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New Application of Declaring Agent 

(DA) Account and Declarant IDs 

The New Application of Declaring Agent (DA) Account and Declarant IDs allows 

an entity that has activated its Customs Account to apply for a DA account to submit 

permits using TradeNet® User ID. 

To create new application of DA account and declarant id: 

1. Go to the TradeNet® portal page and choose the Activation of Customs 

Account and/or Application of Declaring Agent Account under Registration 

Information For Trading Community. 

 

2. Click Log in with singpass to redirect to Singpass Login Page.  

   

 
Figure 1.1  Activation of Customs Account and/or Application of DA Account - 

Welcome Page 
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3. Scan QR code or Enter Singpass ID and Password. Click on Log In button. 

 

 
Figure 1.2a Activation of Customs Account and/or Application of DA Account – 

Singpass Login Page – Scan QR code Log in 

 

 
Figure 1.2b Activation of Customs Account and/or Application of DA Account – 

Singpass Login Page – Password Log in 
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4. Click on Declaring Agent Account Tab as seen in Fig 1.3.1. The different 

account information displayed in Menu Link Page will vary according to the 

login user’s role. 

 

 
Figure 1.3.1 Declaring Agent Account Tab 

 
Figure 1.3.2 Menu Link Page  

 
Figure 1.4.1 Login user – Key Personnel 

 

Figure 1.4.2 Login user – Authorised Personnel (DA) 

Figure 1.4.3 Login user – Authorised Personnel (CA & DA) 
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5. Click on Proceed button under the Apply for Declaring Agent (DA) Account 

section in Figure 1.3.2. 

 

6. Read through the Terms and Conditions and check on the box beside “I have 

read..”.  

 

@ Click on Back button to go back to previous page. 

 
Figure 1.5 Terms and Conditions Page 
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7. Click on Apply for DA Account button to proceed. 

 

8. Provide the required company information in the form. 

Block No./House No. (mandatory field) 

Enter the Company’s Block No./House No.  

 

Street Name (mandatory field) 

Enter the company’s street name.  

 

Unit No. (optional) 

Enter the company’s unit no. 

 

Building Name (optional) 

Enter the company’s building name. 

 

Postal Code (mandatory field) 

Enter the postal code.  

 

Telephone No. (mandatory field) 

Enter the company’s telephone no.  

 

Company Email Address (mandatory field) 

Enter the company’s email address. 

 

Membership with Association (mandatory field) 

Select the association from the dropdowns. 

 

Other Membership (optional) 

Enter the other membership.  

 

Annual Financial Turnover (Mandatory) 

Enter the company’s annual financial turnover. 

 

Total No. of TradeNet® Declarants (Mandatory) 

Enter the company’s total no. of TradeNet® Declarants. 

 

Total No. of Employees (Mandatory) 

Enter the total no. of employees. 

 

Declaring Agents Activity 1 (Mandatory) 

Select the declaring agent’s activity 1 from the options. 

Declaring Agents Activity 2 (Mandatory) 

Select the declaring agents activity 2 from the options. 
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Figure 1.6.1 Company’s Details Page 
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Figure 1.6.2 Company’s Details Page 

 

9. Click on Next Tab button to proceed to next tab. 

 

@ Click on Cancel button to go back to main menu.   
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Figure 1.7.1 Personnel Details Tab 

 

10. Click on Add Key Personnel shown in Fig 1.7.1 to open the modal and add 

Key Personnel information. 

 

 Provide the required key personnel information in the form. 

 

Salutation (mandatory field) 

Select the salutation from the dropdowns. 

 

Name (mandatory field) 

Enter the Key Personnel’s name. 
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Designation (mandatory field) 

Enter the designation. 

 

ID Type (mandatory field) 

Select the id type from the dropdowns. 

 

ID No. (mandatory field) 

Enter the id no.  

 

Nationality (mandatory field) 

Select the nationality from the dropdowns. 

 

Email Address. (mandatory field) 

Enter the email address. 

 

Telephone No. (mandatory field) 

Enter the key personnel’s telephone no. 

 

Mobile No. (mandatory field) 

Enter the key personnel’s mobile no. 

 

Gender (mandatory field) 

Select the gender from the options. 
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Figure 1.7.2 Add Key Personnel Modal 

 

11. Click on Add Key Personnel button to proceed. 

 

@ Click on Cancel button to close the modal.   

 

12. Click on the edit button as show in Fig 1.7.3 to edit the Key Personnel 

information. 

 

 
Figure 1.7.3 Edit Button for key personnel 
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13. Edit the information if required and click on Update Key Personnel button to 

update the information stored in the table. 

 

@ Click on Delete Key Personnel button to delete the key personnel.   

 

@ Click on Cancel button to close the modal.   

 
Figure 1.7.4 Edit Key Personnel Information modal 

 

14. Click on Add Contact Person button shown in Fig 1.7.1 to open the modal and 

add contact person 

 

15. Provide the required contact person information in the form. 

 

Salutation (mandatory field) 

Select the salutation from the dropdowns. 

 

Name (mandatory field) 
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Enter the contact person’s name. 

 

Designation (mandatory field) 

Enter the designation. 

 

ID Type (mandatory field) 

Select the id type from the dropdowns. 

 

ID No. (mandatory field) 

Enter the id no.  

 

Email Address. (mandatory field) 

Enter the email address. 

 

Telephone No. (mandatory field) 

Enter the contact person’s telephone no. 

 

Mobile No. (optional) 

Enter the contact person’s mobile no. 

 

Gender (mandatory field) 

Select the gender from the options. 

 
Figure 1.7.5 Add Contact Person Information Modal 

16. Click on Add Contact Person button to save the contact person information. 
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@ Click on Cancel button to close the modal.   

 

17. Click on Add Contact Person button shown in Fig 1.7.1 to open the modal and 

add more contact person. 

 

18. Click on the edit button as show in Fig 1.7.6 to edit the Contact Person 

information. 

 

 
Figure 1.7.6 Edit Button for contact person 

 

19. Edit the information if required and click on Update Contact Person button to 

update the information stored in the table. 

 

@ Click on Delete Contact Person button to delete the contact person.   

 

@ Click on Cancel button to close the modal.   

 
Figure 1.7.7 Edit Contact Person Information modal 
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20. Click on Next Tab button to proceed to next tab. 

 

@ Click on Cancel button to go back to main menu.   

 

 
Figure 1.8.1 Declarants List tab 

21. Click on Add Declarant button to add new declarant.  

 

22. Provide the required declarant information in the form. 

 

Name (mandatory field) 

Enter the declarant’s name. 

 

Designation (mandatory field) 

Enter the declarant’s designation.  

 

ID Type (mandatory field) 

Select the ID Type from the dropdowns. 

 

ID No (mandatory field) 

Enter the declarant’s id no.  
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Work Pass No. or Foreign Identification Number (FIN) 

Enter the declarant’s Work Pass No. or FIN. 

 

Work Pass or FIN Expiry Date 

Enter the expiration date of the declarant’s Work Pass/FIN or click the calendar 

icon to select the date. 

 

Singpass ID (mandatory field) 

Enter the declarant’s Singpass ID. 

 

Salutation (mandatory field) 

Select from the dropdowns.  

 

Gender (mandatory field) 

Choose the declarant’s gender from the options.  

 

Date of Birth (mandatory field) 

Enter the declarant’s birth date. 

 

Email Address (mandatory field) 

Enter the declarant’s email address with a valid email format, i.e. 

abc@domain.com.  

 

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 submitted permit declarations via TradeNet® during the 

past one year? (mandatory field) 

No. of Years of Experience (mandatory field if Yes is selected) 

Indicate whether the declarant has been submitted permit declarations via 

TradeNet® prior to the application during the past one year.   

If Yes, provide the no. of  years of experience. 

 

Has the declarant passed the Customs Competency Test conducted by 

Singapore Customs from Year 2012? (mandatory if Yes is selected) 

Indicate if the declarant has passed the customs competency test with Singapore 

Customs from year 2012.  If Yes, attach a copy of the course certificate. 

 

Education Level (mandatory field) 

Select the declarant’s educational level from the dropdown list. 
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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. 

 

Is declarant based in Malaysia? (mandatory field) 

Name of Company in Malaysia (mandatory field if Yes is selected) 

Operating Address in Malaysia, incl. Name of State (mandatory field if Yes is 

selected) 

Indicate whether the declarant is based in Malaysia.   

If Yes, provide the Name of Company and operating address in Malaysia. 

 

Additional information for declarant who is NOT your employee. 

Name of Employer. (mandatory field) 

Enter the employer name. 

 

Company UEN. (mandatory field) 

Enter the company UEN.  

 

Name of Contact Person (mandatory field) 

Enter the contact person’s name.  

 

Email Address (mandatory field) 

Enter the email address. 

 

Telephone No. (mandatory field) 

Enter the telephone no. 

 

Supporting Documents: Scanned IC or Work Pass (mandatory field) 

Attach the declarant’s scanned IC, Work Permit or Employment Pass, whichever 

is applicable.  

 

If Malaysian Identity Card is selected as ID type, provide the following 

information in the Key Personnel (Malaysian IC) section and Supporting 

Documents section. 

 

Key Personnel (Malaysian IC): 

Salutation (mandatory field) 

Select the salutation from the dropdowns. 

 

Name (mandatory field) 

Enter the contact person’s name. 

 

Designation (mandatory field) 

Enter the designation. 

 

ID Type (mandatory field) 

Select the id type from the dropdowns. 
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ID No. (mandatory field) 

Enter the id no.  

 

Email Address. (mandatory field) 

Enter the email address. 

 

Telephone No. (mandatory field) 

Enter the contact person’s telephone no. 

 

Mobile No. (optional) 

Enter the contact person’s mobile no. 

 

Gender (mandatory field) 

Select the gender from the options. 

 

Supporting Documents:  

Malaysian ID (Front & Back) (Mandatory) 

Click on Upload button to upload documents or click on Fax option if you wish to 

submit the document through fax. 

 

Form 49 (Mandatory) 

Click on Upload button to upload documents or click on Fax option if you wish to 

submit the document through fax. 

 

Signed Copy of Terms and Conditions (Mandatory) 

Click on Upload button to upload documents or click on Fax option if you wish to 

submit the document through fax. 

 

Other Supporting Documents (Mandatory) 

Click on Upload button to upload documents or click on Fax option if you wish to 

submit the document through fax. 
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Figure 1.8.2 Declarant Detail Information Entry Modal 
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Figure 1.8.3 Declarant Detail Information Entry Modal 

 
Figure 1.8.4 Additional Information [if declarant is not employee of the 

company/working for multiple declaring agent/firm/company]  
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Figure 1.8.5 Key Personnel (For Malaysian IC) [if declarant holds a Malaysian IC and 

does not have a FIN]  

 

23. Click on Add Declarant button at the end of the modal to save the information 

to the table. 

 

@ Click on Cancel button to go back to declarant list page. 
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24. Click on Add Declarant button to add more declarant or the edit button under 

Action column as shown in Fig 1.8.6 to edit/delete added declarant information. 

 
Figure 1.8.6 Declarant Table 

Click on Update Declarant button as shown in Fig 1.8.7 to update the edited 

information. 

 

@ Click on Delete Declarant button to delete the selected declarant. 

 

@ Click on Cancel button to go back to declarant list page. 

 

 
Figure 1.8.7 Edit Declarant’s Details Modal 
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25. Click on Next Tab button to proceed to next tab, Subscription. 

 
Figure 1.9.1 Subscription Page 

 

 

26. Click on Add Administrator button to add new Account and Billing 

Administrators information. 

 

@ Click on edit link to update or make changes to the administrator’s record. 
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@ Click on delete link to remove the administrator’s record. 

 

27. Provide the required administrator information in the form. 

 

Salutation (mandatory field) 

Select from the dropdowns.  

 

Name (mandatory field) 

Enter the Key Person Name. 

 

Designation (mandatory field) 

Enter the designation.  

 

ID Type (mandatory field) 

Select the ID Type from the dropdowns. 

 

ID No (mandatory field) 

Enter the id no.  

 

Gender (mandatory field) 

Choose the gender from the options.  

 

Email Address (mandatory field) 

Enter the email address with a valid email format, i.e. abc@domain.com.  

 

Telephone No. (mandatory field) 

Enter the telephone number. 

 

Mobile No. (mandatory field) 

Enter the mobile number  

 

User Type (mandatory field) 

Mark the user Type. 
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Figure 1.9.2 Add Administrator Modal 

 

28. Click on Add Administrator button to save the information to the table and to 

go back to previous page.  

 

@ Click on Cancel button to go back to previous page. 

  

29. Click on Add Administrator button to add more declarant or the edit button 

under Action column as shown in Fig 1.9.3 to edit/delete added administrator 

information. 

 
Figure 1.9.3 Administrator Table 
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30. Click on Update Administrator button as shown in Fig 1.9.4 to update the 

edited information. 

 

@ Click on Delete Administrator button to delete the selected administrator. 

 

@ Click on Cancel button to go back to administrator list page. 

 

 
Figure 1.9.4 Edit Administrator’s Details Modal 

31. Download the GIRO form. The default payment mode for this subscription is 

through GIRO. 

 

 
Figure 1.9.5 Download GIRO Form 

32. Click on Next Tab button to proceed to next tab, Assessment Criteria. 

 

33. Provide answers to all assessment criteria. 
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Figure 1.10.1 Assessment Criteria Page 

34. Click on Review Account Application button to proceed. 

 

35. Review the information provided and check the boxes under the declaration 

section. Click on the Apply for Declaring Agent Account button to proceed. 

 

@ Click on Print Information button to print the information in the page. 

 

@ Click on Back button to go back to previous page . 
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@ Click on /  icon to expand/collapse to view the detail information. 
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Figure 1.11 Review and Confirmation Page 
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36. Click on Logout button to logout from the application.  

 

37. Click on Back button to go back to menu link. 

 
Figure 1.12 Acknowledgement Page 


