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1.0 REGISTERING AN IWORKHEALTH COMPANY ACCOUNT 
 

To register, visit https://www.wshc.sg/iworkhealth  
 

 

  

iWorkHealth Registration/login page 

 

1.1 Using government digital services to access the iWorkHealth account 
 
Note: All business users will be required to Register/Log In to iWorkHealth using Singpass ID for 
authentication followed by authorization via Corppass.  
For more information, visit go.gov.sg/corporate-login 
 
 

To register for an iWorkHealth account, click on   
 

You can either register via Singpass app or Password Login 

https://www.wshc.sg/iworkhealth
https://go.gov.sg/corporate-login
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Register for an iWorkHealth Account Via Singpass app 

 

 

Register for an iWorkHealth Account via Password Login 
 

Select the Company UEN/Entity ID 
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Note:   
If you encounter the following message when logging in “You are not authorized to access the 
system”, following are the possible reasons for the message and the action to take: 
 

a) Company account is invalid (does not exist)  
To retrieve Singpass ID  

https://www.singpass.gov.sg/singpass/retrieveaccount/retrievesingpassid 
 

Forgot Password  
https://www.singpass.gov.sg/singpass/onlineresetpassword/sfauserdetail 
 

b) iWorkHealth account is disabled  
Email the iWorkHealth Administrator at contact@iworkhealth.gov.sg to reactivate your 
account. 

 

 
Read the Corppass Digital Services Terms of Use and check the box to indicate acceptance of the 

terms of use   

Click  to move to the next page. 
 

 
 

For subsequent logins after the account is created, click   
 
 
 
 
 
 

  

https://www.singpass.gov.sg/singpass/retrieveaccount/retrievesingpassid
https://www.singpass.gov.sg/singpass/onlineresetpassword/sfauserdetail
mailto:contact@iworkhealth.gov.sg
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1.2 Terms and conditions to participate in the survey 
 

Read the terms and conditions for participating in the iWorkHealth survey and check the box to 

indicate acceptance of the terms and condition   

Click  to move to the next page. 
 

 

 

Terms and Conditions Page (Extract) 
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1.3 Company registration 

Fill in the company details in the fields and click  
 

 

Company Registration Page 
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Note:   

• The email address in the Company Administrator Contact Details Page will be auto 
populated based on the email address keyed in the Company Registration Page 
 

1.4 Company admin contact 

Fill in the contact information of the company admin and click  
 

 

Company Administrator’s Contact Details Page 
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Check the details you have entered in the preview page and click  or click  to 
make edits to the information.  

 

 

Company Account Details Preview Page 
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A system generated email will be sent to the company admin to inform that the iWorkHealth 
company account has been successfully created. 
 

  
 

Email notification of company account created 

 

1.5  Edit iWorkHealth account profile 
 

You may edit the information in your iWorkHealth account. However, the UEN information is not 
editable.  
  

After editing /changing the account profile details, click  for the edits made to the profile.  
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Company - Account Details Page 

 

A system generated email will be sent to the company admin to inform that the iWorkHealth 
company account has been edited. 
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Email notification of edits made to company account  

 

1.6  Re-activate iWorkHealth account 
 

When an iWorkHealth account has been inactive, a system generated email reminder will be sent 
to the company admin.  To retain the iWorkHealth account, the company has to access and login 
to the account within the next 1 month.  
 

   

Email reminder of Account Inactivity  
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Note:   

• The iWorkHealth account will be deactivated after 10 months of inactivity.  
When the iWorkHealth account is deactivated, you will encounter the following message 
when logging in “You are not authorized to access the system”  
 

• To reactivate the account, please send the request to contact@iworkhealth.gov.sg  

 

After the account is deactivated, a system generated email will be sent to the company admin to 
inform that the account has been deactivated.  

 

   

Email notification to notify of Account Deactivation  

 

For reactivation of the iWorkHealth account, the company admin is to send the request to 
contact@iworkhealth.gov.sg. After the iWorkHealth account is reactivated, the company admin 
will receive a system generated email notifying of the reactivation of the account. 
 

  
 

Email notification to notify Account Re-activation  

 

 

 

 

mailto:contact@iworkhealth.gov.sg
mailto:contact@iworkhealth.gov.sg


15 
IWORKHEALTH COMPANY ADMIN USER GUIDE       VERSION 1.9 

2.0 ADMINISTERING THE SURVEY 
 

To publish the survey, company admin has to manage department and staff list in order to publish 
the survey to the company participants. 

 

2.1 Manage Department 
 

Click “iWorkHealth > Manage Department” in the menu panel. 
 

 
 
 

 
Manage Department Page 
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2.1.1 Add department 
 

Departments can be added through the following methods:  
- upload list of departments using the template provided and/or 
- add a single department record 

 

2.1.1.1 Method 1: Add list of departments to survey using the template (import function) 

To add a list of departments, click “Manage Department” in the menu panel and click  in 
the Manage Department page to be redirected to the screen to download and import the 
template. 

 

 

Manage Department Page 

 

Add list of departments to the survey 
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Click  to download the template to your computer.  
In “Sheet 1” of the Department-Import-Template, key in the list of departments that the company 
plans to publish the survey to.  
 

 
 

Sheet 1 of the Department-Import-Template to input the department name 

 

 

 
After keying in the list of departments, save the template to your computer. Click 

 to upload the file.  
 

Note:  
  

To ensure successful import of the department list, please check that: 

• No duplicate entries exist 

• Department name should have minimum of 2 characters. 

• Not to edit or delete the value in row number 1 of the template as the system 
processes records from row number 2 onwards 

*Import file will not overwrite the list of departments that exist in the system  
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Upload department list from computer 
 

 
A message indicating that the department records have been successfully imported will be shown. 

Click  and the system will be refreshed with the updates to the department list.  
 

 

Notification of the successful import of the department list  
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2.1.1.2 Method 2: Add a single department record to survey  

 

Click  and you will be redirected to the Add/Edit Department page to key in the 
department name.  
 

 
Manage Department Page 

 

After adding the department name, click  to add the department. 
 

 

Add department 

 

A message indicating that the department is successfully added will be shown and the added 
department will be reflected in the department list.  
 

 
 

 Notification of department successfully added 
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2.1.2  Edit department 
 

Click  to change the department name and you will be redirected to the Add/Edit 
Department page to edit the department name.  
 

 
Manage Department Page 

 
 

After editing the department name, click  
 

 
 

Edit department name 

 
 
 
 



21 
IWORKHEALTH COMPANY ADMIN USER GUIDE       VERSION 1.9 

Note:  

• If there are staff records existing in the department, the department can be deactivated 

• When there is an ongoing survey, the “Inactive” button will not be available 
 

2.1.3 Deactivate the department 
 

Click  to inactive a department from being included in the survey.  
 

 
 

Inactive the department  
 
 

A dialog box will appear for confirmation to inactive the record of the department. 
 

 
Prompt to confirm the deactivation of the department 
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2.1.4 Activate department 
 

Click  to reactivate the department to be included in the survey.   
 

 
Activate the department  

 
 

2.1.5 Delete department 
 

If you wish to delete a department from the survey, tick the check box of the department(s) you 

wish to delete and click   
 



23 
IWORKHEALTH COMPANY ADMIN USER GUIDE       VERSION 1.9 

Note:  

• If there are staff records existing in the department, the department cannot be deleted 
 

 
Delete department 

 
 

A dialog box will appear for confirmation to delete the department from the survey. 
 

 

Prompt to confirm the deletion of department 
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2.1.6 View department 

To view the list of participants in the department, click   
 
 

 
 

View of manage department page to manage staff list 

 
 

 
View of department details (without staff records) 
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View of department details (with staff records added) 

Refer to 2.2 – Manage staff list to add staff records. 
 
 

2.1.7 Search department 
 

Use the search function to find out if a particular department has been added to the system.  
 

 

Department Search 

 

To export the details of the departments, click   
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Export Department List to Excel 

  



27 
IWORKHEALTH COMPANY ADMIN USER GUIDE       VERSION 1.9 

2.2  Manage Staff List 
To access and manage staff list, click “iWorkHealth > Manage Department” in the menu panel. 
 

 
 

 

 
 

Manage staff list 
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2.2.1 Add staff  
 

To invite staff to participate in the survey, their email addresses can be added through the 
following methods:  
- upload list of staff email addresses using the template provided and/or 
- add single record of staff email address  

 
 

2.2.1.1 Method 1: Add list of staff to survey using the template (import function)  

 
To add a list of staff email addresses to the department, click “Manage Department” in the menu 

panel and click  to download the template to your computer. 
 

 

Add list of staffs’ email addresses to the selected department 
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In “Column A” of the Department-Staff-Import-Template, key in the email addresses of the staff.   
In “Column B” of the Department-Staff-Import-Template, key in the list of the staffs’ 
corresponding departments. 
 

 
 

Department-Staff-Import-Template to input the staff email addresses and their corresponding departments 

 
Note: To ensure successful import of the staff list, please check that: 

• Email addresses are valid 

• No duplicate entries exist 

• Staff belongs to only one department 

• Department name should have minimum of 2 characters 

• Not to edit or delete the value in row number 1 of the template as the system processes 
records from row number 2 onwards 

*Import file will overwrite the list of staff that exist in the system  
 
 

After keying in the list of staff email addresses and their corresponding departments, save the 

template to your computer. Click  to upload the file.  
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Upload Staff List from computer 

 
 
A message indicating that the staff records have been successfully imported will be shown. Click 

 and the system will be refreshed with the updates to the list.  
 

 

Notification of the successful import of the department and staff list   

 

A system generated email will be sent to the company admin to inform that the import of 
Department Staff list has been completed.  

 

Email notification of the successful import of the department and staff list  
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In the situation where some import records may be invalid (e.g. duplicate emails), a message will 
be shown indicating records successfully imported and records with error that require the 
company admin to review and amend.  

 

  

Notification of the import of the department and staff list   

 

The information will also be sent through a system generated email to the company admin.  
 

 

Email notification of the import of the department and staff list  

 

 

In the situation where large number of records are imported, a message will be shown indicating 
the import is in progress. You will be notified of the completion of import through an email in 
about 30 minutes.  
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Notification of the in progress import of the department and staff list  

 

The information will also be sent through a system generated email to the company admin.   
 

 
 

Email notification of the successful import of the department and staff list  

 

2.2.1.2 Method 2: Add single record of staff email address to survey  

 

To add a staff email address to the department, click  
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Manage department page to add staff email address to a department 

 

 
Add staff email address to a department 

 
 

Click  and you will be redirected to the Add/Edit Department Staff page to key 
in the staff email address to be added to the selected department.  
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Add department staff to the selected department 

 
 
 
 
 

After adding the staff email address, click  to add the staff email address. 
 

 

Add a staff email address 

 

A message indicating that the staff’s email address has been successfully added will be shown and 
the staff email address will be reflected in the staff list.  
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Notification of the staff email address successfully added  

 

2.2.2 Edit staff List 

After adding the staff and department, you should see the staff list as below. Click   and you 
will be redirected to the Add/Edit Department Staff page to edit the staff email address.  
 

 

Edit staff email 

After editing the staff email address, click   
 

 

Edit staff email address 
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2.2.3 Delete staff email record 
 

If you wish to delete a staff record from the department or from participating in the survey, tick 

the check box of the staff record you wish to delete and click   
 

 
 

A dialog box will appear for confirmation to delete the staff record from the survey. 
 

 

Prompt to confirm the deletion of staff email record  
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3.0 SETTING UP THE SURVEY 
 

To set up the survey, click “iWorkHealth > Survey Setup” in the menu panel.  
 

 

Survey Setup Page 

3.1  Managing the survey 
 

In survey set up, fill up the start and end date for the survey, the frequency of reminder emails to 
staff and select the staff and departments to participate in the survey.  
 

   

Administer Survey Page 
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Note:   

• Start Date does not allow for selection of any past dates 

• End Date can only be within 30 days from the Start Date 
 

Start Date 
Start date is the date from when this survey is available for participation. Date can be selected 

from the calendar button  
 
End Date 
End date is the last date when this survey is available for participation. Date can be selected from 

the calendar button  
 
 
 
 
 
 
 
Set Email Reminder and Frequency of Reminder (in days) 

 Select “Set Email Reminder” option to “Yes” if you wish to send reminder emails to participants 

at specific intervals. The frequency of reminder can be selected from the dropdown list (E.g. 

selecting 3 will send the email reminder every 3 days, 7 will send the email reminder weekly). 

 

Survey Type 

Select “iWH Full” option (with individual report) – 89 questions to have comprehensive 

assessment to identify employees’ overall state of mental well-being, work stress, symptoms of 

burnout, depression and key workplace stressors.   

Select “iWH Lite” option (without individual report) – 20 questions to conduct a pulse survey to 

identify employee’s experiencing symptoms of work stress, depression and burnout.  

To try the functionality of the iWH tool, tick the check box under   
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Note:   

• iWH Lite option is available for all new/existing users (Note: For 1st time use, the trial 
survey checkbox will be grey-out). 

• After using iWH Lite, companies must use iWH Full Survey (non-trial) for iWH Lite option 
to be available for use during the next 1.5 years. 

• Participants of iWH Lite Survey will not receive any individual reports.  
 

 
 

 
 

 

 
 
 
 
 
 
Select Department 

From the list, select the departments that you wish to publish the survey to and add them to the 
box selection on the right.  
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Note:   

• When publishing the survey at a later date, make sure that the Survey Start Date is 
updated. Else, the following notification message in red will be shown when you click to 
publish the survey.   

• In this example, the survey was created on 4 Aug 21 and saved as draft. The company 
admin accessed the survey setup on 5 Aug 21 and published the survey without changing 
the Survey Start Date, hence resulting in the error. The Survey Start Date should be 
changed to 5 Aug 21 before publishing.  
 

 
 

 
 

The staff email records from the selected departments will be shown in the list.  
 

  

Staff email records based on the departments selected 

 

Click  if you wish to edit the survey set up and publish the survey at a later date.  
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Click  when you are ready to publish the survey to participants. You will then see 
the preview of the survey email invitation that will be sent to participants.  
 

Within the preview of the survey email invitation page, click and the survey will 
be published to the participants.  
 

  

Preview of the survey email invitation page for iWH Full version 
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Note:   
 

• Participants invited for the survey will immediately receive the survey email invitation 
once the company admin publishes the survey. The survey email invitation consists of a 
unique link. This unique link is for the purpose of managing participation and to send 
reminders to staff who have yet to complete the survey.  
 

 

Preview of the survey email invitation page for iWH Lite version 

 

 

 

 
 
 
 
After the survey has been published, the Survey Setup Page will be unavailable as the survey is in 
progress.  
 

 

View of Survey Setup page when survey is on-going  

Search Staff email 
 
Use the search function to find out if a particular email address has been included in the survey. 
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Staff Search 

 

3.2  Participant’s view of the survey 
 

A system generated survey invitation will be sent to the participants to inform them to take the 
survey. 
 

 

iWH Full Email survey invitation to participants 
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iWH Lite Email survey invitation to participants 

 
 

When a participant clicks on the survey link in the survey invitation email, he/she will be 
redirected to the page below.  
 

 

Participant survey access page for iWH Full survey 
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Participant survey access page for iWH Lite survey 

 

After clicking  , the participant will be redirected to the survey question page. 

 

Example of iWH Full survey question page  



46 
IWORKHEALTH COMPANY ADMIN USER GUIDE       VERSION 1.9 

4.0 MONITORING SURVEY PARTICIPATION  
 

 To view the survey participation rate and manage the survey options when a survey is on-going, 
click “iWorkHealth > Monitor Survey Participation” in the menu panel.  

 

 
 
  

Monitor Survey Participation Page in menu panel 
 

 
 

4.1  Managing survey options when the survey is ongoing 

Click  to access the options to extend the survey, generate new survey links, send 
reminders and reset responses.  
 

 
Monitor Survey Participation Page 
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Note:   

• The survey start and end date has to be within a month, after which, there can only be an 
extension of up to 1 month.   
 

4.1.1  Extend survey  

To extend the survey time frame, select the revised date from the calendar button  and click 

. A notification email will be sent to the company admin on the change in the closing 
date. 
 

 
Extending the closing date of the survey 

 

 

 

 

 
 

A system generated email will be sent to the company admin to inform that the iWorkHealth 
survey time frame has been successfully extended. 
 

 
 

Email notification to the company admin of the extension of the survey time frame 
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Note:   

• Generating a new survey link will send a new survey email invitation (with new unique link) 
to the participant, rendering the previous survey email invitation link invalid.  

 
A system generated email will be sent to the participants to inform that the iWorkHealth survey 
has been extended. 
 

 

Email notification to the participants of the extension of the survey 

 
 

4.1.2 Generate New Survey Link 

To resend a new survey link, click and participants will receive a survey 
email invitation with a new unique link embedded within the survey email invitation.  

 

 
Send a new survey email invitation 
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Note:   
Status of responses: 

• Pending – survey has not been completed 

• Submitted – survey has been completed 

   
 
 

4.1.3  Send reminder   
  

To remind selected staff to participate in the survey, tick the respective check box (es) and click  

 
 

  
 

Send reminder email to participants 
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A system generated email will be sent to the participants who have yet to complete the survey to 
remind them to take the iWorkHealth survey. 

 

 
Email notification to remind the participants to take the survey 

 

4.1.4  Reset Response   
  

To reset the survey response of a staff, click   
Reset response button will appear only if the survey has been completed. 

 

 
 

Reset participant(s) response 
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Note:   

• Once the participant(s)’ response is reset, the response cannot be retrieved 

• To retake the survey, the participant may either  
(a) utilize the original invitation survey link or  
(b) request company admin to generate a new survey link  

 
 
 

A dialog box will appear for confirmation to reset the participant(s) response. 
 

 

 

Prompt to confirm the reset of the participant(s) response 

 
 
 

 
 
 

 
 

 

4.2  Adding/Deleting Staff from the survey when the survey is on-going 

 

Click  to access the options to add or delete staff when a survey is on-going.  
 

 
Monitor Survey Participation Page to add or delete staff  
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4.2.1  Delete staff email record  
 
If you wish to delete a staff record from participating in the survey, tick the check box of the staff 

record you wish to delete and click   
 

 
Delete staff email address (es) from a department 

 
 

A dialog box will appear for confirmation to delete the staff record from the survey. 
 

 

Prompt to confirm the deletion of staff email record 
 
 

A system generated email will be sent to the staff to inform that their email has been removed 
from the iWorkHealth survey.  

 

 
 

Email notification of staff email record deleted from survey  

 

4.2.2  Add staff email record  
 

To add a staff email address to the department, follow steps indicated in “2.2.1.2 - Method 2: 
Add single record of staff email address to survey”.  
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Add staff email address (es) from a department 

 
 
 

After which click and a list of departments and staff email addresses will be shown.  
 
 

 
 

Monitor Survey Participation Page to add staff  
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Note:   

• Once the survey is published, the staff email address cannot be switched between 
departments.  

 
 Tick the check box of the staff email address (es) you wish to add to the survey. Click 

 to add the staff to the survey.  
 

 

Select staff email address (es) to add to the survey 

 
A message indicating that the staff’s email address has been successfully added will be shown and 
the staff email address will be reflected in the staff list.  
 

 

Notification of the staff email address (es) successfully added  
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Note:   

• Once the survey is closed, participants who did not participate in the survey can no longer 
take the survey.  

4.3  Closing the survey  
 

To close the survey manually before the closing date or when the desired participation rate is met, 

click    
 

 

Closing the survey 

 
 

A dialog box will appear for confirmation to close the survey. 
 

 

Prompt to confirm closing of the survey 
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Note:   

• Individual report is only available for participants who did the iWH Full survey.  

5.0  VIEWING OF REPORTS 
 
A system generated email will be sent to the participants/company admin to inform that the 
respective iWorkHealth reports are available for viewing. 

 

5.1 Individual Reports 
 
Upon completion of the iWH Full survey, participants will receive their individual report sent to 
their email address. A separate email with the passcode to access the individual report will also 
be sent. 
 

 
 

Email notification of individual report  

 

 
Email notification of passcode to access the individual report  

 

 

 

 

5.1 Department Reports 
 

To view the department reports, click “iWorkHealth > Department Report” in the menu panel.  
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View of Department report in menu panel 

 

 

Click  to view the respective department report(s).  
 

 
 

Department report page 

 
 
A new window with the report will appear. To download the department report, click

.  
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iWH Full Department Report available for view 
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Note:   

• The status column indicates whether the report is in-progress or closed and available for 
download.  

• The aggregated department report will be available for retrieval through the system by the 
next working day after 1) the closing date or 2) after the company admin closes the survey. 

• To generate the department report, there must be at least 8 respondents within the 
department. 

• Reports will be removed from the account 1 month after the completion of the survey. 
Please ensure to download the reports before the reports are removed.  
 
 

 
iWH Lite Department Report available for view 

 
 
 
 
 

   

 

 
 

 
 

 

5.2 Company Reports 
 

To view the company reports, click “iWorkHealth > Company Report” in the menu panel.  
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View of Company report in menu panel 

 
 

Click  to view the company report.  
 

 
 

Company report page 
 
 
 
 
 
 
 
 
 
 
 
 

A new window with the report will appear. To download the company report, click  
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iWH Full Company Report available for view 
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Note:   

• The status column indicates whether the report is in-progress or closed and available for 
download.  

• The aggregated company report will be available for retrieval through the system by the 
next working day after 1) the closing date or 2) after the company admin closes the survey. 

• To generate the company report, there must be at least 8 respondents within the 
department. 

• Reports will be removed from the account 1 month after the completion of the survey. 
Please ensure to download the reports before the reports are removed.  
 
 

 
iWH Lite Company Report available for view 

 

 
 
 
 
 
 
 
 
 
 

 

 

The End 


