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J01PQ_008 Activation of Customs 

Account 
Use the Activation of Customs Account module to activate a UEN, update an 
activated UEN, and terminate a UEN for Trading in TradeNet®.  
 
For companies who are registering as Declaring Agents and wish to register a 
Declarant, use the Activation of Customs Account module to register a new Declaring 
Agent account (Company) and Declarant’s account, update a Declaring Agent’s and 
Declarant’s information, and terminate a Declaring Agent account and Declarant 
account in TradeNet®. 
  
This chapter covers the following topics: 

• Application for Activation/Update/De-activation of Customs Account 

• SingPass Login 

• Search Customs Account 

• Activation/Update Customs Account 

• Terms and Conditions 

• Confirmation and Acknowledgement Page (for Activation/Update)  

• Confirmation and Acknowledgement Page (for De-activation) 

• Declaring Agent and Declarant Registration 
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Application for Activation/Update/De-

activation of Customs Account 

Use the Activation of Customs Account module to submit a request to activate/update 
a UEN to be activated in TradeNet® for Trading, update an activated UEN or terminate 
a UEN for Trading in TradeNet®.  

To submit a Customs Account Activation/Update/De-activation 
Application through TradeNet® Portal: 

1. Open the Activation of Customs Account Application Form page. 
(Online Forms >> Activation of Customs Account) 
The initial page for the Activation of Customs Account is displayed. 

  
Figure 1. 1 Initial Page for Activation/Update/De-activation of Customs Account 

 
2. Click Login with SingPass to proceed to SingPass Login. 
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SingPass Login 

The SingPass Login section authenticates the user as a valid SingPass user.  
 
This section will only be displayed once a Login with SingPass is selected as 
described in Application for Activation/Update/De-activation of Customs Account 
section.  A link to this section is enabled after a successful validation of the 
information.  Clicking Submit at the bottom part of the page will trigger the validation. 

To login with SingPass: 

1. Open the Activation of Customs Account application form page. 
(Online Forms >> Activation of Customs Account) 
 

2. Click Login with SingPass. The SingPass Login page is displayed. 

 
Figure 1. 2 SingPass Login page  
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3. Enter information on the following fields:  
SingPass ID (mandatory field) 
Enter the SingPass ID of the user.  
 
SingPass (mandatory field) 
Enter the SingPass of the user. 
 

4. Click Submit to login. After a successful validation as a SingPass user, proceed to 
Search Customs Account. 
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Search Customs Account 

The Search Customs Account is used to choose the UEN that will perform the 
activation/update/de-activation.  
 
This section will only be displayed after the user’s SingPass ID has been validated as 
described in SingPass Login section.  A link to this section is enabled after a successful 
validation of the information.  Clicking Next at the bottom part of the page will trigger 
the validation. 

 

To fill out the Search Customs Account: 

1. Open the Activation of Customs Account application form page. 
(Online Forms >> Activation of Customs Account) 
 

2. Click Login with SingPass.  The SingPass Login page is displayed. 
 

3. Enter all of the required information, and then click Submit to login. After a 
successful validation as a SingPass user, the Search Customs Account is displayed. 

 
Figure 1. 3 Activation of Customs Account Search Criteria page 

4. Enter the UEN of the Customs Account on the field provided.  
 

5. Click either Activate/Update or Terminate to validate this page.  After a 
successful validation, proceed to the Activation/Update Customs Account if the 
Activate/Update button is clicked or De-activation Customs Account if the 
Terminate button is clicked. 
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Activation/Update of Customs Account 

The Activation/Update of Customs Account contains essential information, including 
the Customs Account Company Name and Contact Information.  
 
This section will only be displayed after the Search Customs Account has been 
validated.  To know more about this, see Search Customs Account section.  A link to 
this section is enabled after a successful validation of the information.  Clicking Next at 
the bottom part of the page will trigger the validation. 
 

To fill out the Application Form of the Activation/Update of Customs 
Account: 

1. The Application Form of the Activation/Update of Customs Account is 
displayed after the information has been successfully validated and the 
Activate/Update button is clicked from the Search Customs Account page. 
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Figure 1. 4 Application form on Activation/Update of Customs Account 

 
2. Enter information on the following fields: 

 
Company Details 
 
Operating Address (mandatory field) 
Enter the operating address of the company.  
 
Postal Code (mandatory field) 
Enter the postal code of the company’s address. 
 
Main Business Activity (mandatory field) 
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Select the company’s main business activity from the dropdown list. 
 
Other Business Activity (optional field) 
Mark the checkbox that indicates the company’s business activity.  You can select 
more than one option. 
 
Nature of Goods Commonly Dealt With (mandatory field) 
Mark the checkbox that indicates the nature of goods the company commonly 
deals with.  You can select more than one option. 
 
 
Applicant Information 
 
NRIC/Passport (mandatory field) 
Enter the NRIC or passport number of the applicant.  
 
Name (mandatory field) 
Enter the name of the applicant. Enter the name of the primary contact.  
 
 
 
 
Contact Parties/Authorised Personnel Information 
 
Primary Contact tab 
Name (mandatory field) 
Designation (mandatory field) 
Enter the designation of the primary contact.  
 
NRIC/Passport (mandatory field) 
Enter the NRIC or passport number of the primary contact.  
 
Salutation (mandatory field) 
Select from the dropdown list the salutation applicable to the primary contact. 
 
Email Address 
Enter the primary contact’s email address with a valid format, i.e. 
abc@hotmail.com.  
 
Fax No.  
Enter the Singapore fax number of the primary contact.  
 

 
It is mandatory to fill out either the Email Address or the Fax No. fields. 

 
Telephone No (mandatory field) 
Enter the telephone number of the primary contact.  
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Mobile No 
Enter the mobile number of the primary contact.  
 

Figure 1.4b Application form on Activation/Update of Customs Account – Secondary 

Contact tab 

 
Secondary Contact tab 
Name (mandatory field) 
Enter the name of the secondary contact.  
 
Designation (mandatory field) 
Enter the designation of the secondary contact.  
 
NRIC/Passport (mandatory field) 
Enter the NRIC or passport number of the secondary contact.  
 
Salutation (mandatory field) 
Select from the dropdown list the salutation applicable to the secondary contact. 
 
Email Address 
Enter the secondary contact’s email address with a valid format, i.e. 
abc@hotmail.com.  
 
Fax No.  
Enter the Singapore fax number of the secondary contact.  
 

 
It is mandatory to fill out either the Email Address or the Fax No. fields. 

 
Telephone No (mandatory field) 
Enter the telephone number of the secondary contact.  
 
Mobile No 
Enter the mobile number of the secondary contact.  
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Figure 1. 4c Application form on Activation/Update of Customs Account – Trader 

Notification tab 

 
Trader Notification tab 
I WISH to be notified or alerted whenever TradeNet® permits have been 
approved with my UEN 
Mark this checkbox if the user wishes to be notified or alerted either by Fax or 
Email whenever TradeNet® permits have been approved with the user’s UEN.  
 

 
The Trader Notification contact information will be mandatory if this is checked. 

 
I DO NOT WISH to be notified or alerted whenever TradeNet® permits have 
been approved with my UEN 
Mark this checkbox if the user does not wish to be notified or alerted either by Fax 
or Email whenever TradeNet® permits have been approved with the user’s UEN.  
  
Name 
Enter the name of the Trader Notification contact.  
 
Designation 
Enter the designation of the Trader Notification contact.  
 
NRIC/Passport 
Enter the NRIC or passport number of the Trader Notification contact.  
 
Salutation (mandatory field) 
Select from the dropdown list the salutation applicable to the Trader Notification 
contact. 
 
Email Address 
Enter the Trader Notification contact’s email address with a valid format, i.e. 
abc@hotmail.com.  
 
Fax No.  
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Enter the Singapore fax number of the Trader Notification contact.  
 

 
It is mandatory to fill out either the Email Address or the Fax No. fields. 

 
Telephone No (mandatory field) 
Enter the telephone number of the Trader Notification contact.  
 
Mobile No 
Enter the mobile number of the Trader Notification contact.  
 

 
Figure 1. 4d Application form on Activation/Update of Customs Account - Authorised 

Personnel tab 

 
Figure 1. 4e Application form on Activation/Update of Customs Account - Authorised 

Personnel tab. Non-updateable if activation is being done by an 

Authorised Personnel. 

 
Authorised Personnel tab 
Name 
Enter the name of the authorised personnel.  
 
Designation 
Enter the designation of the authorised personnel.  
 
ID Type 
Select from the dropdown list the ID type of the authorised personnel.  
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ID Number 
Enter the ID number of the authorised personnel as based on the selected ID type.  
 
Authorization 
Mark the checkbox that indicates the type of authorization that will be given to the 
authorised personnel. 
 

 

The Account Activation authorization will allow authorized personnel to update 

and terminate the UEN activation as Customs Account. 

The Manage DA/Declarant authorization will allow authorized personnel to 

register, update and terminate a Declaring Agent or Declarant in TradeNet®. 

 
3. Click Next to save this page and proceed to the Terms and Conditions page. 
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Terms and Conditions 

This page contains essential information on the Terms and Conditions for the 
Registration of Traders, Common Carriers and Others under Regulation 37 (1) of the 
Regulation of Imports and Exports Regulations (RIER). 
 
This section will only be displayed after Activation/Update of Customs Account has 
been validated and saved.  To know more about this, see Activation/Update Customs 
Account.  A link to this section is enabled after a successful validation of the 
information.  Clicking I Agree at the bottom part of the page will trigger the validation. 

To acknowledge the Terms and Conditions: 

1. The Terms and Conditions page is displayed after clicking Next from the 
Activation/Update Customs Account page. 

 
Figure 1. 5 Terms and Condition Page for the Activation/Update of Customs Account 

 
2. Click I Agree to acknowledge the terms and conditions, and then proceed to 

Confirmation and Acknowledgement Page (for Activation/Update). 
 

3. Click I Decline to return to the Activation/Update Customs Account. 



C O N F I R M A T I O N  A N D  A C K N O W L E D G E M E N T  P A G E  ( F O R  

A C T I V A T I O N / U P D A T E )  
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Confirmation and Acknowledgement Page (for 

Activation/Update) 

The Confirmation Page contains all of the information entered in the Activation/Update of 
Customs Account.  This section will only be displayed after the Terms and Conditions have 
been acknowledged. Clicking Next at the bottom part of the page will trigger the validation.   
 
The Acknowledgement Page contains the summary of the application.  

To submit the confirmation page and display the acknowledgement page: 

1. The Confirmation Page is displayed after clicking I Agree from the Terms and Conditions 
page. 
 
 

 



C O N F I R M A T I O N  A N D  A C K N O W L E D G E M E N T  P A G E  ( F O R  

A C T I V A T I O N / U P D A T E )  
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Figure 1.6 Activation/Update of Customs Account Confirmation Page 

2. Mark the checkbox of the portion captured in Figure 1.7 to acknowledge the validity of the 
data to be submitted. 

 
Figure 1.7 User Acknowledgement 

 
3. Click Confirm  if no revision of information will be made to the application form  

 
Click Back to return to the Activation/Update Customs Account page if there is any 
information filled out incorrectly.  
 



C O N F I R M A T I O N  A N D  A C K N O W L E D G E M E N T  P A G E  ( F O R  

A C T I V A T I O N / U P D A T E )  
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Click Cancel to return to the Search Customs Account page if the user wants to abort the 
current activation/update process and select another UEN.  
 

 
Cancellation of the application will result to loss of information that have been saved 

upon confirmation.  

 
4. The Acknowledgement page with Manage DA/Declarant and Print Letter will be displayed 

for applications that are automatically approved.  Once a UEN has a Declaring Agent (DA) 
account at TradeNet®, this acknowledgment page will not be shown; the user will be re-
directed to the TN Manage DA first page. 

 
Figure 1. 8 Application Acknowledgement Page for Automatically Approved Applications 

 
Manage DA/Declarant 
Click this if you wish to be a Declaring Agent (DA) and you need to apply for a 
TradeNet® ID. 
 
Print Letter 
Click this to download and print the Letter of Registration. 

 
Close Window 
Click this to close the window and end your transaction. 

 



C O N F I R M A T I O N  A N D  A C K N O W L E D G E M E N T  P A G E  ( F O R  

A C T I V A T I O N / U P D A T E )  
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Figure 1. 9 TN Manage DA first page for UEN with an existing DA account 

 

5. The Acknowledgement page without Print Letter will be displayed for applications that are 
routed online for CAS processing.  

 
Figure 1. 10 Application Acknowledgement Page for Routed Online Application 

 
6. Click Close Window to return to the Application Form page. 

 



C O N F I R M A T I O N  A N D  A C K N O W L E D G E M E N T  P A G E  ( F O R  D E -

A C T I V A T I O N )  
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Confirmation and Acknowledgement Page (for De-

activation) 

The Confirmation Page contains all of the information entered in Activation/Update of 
Customs Account.  This section will only be displayed after the Search Customs Account has 
been successfully validated and the Terminate button is clicked.  Clicking Next at the bottom 
part of the page will trigger the validation.   
 
The Acknowledgement Page contains the summary of the application.  

To submit the confirmation page and display the acknowledgement page: 

1. The Confirmation Page is displayed after clicking Next from the Search Customs Account 
page after a successful validation. 

 
Figure 1. 11 De-activation of Customs Account Confirmation Page 

 
2. Click Confirm  if no revision of information will be made to the application form.  

 
Click Back to return to the Search Customs Account page to abort the current 
activation/update process and select another UEN.  
 
Click Cancel to proceed to the Activation/Update Customs Account page to update the 
selected UEN.  
 

3. The Acknowledgement page with Print Letter will be displayed.  



C O N F I R M A T I O N  A N D  A C K N O W L E D G E M E N T  P A G E  ( F O R  D E -

A C T I V A T I O N )  
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Figure 1. 12 Application Acknowledgement Page for the UEN’s successful termination 

 
Print Deregistration Letter 
Click this to download and print the Letter of Deregistration. 

 
4. Click Close Window to return to the Application Form page. 
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Declaring Agent and Declarant Registration  

This section will only be displayed after completing the Activation of Customs Account (see 
Figure 1.8) and the Key Personnel or Authorized Personnel (with Manage DA authorization) 
has decided to register an account as a Declaring Agent in TradeNet®. 
 

To register a new account as Declaring Agent and register Declarants: 

1. Click Manage DA/Declarant on the Activation of Customs Account acknowledgement 
page (see Figure 1.8).  You will be re-directed to the Declaring Agent & Declarant 
Registration page. 

 
Figure 1. 13 Declaring Agent & Declarant Registration page 

 
2. Click New/Update DA/Declarant to proceed to the registration of a new Declaring Agent 

account.  
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Figure 1. 14 Declaring Agent & Declarant Registration Data Entry page 
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3. Enter all of required information on the following fields: 
 
Company Information 
 
Block No./House No. (mandatory field) 
Enter the block or house number of the company’s operating address. 
 
Street Name (mandatory field) 
Enter the street name of the company’s operating address.  
 
Postal Code (mandatory field) 
Enter the postal code of the company’s operating address.  
 
Telephone No. (mandatory field) 
Enter the company’s telephone number.  
 
Fax No. (mandatory field) 
Enter the company’s fax number.  
 
Company Email Address (mandatory field) 
Enter the company’s email address with a valid email format, i.e. abc@domain.com.  
 
Membership with Association (mandatory field) 
Select from the dropdown list the association that the company is a member of.  
 
Other Membership 
Enter the name of other associations that the company is a member of. 
 
Annual Financial Turnover (mandatory field) 
Enter the company’s annual financial turnover.  
 
Total No. of TradeNet® Declarants (mandatory field) 
Enter the total number of TradeNet® Declarants in the company.  
 
Total No. of Employees (mandatory field) 
Enter the total number of employees in the company.  
 
Declaring Agents Activity 1 (mandatory field) 
Mark the radio button that indicates the Declaring Agent’s primary activity. 
 
Declaring Agents Activity 2 (mandatory field) 
Mark the radio button that indicates the Declaring Agent’s secondary activity. 
 
 
Key Personnel 
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Salutation (mandatory field) 
Select from the dropdown list the salutation applicable to the company’s key personnel. 
 
Designation (mandatory field) 
Enter the designation of the company’s key personnel. 
 
NRIC/FIN (mandatory field) 
Enter the NRIC or FIN of the company’s key personnel. 
 
Email Address (mandatory field) 
Enter the email address of the company’s key personnel using a valid email format, i.e. 
abc@domain.com. 
 
Fax No. (mandatory field) 
Enter the fax number of the company’s key personnel. 
 
Nationality (mandatory field) 
Select from the dropdown list the nationality of the company’s key personnel. 
 
 

4. Click Next to proceed to add the declarant information.  
 
Click Save as Draft to save the DA information in draft mode. 
 

5. To add a new user or declarant, go to the Declarant Details section and enter all of 
required information on the following fields:  
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Figure 1. 15 Declaring Agent & Declarant Registration - Declarant Information page 
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Declarant Detail Information 
 
Name (mandatory field) 
Enter the declarant’s name. 
 
Designation (mandatory field) 
Enter the declarant’s designation. 
 
ID Type (mandatory field) 
Select the declarant’s ID type from the dropdown list. 
 

 

Select “S” for Singaporean and Permanent Resident 

Select “P” for foreigner with Foreign Identification Number (FIN) 

Select “M” for Malaysian who does not have a FIN 

 
ID No. (mandatory field) 
Enter the declarant’s ID number based on the selected ID type. 
 

 

Enter full NRIC or FIN. 

 For Malaysian IC, enter the digits of the IC No. only (without space or “-“) 

 
Attach scanned IC, Work Permit, or Employment Pass (mandatory field) 
Select Upload (attach scanned copy) or Fax to attach a scanned copy of the declarant’s IC, 
Work Permit or Employment Pass. 
 
Work Pass No. (Mandatory for Foreigners) 
Enter the Work Pass number of the declarant. 
 
Work Pass Expiry Date (Mandatory for Foreigners) 
Enter the expiration date of the declarant’s Work Pass or click the calendar icon to select 
the date. 
 
SingPass ID  
Enter the declarant’s SingPass ID (if any).  This will be used by the declarant to log in and 
update/confirm the declarant’s information entered. 
 

 

For declarants who do not have a SingPass ID, the declarant may ask 

CrimsonLogic’s Customer Admin to confirm their information on their behalf.  

This should be done after faxing a signed copy of the Terms and Conditions 

provided in their email notification. 

 
Salutation (mandatory field) 
Select from the dropdown list the salutation applicable to the declarant.  
 
Gender (mandatory field) 
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Specify the declarant’s gender.  
 
Date of Birth (mandatory field) 
Enter the declarant’s birth date or click the calendar icon to select the date. 
 
Email Address (mandatory field) 
Enter the declarant’s email address with a valid email format, i.e. abc@domain.com.  
 
Fax No. (mandatory field) 
Enter the declarant’s fax number in Singapore.  
 
Telephone No. (mandatory field) 
Enter the declarant’s telephone number. 
 
Mobile No. (mandatory field) 
Enter the declarant’s mobile number  
 
Nationality (mandatory field) 
Select the declarant’s nationality from the dropdown list.  
 
Residential Address (mandatory field) 
Enter the declarant’s residential address.  
 
Has the Declarant been issued with a TradeNet® ID before? (mandatory field) 
ID (mandatory field if Yes is selected) 
Name of Entity (mandatory field if Yes is selected) 
Indicate whether the declarant has been issued with a TradeNet® prior to the application.  
If Yes, provide the previous ID and company name. 

  

 

The previous ID is not the same ID as what the declarant used to log in to this 

module. 

  
 

Has the Declarant attended any Customs course before? (mandatory field) 
Attach Certificate (mandatory if Yes is selected) 
Indicate if the declarant has attended a course with Singapore Customs before.  If Yes, 
attach a copy of the course certificate. 
 
Education Level (mandatory field) 
Select the declarant’s educational level from the dropdown list. 
 
If Others, please specify (mandatory field if Others is selected) 
Enter the declarant’s educational level if it is not included in the options provided in the 
previous field. 
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Additional Information for Malaysian-based Declarant 
 
Is declarant based in Malaysia? 
Indicate if the declarant is based in Malaysia.   
 
If Yes, enter information on the succeeding fields:  Name of Company in Malaysia, 
Operating Address in Malaysia including Name of State, Key Personnel in Malaysia, 
and Supporting Documents for Malaysian (Malaysian ID (Front & Back), Form 49, 
Signed Copy of Terms and Conditions, and Other Supporting Documents). 
 

 
6. Click Save to save the declarant’s information.  The User List page is displayed. 

 
Click Save as Draft to save the declarant information in draft mode.  

  

 

If you are unsure or do not have the required information on hand, you can 

save the information as draft and go back to it once you have the required 

information. 

  

 
Figure 1. 16 Declaring Agent & Declarant Registration Declarant Information page – User List 

showing added declarant information. 

 
7. Click Edit  to edit the selected declarant from the list. 

 
Click Delete New/Rejected to delete or remove the declarant information from the list. 
This only applies to newly added record or a rejected application of the ID. 
 
Click Back to return to the Company Information page. 
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Click Next to proceed with the registration and go to Confirmation page. 
 

8. Verify the information entered at Confirmation page. 
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Figure 1. 17 Declaring Agent & Declarant Registration Confirmation page 
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9. Click Next to proceed.  The Terms and Conditions page is displayed. 
 

Click Back to return to the User List/Declarant Detail Information page. 

 
Figure 1. 18 Declaring Agent & Declarant Registration Terms and Conditions page 

 
10. Click I Agree to save the changes and proceed to the Acknowledgement page. 

 
Click I Decline to go back to the Confirmation page. 
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Figure 1. 19 Declaring Agent & Declarant Registration Acknowledgement page 

 
11. Click the Here hyperlink or wait for five (5) seconds for the system to launch the Online 

Registration system to continue with the account and TradeNet® user ID registration.  
 

 
Online Registration is only required for new account registration.  

 
12. On the Online Registration Terms and Conditions page, mark the declaration checkbox.  
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Figure 1. 20 Online Registration Terms and Condition page 

 
13. Click Continue to proceed.  

 
14. Enter all of the required information on the following fields: 
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Figure 1. 21 Online Registration Company page – Company Information section 

 
Unique Entity Number (mandatory field) 
Company Name (mandatory field) 
Phone No. (mandatory field) 
Fax No. (mandatory field) 
Company Email Address (mandatory field) 
These fields are already pre-populated with the information provided on the Declaring 
Agent & Declarant.Registration. 
 
ACRA No. 
Enter the ACRA number of the company, if applicable. 
 
Website 
Enter the website address of the company, if applicable. 
 
Communication Mode 
Select from the dropdown list the mode of the communication the company prefers. 
 
Payment Mode (mandatory field) 
Select from the dropdown list the payment mode preferred by the company. 
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Figure 1. 22 Online Registration Company page – Address Information section 

 
Country (mandatory field) 
Block No/House  (mandatory field) 
Street Name. (mandatory field) 
Unit No.  
Building Name  
Postal/Zip Code (mandatory field) 
These fields are already prep-populated with the information provided on the Declaring 
Agent & Declarant Registration. 
 

15. Click Add to add a Contact Person or Decision Maker.  
 
Click Copy to copy the information entered and set it as another type of contact person. 
 
Click Edit  to update the contact person’s information. 
 
Click Delete to delete the contact person’s information. 
 

 
Figure 1. 23 Online Registration Company page – Contact Person section 
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16. Enter all of the required information on the following fields: 

 
Figure 1. 24 Online Registration Company page – Contact Person information 

 
Salutation (mandatory field) 
Select from the dropdown list the salutation applicable to the contact person. 
 
Name (mandatory field) 
Enter the contact person’s name. 
 
Preference Name 
Enter the preferred name of the contact person. 
 
Type (mandatory field) 
Select the type of contact person from the dropdown list. 
 
Designation (mandatory field) 
Enter the contact person’s designation. 
 
Department 
Enter the department in which the contact person belongs to. 
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NRIC/Passport No. (mandatory field) 
Enter the contact person’s NRIC or passport number. 
 
Phone No. (mandatory field) 
Enter the contact person’s phone number. 
 
Fax No. (mandatory field) 
Enter the contact person’s fax number. 
 
Mobile Phone No. (mandatory field) 
Enter the contact person’s mobile number. 
 
Pager No. 
Enter the contact person’s pager number. 
 
Email Address (mandatory field) 
Enter the contact person’s email address. 
 
Gender (mandatory field) 
Specify the contact person’s gender. 
 

17. On the Plan Selection section, choose the services that the company wishes to subscribe.  
It is required to choose the applications in TradeNet® Services for this registration. 
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Figure 1. 24 Online Registration Company page – Plan Selection section 

 
18. Click Continue to proceed to the User page.  

 
Click Reset to clear all of the information entered. 
 

19. Click Add to register the Billing Administrator, Account Administrator ID, and non-
Declarant TradeNet® ID.  
 
Click Edit  to clear all of the information entered. 
 
Click Delete to delete the user information. 
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Figure 1. 25 Online Registration User page – User List section 

 
20. Add a Billing Administrator and Account Administrator. Enter all of the required 

information on the following fields: 
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Figure 1. 26 Online Registration User page – User Information section 
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Salutation (mandatory field) 
Select from the dropdown list the applicable salutation. 
 
Name (mandatory field) 
Enter the person’s name. 
 
NRIC/Passport No. Type (mandatory field) 
Select the type of ID from the dropdown list.  Choose NRIC or Passport. 
 
NRIC/Passport No. (mandatory field) 
Enter the person’s NRIC or passport number. 
 
Gender (mandatory field) 
Choose the person’s gender. 
 
Date of Birth (mandatory field) 
Enter the person’s date of birth or click the calendar icon and then select the date. 
 
SingPass ID 
Enter the person’s SingPass ID. 
 
Designation 
Enter the person’s designation. 
 
Department 
Enter the name of the department in which the person belongs to. 
 
Email Address (mandatory field) 
Enter the person’s email address. 
 
Phone No. (mandatory field) 
Enter the person’s phone number. 
 
Fax No. (mandatory field) 
Enter the person’s fax number. 
 
Mobile Phone No. (mandatory field) 
Enter the person’s mobile phone number. 
 
User Type  
Indicate if the user will be the Account Administrator, Billing Administrator or both. 
 
Service Information (mandatory field) 
Mark the checkbox that indicates the type of service applicable to the user.  Choose from 
TradeNet – Trader With Notification and TradeNet – Trader Without Notification.   
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An administrator ID is not allowed to be a Declarant at the same time.  

Click the Service Name hyperlink to view more details about the service. 

 
21. Click Done to save the user information.  

 
Click Reset to clear all of the information entered. 
 

22. Click Submit to proceed to the Payment Details page.  
 

 
Figure 1. 27 Online Registration Payment Details page 

 
23. Click the Here hyperlink to download the GIRO form.  

 
24. Click Continue to proceed to the Verification page.  
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Figure 1. 28 Online Registration Verification page 

 
25. Enter the displayed text on the Verification Code field.  
 

 

Enter the text as shown on the picture box.  The Verification Code is case-

sensitive. 

 
26. Click Continue to proceed and complete the registration.  
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Figure 1. 29 Online Registration Acknowledgement page 
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To resume registration of an incomplete or draft Online Registration:  

 
1. Launch the Activation of Customs Account and proceed to update the UEN activation. If 

you do not wish to update the Activation of Customs Account, only an Authorized 
Personnel with Manage DA authorization can proceed to Manage DA without doing an 
update in UEN Activation. 

 
Figure 1. 30 Activation of Customs Account – Authorized Personnel with Manage DA only 

authorization view. 

 
2. Click Manage DA/Declarant to proceed. 
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Figure 1. 31 Declaring Agent & Declarant Registration page – in DRAFT mode 

 

 
Figure 1. 32 Declaring Agent & Declarant Registration page – Incomplete registration 
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Figure 1. 33 Declaring Agent & Declarant Registration page – Incomplete registration with ORA 

 
3. Click New/Update DA/Declarant to proceed to the Declaring Agent & Declarant 

Registration.  
If the registration is incomplete at Online Registration, click the ORA Registration ID 
hyperlink to continue the Online Registration. 
 
 
 

To update or terminate a Declaring Agent account and add, update, or 
terminate Declarants: 

1. Launch the Activation of Customs Account and proceed to update the UEN activation. If 
you do not wish to update the Activation of Customs Account, only an Authorized 
Personnel with Manage DA authorization can proceed to Manage DA without doing an 
update in UEN Activation. 
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Figure 1. 34 Declaring Agent & Declarant Registration page 

 
2. Click New/Update DA/Declarant to proceed with the update of Declaring Agent account.    

 
Click Terminate DA to terminate the Declaring Agent account and all Declarants under 
the account. 
 
The Account Selection page is displayed. 

 
Figure 1. 35 Declaring Agent & Declarant Registration – Account Selection page (Update) 
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Figure 1. 36 Declaring Agent & Declarant Registration – Account Selection page (Terminate DA) 

 
3. Click the Account ID hyperlink to proceed.  The Declaring Agent and Declarant 

Registration page is displayed. 
 
Click Back to return to the previous page. 
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Figure 1. 37 Declaring Agent & Declarant Registration Company Information page 

 
4. Enter all of the required information on the following fields: 

 
Company Information 
 
Block No./House No. (mandatory field) 
Enter the block or house number of the company’s operating address.  
 
Street Name (mandatory field) 
Enter the street name of the company’s operating address.  
 
Unit No. 
Enter the unit number of the company’s operating address. 
 
Building Name 
Enter the name of the building where the company is located. 
 
Postal Code (mandatory field) 
Enter the postal code of the company’s operating address.  
 
Telephone No. (mandatory field) 
Enter the company’s telephone number.  
 
Fax No. (mandatory field) 
Enter the company’s fax number.  
 
Company Email Address (mandatory field) 
Enter the company’s email address in a valid email format, i.e. abc@domain.com.  
 
Membership with Association (mandatory field) 
Select from the dropdown list the association that the company is a member of. 
 
Other Membership 
Enter other associations that the company is a member of. 
 
Annual Financial Turnover (mandatory field) 
Enter the company’s annual financial turnover.  
 
Total No. of TradeNet® Declarants (mandatory field) 
Enter the total number of TradeNet® declarants in the company.  
 
Total No. of Employees (mandatory field) 
Enter the total number of employees in the company.  
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Declaring Agents Activity 1 (mandatory field) 
Mark the radio button that indicates the company’s primary activity. 
 
Declaring Agents Activity 2 (mandatory field) 
Mark the radio button that indicates the company’s secondary activity. 
 
 
Key Personnel 
 
Salutation (mandatory field) 
Select from the dropdown list the salutation applicable to the company’s key personnel. 
 
Name 
Enter the name of the company’s key personnel. 
 
Designation (mandatory field) 
Enter the designation of the company’s key personnel. 
 
NRIC/FIN (mandatory field) 
Enter the NRIC or FIN of the company’s key personnel. 
 
Email Address (mandatory field) 
Enter the email address of the company’s key personnel using a valid email format, i.e. 
abc@domain.com. 
 
Fax No. (mandatory field) 
Enter the fax number of the company’s key personnel. 
 
Telephone No. 
Enter the telephone number of the company’s key personnel. 
 
Mobile No. 
Enter the mobile number of the company’s key personnel. 
 
Key Personnel - Nationality (mandatory field) 
Select from the dropdown list the nationality of the company’s key personnel. 
 

5. Click Next to proceed to add/update/terminate declarant information.  
 

6. To add a new user or declarant, go to the Declarant Details section. Enter all of the 
required information on the following fields:  
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Figure 1. 38 Declaring Agent & Declarant Registration Declarant Information page 
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Name (mandatory field) 
Enter the declarant’s name. 
 
Designation (mandatory field) 
Enter the declarant’s designation. 
 
ID Type (mandatory field) 
Select the declarant’s ID type from the dropdown list. 
 

 

Select “S” for Singaporean and Permanent Resident 

Select “P” for foreigner with Foreign Identification Number (FIN) 

Select “M” for Malaysian who does not have a FIN 

 
ID No. (mandatory field) 
Enter the declarant’s ID number based on the selected ID type. 
 

 

Enter the full NRIC or FIN.  

For Malaysian IC, enter the digits of the IC No. only (without space or “-“) 

 
Attach scanned IC, Work Permit, or Employment Pass (mandatory field) 
Choose Upload (attach scanned copy) or Fax to attach a scanned copy of the declarant’s 
IC, Work Permit or Employment Pass. 
 
Work Pass No. (Mandatory for Foreigners) 
Enter the declarant’s Work Pass number. 
 
Work Pass Expiry Date (Mandatory for Foreigners) 
Enter the expiration date of the declarant’s Work Pass or click the calendar icon to select 
the date. 
 
SingPass ID  
Enter the declarant’s SingPass ID (if any).  This will be used by the declarant to log in and 
update/confirm the declarant’s information entered. 
 

 

For declarants who do not have a SingPass ID, the declarant may ask 

CrimsonLogic’s Customer Admin to confirm their information on their behalf.  

This should be done after faxing the signed copy of the Terms and Conditions 

provided in their email notification. 

 
Salutation (mandatory field) 
Select from the dropdown list the salutation applicable to the declarant.  
 
Gender (mandatory field) 
Specify the declarant’s gender.  
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Date of Birth (mandatory field) 
Enter the declarant’s birth date or click the calendar icon to select the date. 
 
Email Address (mandatory field) 
Enter the declarant’s email address with a valid email format, i.e. abc@domain.com.  
 
Fax No. (mandatory field) 
Enter the declarant’s fax number in Singapore.  
 
Telephone No. (mandatory field) 
Enter the declarant’s telephone number. 
 
Mobile No. (mandatory field) 
Enter the declarant’s mobile number  
 
Nationality (mandatory field) 
Select the declarant’s nationality from the dropdown list.  
 
Residential Address (mandatory field) 
Enter the declarant’s residential address.  
 
Have the Declarant been issued with a TradeNet® ID before? (mandatory field) 
ID (mandatory field if Yes is selected) 
Name of Entity (mandatory field if Yes is selected) 
Indicate whether the declarant has been issued with a TradeNet® prior to the application.  
If Yes, provide the previous ID and company name. 

  

 

The previous ID is not the same ID as what the declarant used to log in to this 

module. 

  
 

Have the Declarant attended any Customs course before? (mandatory field) 
Attach Certificate (mandatory if Yes is selected) 
Indicate if the declarant has attended a course with Singapore Customs before.  If Yes, 
attach a copy of the course certificate. 
 
Education Level (mandatory field) 
Select the declarant’s educational level from the dropdown list. 
 
If Others, please specify (mandatory field if Others is selected) 
Enter the declarant’s educational level if it is not included in the options provided in the 
previous field. 
 
 
Additional Information for Malaysian-based Declarant 
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Is declarant based in Malaysia? 
Indicate if the declarant is based in Malaysia.   
 
If Yes, enter information on the following:  Name of Company in Malaysia, Operating 
Address in Malaysia including Name of State, Key Personnel in Malaysia, and 
Supporting Documents for Malaysian (Malaysian ID (Front & Back), Form 49, 
Signed Copy of Terms and Conditions, and Other Supporting Documents). 

 
7. Click Save to save the declarant’s information.  The User List page is displayed. 

 
Click Save as Draft to save the declarant information in draft mode. 
  
 

 

If you are unsure or do not have the required information on hand, you can 

save the information as draft and go back to it once you have the required 

information. 

 

 
Figure 1. 39 Declaring Agent & Declarant Registration Declarant Information page – User List 

showing added declarant information. 

 
8. Click Edit  to edit the selected declarant from the list. 

 
Click Delete New/Rejected to delete or remove the declarant information from the list. 
This only applies to newly added record or a rejected application of ID. 
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Click Deregister checkbox to de-register or terminate the declarant registration. 
 
Click Back to return to the Company Information page. 
 
Click Next to proceed with the registration and go to Confirmation page. 
 
 
 

9. Verify the information entered at Confirmation page. 
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Figure 1. 40 Declaring Agent & Declarant Registration Confirmation page (Update) 
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Figure 1. 41 Declaring Agent & Declarant Registration Confirmation page (Terminate DA) 

 
10. Click Next (for Update) or Confirm  (for Terminate DA) to proceed. 

 
Click Back to return to the previous page. 
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Figure 1. 42 Declaring Agent & Declarant Registration Terms and Conditions page 

 
11. Click I Agree to save the changes and proceed to the Acknowledgement page. 

 
Click I Decline to go back to the Confirmation page. 
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Figure 1. 43 Declaring Agent & Declarant Registration Acknowledgement page 

 


