account remains inactive for 30 days, it will be automatically removed from the system)

Slide the puzzle piece from left to right to fill the picture.. 
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1.2 To create account 

To continue, you need to read, agree to, and acknowledge the 'PSA Pass Terms and 

Conditions' and 'Privacy Notice' by clicking on the provided hyperlinks.
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There are two types of iPass accounts:

New User account: This is for applying for a temporary 

pass and vehicle entry permit only.

Existing PSA License Holder Company account: This is 

for applying for both permanent and temporary 

passes, as well as vehicle entry permits. To sign up for a 

company account, you must already have an existing 

PSA License.
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1.2.1 To sign up account as an ‘New User’

To register for an iPass account, you need to enter your mobile number or email address. 

If you have a Singapore-registered mobile number, an OTP will be sent to you via SMS. For foreign-

registered mobile numbers, the OTP verification code will be sent to your email address. 
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If you didn't receive the verification code after 1 minute, you can click on "Resend code". 

The system will resend the OTP to either your registered local mobile number or email.
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1.2.2 To sign up account as ‘Existing PSA License Holder Company’ 

To sign up for an account, the company will need a valid PSA license with the Pass Centre. Make sure to fill in all the 

necessary details during the registration process.
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1.2.3 To find PSA License number

If you're unsure about your license number, you can click on 'Forget license number?' and enter your UEN 

number. An OTP will be sent to the registered email under the PSA license.
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Sample of email notification to request for PSA License Number
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2. Login to Account. (https://ipass.portnet.com/login) 
You can enter either your registered mobile number or email address.

Log in with the password for your iPass account. An OTP will be sent to 

your registered email or local mobile number. 
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https://ipass.portnet.com/login


Once login successfully, you will enter to the main page.
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3. View/Edit account information

3.1.1 To view Account details

Click on ‘My account’ to edit the account information/delete account or to log out.

3.1.2 To edit Account details

Click ‘Edit Account details’ to update as desired. Click ‘Confirm’ to save 

changes. 
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3.1.3 To edit/change password.

To edit/change password. Click ‘Confirm’ to save changes. 

3.1.4 To log out account

Click ‘Log Out’ for signing out the account.
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3.1.5 To delete account.

To delete account. Click ‘Delete Account’ 

Once account is deleted, you will no longer be able to access the account. You will need to sign up for a new 

account if required. You will be redirected to the main page after clicking ‘Confirm.
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4) Applying Temporary Pass

Click on ‘Temporary Pass’

4.1 Applicant’s details 

Key in Applicant’s Identification number and click ‘Next’ 

17



Fill in the Applicant Particulars and upload the applicant's photo as shown below. Once done, 

click 'Next' to proceed.

4.2 Pass information

Select the 'Purpose of Category', 'Purpose of Entry', and the pass validity Start and End dates. For Work Permit 

holders, you need to input the 'Work Permit Expiry date'. Click 'Next' once all the information is entered correctly. 
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4.3 Driving in the Port

If you need to drive in the Port and do not have a valid vehicle permit, please fill in the 

vehicle details accordingly. Once done, click 'Next' to proceed.

4.4 To be advised on the estimated Pass fee

An estimated fee will be generated. If all the details are correct, click 'Next' to proceed.
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4.5 Upload supporting documents

Supporting documents are required for all applications. If you fail to provide the necessary documents, your 

application will be rejected. You can find the list of required documents under the "Please upload the required 

documents" header.

Once you have uploaded all the required documents, click ‘Next’. 

To delete any uploaded document, click on the icon
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4.6 Acknowledgement of PSA’s ‘Terms and Conditions’ and ‘Declaration’

Before submitting the application, you need to acknowledge the PSA's 'Terms and Conditions' and 'Declaration'.

Upon successful application, an email notification will be sent to the registered email. 

4.7 Email on Collection Notice
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5. Enquire Temporary Pass Application

To check the status of your temporary pass application, click on 'Enquire Temp Pass' and enter your 

application ID or Identification number. Then, click 'Search'.
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Expired temporary pass application

You won't be able to inquire about expired temporary pass applications. An error 

message will be displayed if you try to do so.
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6. Cancel Temporary Pass Application

If you wish to cancel the application, click on 'Cancel Application'. Otherwise, you can return to the search 

page by clicking on 'Back to Search' to inquire about other applications. 

Click ‘Confirm’ for cancellation of temporary pass application. 
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7.  Forget Email Address

If you have forgotten your account login, click on 'Forget email' and enter your Singapore-registered mobile 

number.
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An OTP will be sent via SMS to your Singapore-registered mobile number. 

For non-Singapore registered mobile numbers, please contact the PSA Pass Centre during operating hours for 

further assistance. The registered email will be shown. Click 'log in' to proceed.
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8. Forget password

If you have forgotten your account password, click on 'Log in Account' and enter your email address. Then, click 

'Next'.
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Click on "Forget Password". An OTP will be sent to your Singapore-registered mobile phone number. You can 

also retrieve the password via email. After logging in, you will be required to reset your password. Please 

note that you will have 3 attempts to reset your password. If you exceed these attempts, your account will 

be locked.
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Your registered email will receive a notification to reset your password. Please make sure to follow the 

indicated password format to reset your password.

29



To open the password file (protected PDF file), please enter the first 2 characters of the account name, 

followed by the first 2 characters of the company name, and the first 2 digits of the phone number.

The default password is case sensitive. Please make sure to enter it exactly as shown.

Sample of Password format
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Default password

Please enter the password that was sent to you. Remember, your new password must be 

unique and cannot be the same as any of your previous passwords.
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9. Forget/ Erroneous keyed OTP

If the One-Time Password (OTP) is resent three times, your account will be locked, and you will not 

be able to access it.
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If the One-Time Password (OTP) is entered incorrectly three times, your account will be locked. 

You will need to follow the necessary steps to unlock your account.
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Enter the OTP sent to your registered email. Click 'Verify' to unlock your account.
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To return to the Main Page, just click on the 'iPass' icon.

Did you know? 
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If your session remains idle for 10 minutes, a pop-up dialog will appear. To stay in the same session, 

click 'continue session'. To log off, click 'log out'. If you don't make a selection within 5 minutes, you will 

be automatically logged out.

Did you know? 
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Why wait in the queue? 

For any permanent passes and permits 

applications paid online via Paynow, 

you can now skip the queue by visiting 

the iPass appointment booking page. 

Book your appointment today to save 

time!

 

E-appointment & Queue system 



To book an appointment, you can visit the iPass website or simply log on to the 

iPass Portal. This will allow you to schedule your appointment conveniently.

11. Book Appointment (Only applicable to applications where the fees are paid online via Paynow)
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Log in under iPass Portal. Website: https://ipass.portnet.com/login

https://ipass.portnet.com/login
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Click on 'Book Appointment' and then select the 'type of Collection'.



Here are some tips for booking an appointment:

For Permanent applications, enter the application ID number 
'PPXXXXXXX' and the mobile number of the applicant as 
declared in the application.
For vehicle applications, enter the application ID number 
starting with 'VPXXXXXX' and the vehicle number.



Captcha puzzle

Slide the puzzle piece from left to right to 
fill the picture.. 



• When scheduling an appointment for multiple collections, 
choose “yes”; otherwise, select “no”.

• Choose the appropriate date and time.

• You can reserve a maximum of 10 appointment slots with 
one application ID number. However, ensure that you only 
book the number of slots that you actually need.



Select ‘Next’ to move on to the following 
page. Press ‘Confirm’ to finalize the 
appointment.



You will receive the e-Appointment ID through email or a mobile number registered in Singapore.



Below is a sample of the appointment details that you will receive in 
your email inbox or mobile phone number. 
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12. Enquire Appointment 

To check your appointment, choose ‘Type of Collection’ and input the necessary 

details. Then click ‘Next’.
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Details of your scheduled appointment will be displayed.

Slide the puzzle piece from left to right to fill the picture.. 
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13. Reschedule Appointment

To change your appointment, visit ‘Enquire Appointment’ and enter the necessary information.

Slide to complete the puzzle.
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Press ‘Reschedule’ and choose your preferred date and time for the appointment.



Use the calendar to select your new desired date and 
appointment time slot.



14. Cancel Appointment

Navigate to ‘Enquire Appointment’ and enter the necessary information.

Slide to complete the puzzle.



Select ‘Cancel’ and a confirmation box will pop up to verify your cancellation. Click ‘Yes’ 

to proceed. Be aware that once the appointment is cancelled, it cannot be undone.



You will be taken to a page confirming that the appointment has been cancelled.



On the designated collection day at the 
TPC pass centre, input your mobile number 
and appointment ID to receive a queue 
number that begins with "P".

15. Take Priority Queue Number with Appointment



16. Application for PSA License



16. Application for PSA License

Verify that the company name and 
address are accurate. Amend if required. 

Fill in the contract name, email address, 
and contact number.



16. Application for PSA License

Select the appropriate license category 
and provide the details for the primary 
contact person for this license. It is also 
advisable to include the contact 
information for a secondary individual.

If there is a contract duration, please 
indicate the number of years for this 
license, as the expiry date will be linked to 
the contract date.



16. Application for PSA License

Select the appropriate license category 
and provide the details for the primary 
contact person for this license. It is also 
advisable to include the contact 
information for a secondary individual.

If there is a contract duration, please 
indicate the number of years for this 
license, as the expiry date will be linked to 
the contract date.



16. Application for PSA License

The reviewer is the PSA representative who 
has contacted your company regarding 
the product or service. Kindly provide the 
email address of the reviewer.

To have the license forwarded to the pass 
centre for reviewal, please use the email 
address 
psac_passcentre1@globalpsa.com.

mailto:psac_passcentre1@globalpsa.com


16. Application for PSA License

Please upload the documents requested 
by the system, which includes:

• A company letter specifying the type of 
business activity conducted in PSA.

• The Business ACRA from Bizfile, ensuring 
that the activity performed in PSA 
matches the activity declared in ACRA.

• An LOA, if there is a contract with PSA. 

• For contract with government agency, 
please obtain a supporting letter. 



17. Application for PSA Perm Pass



Check the license information is 
correct. If you have more than 1 
license, select the correct license. 

Check that the contact name, email 
and number is correct. Amend if 
required. 

Please note that the contact email will 
receive email notification on the status 
of application. 

17. Application for PSA Perm Pass



Select the correct category, 
designation and purpose of entry. 

Choose the pass validity period of 1 or 
3 years. Indicate the work permit expiry 
date if the pass holder is a work permit 
holder. 

If you are driving into the port, please 
select the correct driving license 
category.

17. Application for PSA Perm Pass



Please enter the PSA’s reviewer email 
address. Check with the liaison officer 
if you are unsure on the email address. 

Please upload the required documents 
prompted. 

17. Application for PSA Perm Pass



Transition to Online Payment

Current flow 

Online Submission

Collection Notice sent

Queue at Pass Centre or Pass 
Issuing Office to make 

payment

Queue and collect new Passes/Vehicle 
permits.
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18. Online Payment via Paynow



Transition to Online Payment

New flow 

Online Submission

Payment notice sent

Payment can be made 
online via Paynow or 
charge to company Billing 
Account. 

Queue and collect new Passes/Vehicle 
permits. 66

18. Online Payment via Paynow



Once your application is 
approved, you will get an 
email notification about the 
payment.
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18. Online Payment via Paynow



Functions of Payment module

❖ Urgent Attention

Highlight existing application(s) that requires you to follow up 

before you are allowed to make payment. 

❖  Make Payment

List of applications that are ready for payment to be made. 

❖ Check Payment Status

Check status of payment paid online via Paynow. 

❖ Download Receipt

Download receipts for payment that is paid online via Paynow. 
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18. Online Payment via Paynow



❖ Urgent Attention:

There are two types of follow-ups to be performed:
• Perm Pass application with active Temporary pass: You need to cancel the existing temporary pass held by the 

applicant. To do this, send an email to the pass centre requesting the cancellation.
• Perm Pass application required to do safety video quiz: You must complete the safety video quiz before you can make 

the payment and collect the pass.
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18. Online Payment via Paynow



❖  Make Payment
• Select the applications you wish to pay for by checking the corresponding checkboxes.
• Click on the "Make Payment" button to proceed.
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18. Online Payment via Paynow



After clicking "Make Payment," a pop-up box will appear displaying the list of applications you have selected for payment. Click "Continue" to 
proceed. The actual amount payable will be shown.

Please note that refunds cannot be made once payment is completed.
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18. Online Payment via Paynow



There are two types of payment methods available:

Pay via 'Paynow': A QR code will be generated for you to make the payment.
Pay via 'Company Account': This option is available for companies with an existing valid PSA Billing Account. For any company 
account payment inquiries, please write an email to psac-passcentre1@globalpsa.com.
Select your preferred payment method and click "Proceed."
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18. Online Payment via Paynow



A Paynow QR code will be generated. Please open your bank app and scan the QR code to make the payment. Once you have 
made the payment, click "Payment Completed" and take note of the reference number.

*Note: The generated QR code will remain valid for 1 hour. Please make the payment within this time frame.
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18. Online Payment via Paynow



Please acknowledge the following before you click "Ok":
• Check your bank statement to confirm that the payment has been made.
• The Pass Centre will confirm the payment within the next 2 working days. You will receive an email with the 

'Collection notice' once the payment has been confirmed.
• Make an appointment for collection after you have received the collection notice.
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18. Online Payment via Paynow



Payment by Company Account
Select ‘Company Account’ if you wish to pay the applications via the company billing account. Click ‘Procced’.
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18. Online Payment via Paynow



Billing is successfully. 
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18. Online Payment via Paynow



You can use this function to check the 
payment status of your applications.
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❖  Check Payment Status

18. Online Payment via Paynow



❖ ‘Download Receipt’
You can download the receipts for the applications you have paid for online via Paynow. Click on the ^ icon to 
view the details of the paid applications. Receipts are available for download for 30 calendar days after the 
payment is confirmed.
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18. Online Payment via Paynow
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You will receive the collection 
notice via email once the 
payment has been verified 
and confirmed.  

18. Online Payment via Paynow
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Essential Information

Collection of PSA Pass will still 
require applicants to be in 
person for biometrics 
enrolment.

Online payment is not 
available for temporary 
passes.

Payment can also be made 
physically at Pass Centre via NETS, 
Cash Card and PayNow. However, it 
will lead to longer waiting time for 
the collection. 



Thank You
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