
Quick Reference Guide 
 

1. Activation of Customs Account 

2. Manage DA/Declarant  (for Companies registering as Declaring Agent) 

3. Declarant Confirmation of Terms and Conditions 

4. Edit Declarant Information 

 

 



Activation of Customs Account 
 
This section shows how to activate UEN or update the UEN information.  Only Key 

Personnel or Authorized Personnel with Activation of Customs Account authorization can 

perform this. 

 

Pre-requisites: 

� SingPass ID 

� For non-Key Personnel or non-Authorized personnel doing the activation, please 

prepare the following documents for uploading or faxing: 

o Letter of Authorization 

o Applicant NRIC (Front & Back) / Passport 

o Issuing Agency (e.g ROS) 

o Proof of Employment 

 

1. Launch TradeXchange® Portal at https://www.tradexchange.gov.sg  

2. At TradeXchange® Portal’s home page, look for “Online Forms” portlet. 

3. Select on “Activation of Customs Acc..” from the list then click on “Go to Form” 

button. 

 

 
 

Fig 1.  Online Forms 

 

4. At the Activation of Customs Account initial screen, click on “Login with SingPass” 

button. 

 



 
Fig 2.  Activation of Customs Account initial screen 

 

 

5. Login with SingPass ID 

6. Upon successful login with SingPass, enter the UEN to activate, update or 

terminate. 

 

 
 Fig 3.  Activation of Customs Account Search Criteria 

 

 

7. Enter all the required information. Mandatory information is marked with “*”. 

 



 
 Fig 4. Company Details, Applicant Information, Primary Contact Information 

  



 
 Fig 5. Secondary Contact Information 

  

 

 
 Fig 6. Trader Notification Information 

  

 
 Fig 7. Authorized Personnel Information 

 

 

8. Click on Next button. 

9. Read Terms and Conditions and Click on “I Agree” button 

10. Review the details entered at Confirmation page. 

11. Click on checkbox beside “(1) I declare…”. 

12. Click on Confirm button. 



13. At acknowledgment page, click on “Manage DA/Declarant” button for 

company who would like to be a Declaring Agent. 

 

 

 
 Fig 8. Acknowledgement Page for auto-approve activation 

 



Manage DA/Declarant 
 

This section shows how to update the Declaring Agent(DA) and Declarant Information.  

Only Key Personnel or Authorized Personnel with Manage DA authorization can perform 

this. 

 

Pre-requisites: 

� SingPass ID 

� Please prepare the following declarant’s documents for uploading or faxing: 

o Scanned IC, Work Permit, or Employment Pass 

o Customs Course certificate (if applicable) 

o For Malaysian Declarants 

� Malaysian ID (Front & Back) 

� Form 49 

� Signed Copy of Terms and Conditions 

� Other Supporting documents that can be found here: 

https://www.tradenet.gov.sg/TN40/tdsui/da/DeclarantSupportDoc

List.jsp 

 

 

For Key Personnel or Authorized Personnel with both Activation of Customs Account and 

Manage DA authorization 

 

1. Launch TradeXchange® Portal at https://www.tradexchange.gov.sg 

2. At TradeXchange® Portal’s home page, look for “Online Forms” portlet. 

3. Select on “Activation of Customs Acc..” from the list then click on “Go to Form” 

button. 

4. At the Activation of Customs Account initial screen, click on “Login with SingPass” 

button. 

5. Login with SingPass ID 

6. Upon successful login with SingPass, enter the UEN to activate or update. Click on 

“Activate/Update” button. 

7. Enter all the required information. Mandatory information is marked with “*”. 

8. Click on Next button. 

9. Read Terms and Conditions and Click on “I Agree” button 

10. Review the details entered at Confirmation page. 

11. Click on checkbox beside “(1) I declare…”. 

12. Click on Confirm button. 

13. At acknowledgment page, click on “Manage DA/Declarant” button for 

company who would like to be a Declaring Agent (applicable for NEW activation 

only or existing account that do not have Declaring Agent account registered).  

 

 

For Authorized Personnel with Manage DA authorization only 

 

 

1. Launch TradeXchange® Portal at https://www.tradexchange.gov.sg 

2. At TradeXchange® Portal’s home page, look for “Online Forms” portlet. 

3. Select on “Activation of Customs Acc..” from the list then click on “Go to Form” 

button. 



4. At the Activation of Customs Account initial screen, click on “Login with SingPass” 

button. 

5. Login with SingPass ID 

6. Upon successful login with SingPass, enter the UEN to activate or update. Click on 

“Activate/Update” button. 

7. Click on “Manage DA/Declarant” button 

 

 
Fig 9. Activation of Customs Account page for Authorized Personnel with Manage 

DA authorization only. 

 

 

 

Updating DA (Declaring Agent/Company Information) and Declarant Information 

 

 

1. At the Declaring Agent & Declarant Registration page, click on “New/Update 

DA/Declarant” button to update or “Terminate DA” button to terminate the 

Declaring Agent account 

 



 
Fig 10. Declaring Agent & Declarant Registration (Manage DA/Declarant) page 

 

2. Click on account ID from the Account ID column 

 

 
Fig 11. Account ID selection page 

 

 

3. Provide the mandatory Company and Key Personnel information. Click Next to 

proceed. 

 



 
 

Fig 12. Company and Key Personnel Information 

 



4. At the User List screen 

a. To edit existing declarant information, click on the radio button at the 

Select column, , then click on Edit button 

b. To remove or delete the newly added record or rejected record from the 

list, click on the radio button at the Select column, , then click on 

Delete New/Rejected button 

c. To terminate a declarant, click on checkbox beside the declarant at 

Terminate column,  

d. To add new record, make sure that all data in Declarant Detail 

information are empty. If you had previously selected an existing record 

from the list, click on Save button to save your changes and to clear the 

input fields. 

e. Click Next to proceed with the registration and confirmation page 

 

 

 
 

Fig 13.  User List section 

 

 

5. Provide all the required declarant information. Mandatory information is marked 

with “*”. 

 



 
 

Fig 14. Declarant Information page 

 



6. Click on “Save” button to save the declarant information. Ensure all mandatory 

fields are filled-up. If you don’t have all the mandatory information, you may click 

on “Save as Draft” to temporary save the data entered. 

7. Click “Next” button at the User List section. 

8. Review the changes at Confirmation page. Click Next button to proceed. 



 
Fig 15. Confirmation page 

 

9. Read the Terms and Conditions and click on “I Agree” to save the changes 



10. An acknowledgement page will be displayed upon completion of the update of 

DA and Declarant information. 

 

 
Fig 16. Acknowledgement page 

 

11. An email will be sent to updated existing Declarants that have not previously 

accepted the Terms and Conditions and to new Declarants added. 



Declarant Confirmation of Terms and Conditions 
 

This section shows how Declarants can update their information and read acknowledge 

the Terms and Conditions. 

 

Pre-requisites: 

� SingPass ID of Declarant that is registered in their record 

� Email sent to Declarants with subject “PROD - [TRADENET] Declarant 

Registration/Update Confirmation” 

 

1. Open the email with subject “PROD - [TRADENET] Declarant Registration/Update 

Confirmation”. 

 

 
Fig 17. Email sent to Declarant after Key Personnel have updated their 

information 

 

2. Click on the hyperlink in the message body. 

3. Click on “Login with SingPass” button. 

 
Fig 18. Declarant Confirmation initial page 

 



4. Login with SingPass ID 

5. Verify declarant data and click on Next button 

 
Fig 19.  Declarant Information page 

 

6. Review data in Confirmation page. Click Next button to proceed. 

 



 
Fig 20. Confirmation page 

 

 

7. Read the Terms and Conditions. Click on “I Agree” button. 

 



 
Fig 21. Terms and Conditions page 

 

 

8. At Acknowledgement page, click on “Close Window” to close the window. 



Edit Declarant Information 
 
This section shows how declarant can update their own information or terminate their 

registration.   

 

Pre-requisites: 

� CrimsonLogic TradeNet ID 

 

1. Launch TradeXchange® Portal at https://www.tradexchange.gov.sg  

2. Login with CrimsonLogic TradeNet ID 

3. At Application tab, look for TradeNet® 4.0 application. Click on “Launch” 

hyperlink. 

 

 
Fig 22. Application portlets 

 

4. At TradeNet® 4.0 application’s left hand side menu. Click on “Edit Declarant Info” 

link. 

 

 



 
 

Fig 23.  TradeNet® 4.0 menu 

 

 

5. Update declarant information. Click Next to proceed with the update. Click 

Terminate button to terminate registration. 

 



 
Fig 23. Edit Declarant Info page 

 

 

6. Review the data updated. Click on Next to proceed. 

 



 
Fig 24. Edit Declarant Info confirmation page 

 

7. Read the Terms and Conditions. Click on “I Agree” button to confirm update or 

termination of ID. 

 

8. An email will be sent to the declarant’s Key Personnel informing the update or 

termination of the declarant record. 


