
How to register/change a representative on EmPower:
A guide for employers



Personnel involved:

ACRA-Director of the 
Company 

Corppass Admin

Authorised Representative

Platforms involved:

Note:
For some companies, the same 
person can hold multiple roles

Corppass accounts

TADM Portal

Email



Step 1:

Adding 
“EmPower” as 

an e-service

Step 2:

Creating 
Corppass 
account

Step 3:

Activate 
user 

account

Step 4:

Assign e-
service to 

user

Step 5:

Login to 
TADM 
portal

Overview of steps involved

*

* Director’s role in authorizing the representative to represent the company in the process

If the representative is already a 
Corppass user, you can skip to 

Step 4.

If you wish to change the 
registered representative, go to 

Page 16 of this document. 



Step 1 Step 2 Step 3 Step 4 Step 5

1. As a Corppass Admin, login to Corppass via 
https://www.corppass.gov.sg/. Click on “Select Entity e-
services”.

2. Search for the e-service by typing “MOM”
in the search box.

https://www.corppass.gov.sg/


3. Once you have found it, select it and click “Next”. 4. You will be asked to enter the company’s CPF
Submission Number (CSN). Enter it and proceed.
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5. Check the e-service and click on “Submit”. 6. Step 1 is completed. If the rep is already a 
Corppass user, proceed to Step 4. 
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1. As the Corppass admin, select “Create User Accounts”. 2. Select Identity type of the user. 
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3. Fill in the relevant fields and click “Next”. 4. Ensure details are accurate and “Submit”.
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1. As the new Corppass user, you should receive an email
to activate your account.

2. Go to Corppass website→ Services→
Activate Corppass Account.
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3. Key in the reference ID found in the activation email 
and click next. You will be brought to Singpass login.

4. Login via Singpass and when it is done, you 
should see the below screen.
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1. As the Corppass Admin, select “Assign selected e-
services”.

2. Select the Corppass user who will be the authorized 
representative for TADM case and click “Next”.
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3. Select “EmPOWER” as the service to be assigned and 
enter the authorization dates. 

4. Review and Submit. You should see an 
acknowledgement page that assignment is successful!
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1. Login through TADM website→ eServices→ Dashboard. 2. Login via Singpass and you will be brought to the 
dashboard. Select the case which you are representing 
and click “View Case”.
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3. You should see a banner at the top of the page. Click 
“Respond”. Otherwise, you should see the link 
“Appointment of Representative” under Additional 
Actions.

4. Fill in the details of the representative and upload 
the relevant authorization document. Select 
“Submit” .
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5. You are done! Follow the instructions onscreen on how 
to respond.
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Changing a registered company representative

Things to note:

1. The process should be undertaken by the new representative. If Rep B is replacing Rep A, Rep B 
should be the one performing the action of changing the representative.

2. Rep B should be a Corppass user of the entity and has “EmPOWER” assigned (See Steps 2- 4 of 
this guide)

3. At any instance, there can only be one representative registered in the system. The 
representative’s NRIC/FIN will be system populated on the “Company Representative Details” 
page, so there is no registration on behalf.

4. It is recommended that you perform the action through a desktop web browser.



Changing a registered company representative

1. As the new representative, access the employer 
dashboard and select the relevant case. Click “View Case”.

2. Once you are in the case, look for the section 
“Additional Actions”. It is usually located on the right 
side of the web page. Click into “Change Company 
Representative”.



Changing a registered company representative

3. You will be asked to fill in your particulars. Note that as 
your NRIC/FIN will be populated automatically. Fill in all 
relevant details.

4. Once done, upload your Letter of Authorisation 
where applicable and select “Submit”. Once 
submitted, the process is complete. Please allow 
the system to process the new details by 
refreshing the web page 5 minutes later.
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