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1. Accessing Filing on behalf of General Branch Member  
Steps:  

1. Access from TADM Web site.  

http://www.tadm.sg/eservices/ 

 

Figure 1 

2. Click on “A General Branch Member”, the following page will be displayed. 
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Figure 2 

3. Click on ‘File using CorpPass’ will redirect to Corp pass login page. 
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Figure 3- Corp pass login 

 

4. Enter both your UEN ID, CorpPass ID and CorpPass password and click the button ‘Login’, 
After successful sing pass login, the purpose of claim selections page will be displayed. 
(Refer to Figure 4). 

 

Figure 4- Purpose of claim selection page 
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5. After purpose of claim is selected, the page ‘File a claim for a General Branch member’ 
dashboard page will be displayed. (Refer to Figure 4). 

 

Figure 5- Dashboard 

Click “Create a new Notification” will redirect to Case Registration form (Please refer Section 2 
Case Registration) 

2. Case Registration 
The following ‘Trade Union Details’ page is displayed after Clicking ‘Create A New Notification’. 
Refer to Section 1.  
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Figure 6 

 

Tip:  

Click on the ‘Add Another” button to add another contact number. 
Click on the “OK” button to go to next tab. 
Click on the ‘Save As Draft’ to save the form details before submission. 
 
Steps:  

1. Enter all mandatory fields.  
2. If you click on the ‘Add another’ button, there will be one more Text Box displayed for 

entering the contact number. 
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Figure 7 

3. If you click on ‘Save As Draft’ button, a pop up window will be displayed. Click on the ‘OK’ 
to save the form details before submission. You will see the message showing the draft 
record saved successfully. 

 

Figure 8 
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Figure 9 

4. Click on the ‘OK’ button, ‘Declaration is required to proceed further’ 
 

 

Figure 10 

 

Figure 11 

 

5. Click on the ‘OK’ button, the following ‘Company Details’ page will be displayed.  
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Figure 12 

 

Tip: Click on the ‘Back’ link will return the users to the previous tab. Tab(s) are highlighted based 
on the status of completion.  
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If you click on the ‘Search’ button to search a company name, it will display a ‘Company Lookup’ 
page in a separate new window. 

Enter the name of the company involved and click the ‘Search’ button. 

 

 

Figure 13 

Click ‘Select’ to choose the relevant company. System will close the new window and return to 
the main form, prepopulated with the company details. 
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If you click on ‘Get address’ button on ‘Company Details’ page after entering the Postal Code 
(Refer to Figure 12), the company address will be populated if there is an address found for this 
postal code.  If no address is found for this Postal Code, a pop up window will be displayed. 

 

Figure 14 

Enter all mandatory fields and click ‘Continue’ to proceed further (Refer to Figure 12). 

Following which, the ‘Union Member Details’ page will be displayed. 
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Figure 15 

 

Figure 16 
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Figure 17 

Enter all mandatory fields and click the ‘Continue’ button.  The following ‘Case Details’ page will 
be displayed. 
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Figure 18 – Employment Details panel 

Click on ‘Save/Add’ to save or add the dispute. 

Click on ‘Add Another’ to add another allowance information. 

1. If the purpose of claim is “My member is filling a salary-related claim for mediation”, (Refer 
to Figure 4- Purpose of Claim selection page) – the types of dispute panel will be as below.  

 

Figure 19 
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2. If the purpose of claim is “My member is wrongfully dismissed and wish to seek 

compensation/reinstatement”, ( Refer to Figure 4- Purpose of Claim selection page) – the 

types of dispute panel will be as below.  

 

 

Figure 20 – Only one dispute can be added 

 

 

Figure 21– Click “Select action” to Edit / Remove dispute 
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 If ‘Compensation for wrongful dismissal under S14’ is selected: 

 

Figure 22 – Series of Questions display depend on selection of dispute type 
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 If ‘Compensation for wrongful dismissal under S84/S12’ is selected: 

 

 

Figure 23 – Series of Questions display depend on selection of dispute type 
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Figure 24 

 

Figure 25 

Enter all mandatory fields and click the ‘Continue’ button.  The following ‘Support Documents’ 
page will be displayed. 

Click on ‘Select file from computer’ button to browse the file you want to upload. 

Enter the file description and click on ‘Upload’ button to upload the file. 
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Figure 26 

 

After file has been uploaded successfully, it will show the uploaded file description and name. If 
you want to delete the uploaded file, you can click the ‘Delete’ link.  
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Figure 27 

Click on the ‘Continue’ button and the following ‘Review & Submit’ page will be displayed. 

 

Figure 28 



Page 21 of 29 
 

 

 

Figure 29 

 

Figure 30 
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Figure 31 

 

Figure 32 

 

Figure 33 

 

 

Figure 34 
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Figure 35 

 

Figure 36 

 

Figure 37 
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Figure 38 

 

Figure 39 

 

Figure 40 

Clicking on the ‘Make Changes’ button will redirect the user to the respective tab, for the 
necessary amendment (Refer to Figure 29 - 40). 

Click on ‘Print Draft’ button to print the draft out. 

Click on the ‘Submit’ button, the following acknowledgement page will be displayed. 
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Figure 41 

Click on the ‘Print Acknowledgement’ button to print the acknowledgement form. 

Note: User must remember to print the acknowledgement. 

Click on the ‘View Transaction History’ button to return to the Dashboard (Refer to Figure 5). 

Click on the ‘Print Notification Form’ button, the Notification Form will be displayed on a new 
window (Refer to Figure 42).  
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Figure 42 – Print form Salary related claim 
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Figure 43 – Print form Dismissal Claims 
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Figure 44 

2.1 Case List 
With reference to Figure 44 

44, the case list page will 

 Display all cases submitted by user to date in ascending order of submission date by 
default. 

 Show draft cases saved depending on the ‘Purpose of claim’ selected (Example: If the 
purpose of claim (Refer to Error! Reference source not found.) is “Wrongfully dismissed 
and wish to seek compensation/reinstatement”, only the Dismissal claims draft cases will 
be displayed.  

 Allow user to sort the column accordingly at the header. 
 Redirect user to the registration page which is pre-populated with previously saved entries 

when the ‘draft’ link is selected. 
 Display the case registration form in a separate new window (refer to Figure 42/43) when 

the ‘case’ link is selected. 
 
 

2.2 Create a Copy 
With reference to Figure 44 
, the ‘Create a Copy’ feature allows user to register a new case using 
the same type of case, trade union, company and registration details of a previously submitted 
case.  Note: This feature is not applicable for drafts.  
 

Employee and employment details will not be editable. 
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Steps: 

1. Select a previously submitted case from the Case List. 

2. Click on the ‘Create a Copy’ button.  

 

2.3   Delete 
With reference to  Figure 44 

, the ‘Delete’ button allows a user to delete drafts saved in the system. Select the Draft Case and 
click “Delete” button.  

Steps: 

1. Select previously saved drafts from the list.  

Tip: Allows multiple selections. 

2. Click on the Delete Button 

 

 


