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1. View My SCFA Administrator Profile.
1.1 View My SCFA Administrator Profile Details.

1.1.1 Profile Details – View Centre Profile Details Sections.

Step 2: Click ‘My 
SCFA Admin 
Profile’

You will be 
directed to your 
SCFA Admin 
Profile page

Step 1: Click 
‘SCFA Schemes’ 
on the 
navigation bar

Step 3: Select 
the relevant 
location.

Step 4: Click 
‘Proceed’ and 
you will be 
directed to the 
Admin profile

If you have access to multiple Centres, you will be prompted to select the Centre profile you wish to view. If 
you are only tagged to one Centre, you will be directed to the relevant SCFA Admin profile page straightaway.

Content Page

You can view your centre(s)’ SCFA Administrative information on your SCFA Administrator Profile page(s). 
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1. View My SCFA Administrator Profile.
1.1 View My SCFA Administrator Profile Details.

1.1.1 Profile Details – View Centre Profile Details Sections (Continued).

The Student Care Centre name will 
be displayed at the top of the ‘SCFA 
Administrator Profile’ page

The overview section of the SCFA Administrator Profile page displays key information captured from each 
section of the ‘Centre Details’ tab.

Content Page
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1. View My SCFA Administrator Profile.
1.1 View My SCFA Administrator Profile Details.

1.1.1 Profile Details – View Centre Profile Details Sections (Continued).

On the ‘SCFA Administrator Profile’ page, the ‘Centre Details’ tab displays the information captured in each 
section of the SCFA Administrator Profile:
Centre Address, Contact Information, Organisation Particulars, Bank Account Details, SCFA Beneficiary 
Enrolment, Parent Organisation (only applicable to SCCs whose Parent Organisation is the legal entity).

Content Page
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1. View My SCFA Administrator Profile.
1.1 View My SCFA Administrator Profile Details.

1.1.1 Profile Details – View Centre Profile Details Sections (Continued).

Content Page
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1. My SCFA Administrator Profile.
1.1 My SCFA Administrator Profile Details.

1.1.2 Submit Administrative Info Changes.

Content Page

You can submit updates to your SCFA Administrator Profile, including 6-Monthly Updates, and view the 
updates submitted from the ‘Administrative Info Changes’ tab on the ‘View My SCFA Administrator Profile’ 
page. 

Step 1: Click ‘Administrative 
Info Changes’

Step 2: Click ‘Submit 
Update’

Step 3: Select the type of update

You will be directed to the SCFA 
Administrative Info Change form

A new submission can only be made if all previous submissions are in ‘Completed’ status. You will be 
prompted with a message will appear if a previous submission is not in ‘Completed’ status.
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1. My SCFA Administrator Profile.
1.1 My SCFA Administrator Profile Details.

1.1.2 Submit Administrative Info Changes (continued).

Selected fields are not editable in the SCFA Administrative Info Change form. If you wish to update the fields 
that are non-editable, please contact your Student Care Officer.

The MSF SCFA Comcare 
Team will be notified in 
SSNet One on changes to 
‘Monthly Fee’ and/or 
‘Holiday Surcharge’. An 
email receipt will also be 
sent to your Centre Email 
Address(es)

Your Student Care Officer 
will be notified in SSNet 
One on changes to 
‘Contact Person Name’

Changes to ‘Operating Hours’ and ‘Email Address for All Payment Matters’ fields will be routed to your Student 
Care Officer for acknowledgement before the changes take effect on your SCFA Administrator Profile page.

The Change Profile record will be in 'Submitted' status when pending acknowledgement and 'Completed' status 
after acknowledgement. If there are edits required, the record will be returned to you for update, in 'Open' 
status.

You will only be able to 
select a Monthly Fee and 
Holiday Surcharge 
Effective Date that is at 
least 30 calendar days 
from the current date, 
i.e. the earliest effective 
date that can be selected 
on 16 Aug will be 15 Sep 
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1. My SCFA Administrator Profile.
1.1 My SCFA Administrator Profile Details.

1.1.2 Submit Administrative Info Changes (continued).

If you had selected the ‘6-
Monthly Updates’ 
Submission Type, you will 
be required to enter the 
latest enrolment and staff 
breakdown details
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1. My SCFA Administrator Profile.
1.1 My SCFA Administrator Profile Details.

1.1.2 Submit Administrative Info Changes (continued).

Step 4a: Click ‘Exit’ to 
exit the form without 
saving your changes

Step 4b: Click ‘Submit’ 
to submit the 
Administrative Info 
Change form

Parent Organisation
will only be 
applicable to SCCs 
with the Parent 
Organisation as the 
legal entity
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1. My SCFA Administrator Profile.
1.1 My SCFA Administrator Profile Details.

1.1.2 Submit Administrative Info Changes (continued).

Step 5: Select the 
checkbox after you 
have verified the 
necessary details

Step 6b: Click 
‘Proceed’ to submit 
the Administrative Info 
Change form

Step 6a: Click ‘Cancel’ 
to close the prompt

After clicking ‘Submit’, you will be prompted to verify and declare the changes before the SCFA 
Administrative Info Change form is submitted. 

You can verify the 
Submission Type 
selected from the 
confirmation prompt 
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1. My SCFA Administrator Profile.
1.1 My SCFA Administrator Profile Details.

1.1.2 Submit Administrative Info Changes (continued).

Changes to ‘Operating Hours’ and ‘Email for All Payment Matters’ fields will be routed to your Student Care 
Officer for acknowledgement before the changes take effect on your SCFA Administrator Profile page.

The Change Profile record will be in 'Submitted' status when pending acknowledgement and 'Completed' status 
after acknowledgement. 

After the changes have been successfully acknowledged, a notification will be sent to the user who had 
submitted the Administrative Info Changes.

Step 7: To view the 
notification, click ‘My 
Notifications’ on the 
navigation bar

Step 8: The 
notification will be 
displayed in the ‘My 
Notifications’ tab

You can click ‘SCFA 
Admin Info Changes’ to 
be directed to the 
Administrative Info 
Change record page
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1. My SCFA Administrator Profile.
1.1 My SCFA Administrator Profile Details.

1.1.3 View Administrative Info Change Records.

You can sort the columns 
when viewing the list of 
Administrative Info Change 
records submitted

Step 2: Click the hyperlinked 
Ref ID to view more details 
on the Administrative Info 
Change Details page 

You can view the SCFA Administrative Info Change records submitted from the ‘Administrative Info Changes’ 
tab on the ‘View My SCFA Administrator Profile’ page.

Step 1: Click ‘Administrative 
Info Changes’
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Step 4: Navigate to the ‘Status History’ 
tab if you wish to view the changes in 
status and comments from your Student 
Care Officer, if any, of the specific 
Administrative Info Change record

1. My SCFA Administrator Profile.
1.1 My SCFA Administrator Profile Details.

1.1.3 View Administrative Info Change Records (continued).

Step 3: Click ‘View Snapshot’ if you wish 
to compare the submitted changes with 
the SCFA Administrator Profile details 
before the changes were submitted

Details of the Administrative Info Changes 
submitted will be displayed in the 
‘Submission Details’ tab on the 
Administrative Info Change Details page 

SCC Supervisor

SCFA Administrator 
Profile details 
before the changes 
were submitted will 
be displayed in each 
section for 
comparison
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1. My SCFA Administrator Profile.
1.1 My SCFA Administrator Profile Details.

1.1.4 Edit Administrative Info Change Record.

If there are further edits required to an SCFA Administrative Info Change record that had been routed to your 
Student Care Officer for acknowledgement, a task will be sent to the user who had submitted the 
Administrative Info Changes to perform the necessary edits.

Step 1: Click ‘My 
Tasks’ on the 
navigation bar

Step 2: Click the 
SCFA Admin Info 
Changes hyperlink 
to navigate to the 
‘SCFA Administrator 
Info Changes’ page
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Step 4: Make the 
necessary edits 
to the 'Operating 
Hours’ and/or 
‘Email Address 
for All Payment 
Matters’ field(s)

Step 5: Click 
‘Submit’ to 
submit the 
Administrative 
Info Changes

Step 3: Click 
‘Edit’ in the 
Overview section 
of the SCFA 
Administrative 
Info Change 
record, to 
navigate to the 
SCFA 
Administrative 
Info Changes 
form

1. My SCFA Administrator Profile.
1.1 My SCFA Administrator Profile Details.

1.1.4 Edit Administrative Info Change Record (continued).

Only user with the SCC Supervisor role will be able to make edits to an Administrative Info Change Record in 
‘Open’ status. Only Administrative Info Change Records in ‘Open’ status can be edited.
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Step 1: Click the 
‘Audit Grading’ tab

Audit Grading records can be viewed from the Audit Grading tab on the ‘SCFA Administrator Profile’ page. 

1. View My SCFA Administrator Profile.
1.1 View My SCFA Administrator Profile Details.

1.1.5 Profile Details – View Audit Grading.

You can sort the columns 
when viewing the list of 
Audit Grading records

The latest Audit Grade (based on Audit Date) will be displayed in the overview section on the ‘SCFA 
Administrator Profile’ page. If there are 2 records with the same Audit Date, the latest created record will be 
displayed.

The latest Audit Grading 
and corresponding Audit 
Period will be displayed

Content Page
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Step 2: Upload the 
relevant 
attachment(s)

Step 1: Click to add 
attachment(s)

Step 3: Select the 
document type for 
each document 
uploaded

Step 4b: Click to save 
the uploaded 
attachment(s) to the 
profile

In the Supporting Documents tab on the ‘SCFA Administrator Profile’ page, you will be able to add 
attachments to the SCFA Administrator Profile.

You can click 
‘Remove Document’ 
to remove the 
selected document

1. View My SCFA Administrator Profile.
1.1 View My SCFA Administrator Profile Details.

1.1.6 Profile Details – Add Supporting Documents.

Step 4a: Click ‘Exit’ 
to go back to Profile 
page

Content Page
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Step 1: Click 
‘Supporting 
Documents’

Step 2: For 
documents 
uploaded in error, 
click the ‘-’ icon 
to disable the 
document

Step 3: Click 
‘Delete’ to 
confirm the 
disabling of the 
document

The disabled 
document will still 
be listed in the 
Supporting 
Documents tab 
but will not be 
downloadable

1. View My SCFA Administrator Profile.
1.1 View My SCFA Administrator Profile Details.

1.1.7 Profile Details – Delete Supporting Documents.

Content Page
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2. Submit SCFA New Application Form.
2.1 Submit New SCFA Application Form.

Content Page

You can submit an SCFA New Application Form in SSNet One. 

Step 1: Click 
‘SCFA Schemes’ 
on the 
navigation bar

Step 2: Click 
‘New 
Application’ to 
create a new 
SCFA application

You will be 
directed to the 
SCFA 
Application 
Form
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Step 3: Determine if 
application is meant 
for Operator Grant 
only 

This only applicable 
to SSCCs. For SCCs, 
select ‘No’

Content Page

Step 5: Fill in the 
particulars of the 
beneficiary

Step 4: Select the 
category of SCFA 
Application

If Beneficiary is a 
Permanent Resident, 
you will have to 
indicate the family 
member of the child 
who is a Singapore 
Citizen

2. Submit SCFA New Application Form.
2.1 Submit New SCFA Application Form (continued).

Click ‘Add 
Beneficiary’ if there 
is more than 1 
beneficiary from the 
same household 
applying for SCFA 
subsidy from the same 
centre

You can add up to 6 
beneficiaries per 
application form
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For instance, Jimmy 
and Benny are 
indicated as 
beneficiaries during 
form submission

Benny is indicated as 
the sibling of Jimmy 
in Jimmy’s 
application and vice 
versa

2. Submit SCFA New Application Form.
2.1 Submit New SCFA Application Form (continued).

Note: If multiple beneficiaries are indicated in the New SCFA Application form, the additional beneficiaries
will automatically be included as immediate family members of each unique SCFA beneficiary upon form
submission. Refer to the screenshots below for more details.



Quick Reference Guide

2. Submit SCFA Application Form

23Content Page

Step 6: Fill in the 
particulars of the 
primary applicant

If primary applicant is 
a guardian to the 
beneficiary, you will 
have to indicate the 
type of guardianship

If Primary Applicant is 
Working, you will 
have to indicate the 
type of employment

If ‘Not Working –
Others’ is selected, 
you will have to 
indicate the reason 
for unemployment

If the primary 
applicant is married, 
you will have to 
indicate the marriage 
type and fill in the 
particulars of spouse

2. Submit SCFA New Application Form.
2.1 Submit New SCFA Application Form (continued).
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Step 7: Fill in the 
contact details of the 
household

Step 8: Fill in the 
income details of the 
household

If primary applicant is 
married, you will 
need to fill in the 
contact details of the 
spouse

If the correspondence 
address is the same as 
residential address, 
check the checkbox 
so that you do not 
need to fill in the 
correspondence 
address details

2. Submit SCFA New Application Form.
2.1 Submit New SCFA Application Form (continued).
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Step 9: Fill in the 
particulars of 
immediate family 
members (if any)

You will be able to add 
up to 12 immediate 
family members per 
application form 

Step 10: The date of 
consent will be auto-
populated with the 
current date. Amend 
the dates as required

You will need to 
indicate that 
acknowledgement and 
consent has been 
obtained before 
submitting the 
application

If there are immediate 
family members living 
with the beneficiary, 
check this checkbox. 

Otherwise, proceed to 
the next section

2. Submit SCFA New Application Form.
2.1 Submit New SCFA Application Form (continued).
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Step 11: Fill in the 
details of the SCFA 
subsidy and Start-Up 
Grant (SUG)

If the applicant is 
applying for SUG, 
check this checkbox 
and fill in the details 
of the SUG

If the Subsidy start 
month/year is greater 
than 6 months from 
the current date, the 
application will be 
indicated as a 
backdated application

2. Submit SCFA New Application Form.
2.1 Submit New SCFA Application Form (continued).

You will only be able 
to select Centres that 
are tagged to your 
account in SSNet One 
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If you are submitting 
a New Application for 
multiple 
beneficiaries, you will 
see unique SCFA 
Subsidy sections for 
each beneficiary

Indicate the subsidy 
details of each 
beneficiary 
accordingly

2. Submit SCFA New Application Form.
2.1 Submit New SCFA Application Form (continued).
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Step 12: Fill in the 
declaration of 
acknowledgement and 
consent

Step 13: Upload the 
supporting documents 
for the application

Step 14: Indicate the 
document type of the 
uploaded attachments

Step 15: Click 
‘Submit’ after filling in 
all the required fields 
and submitting the 
mandatory supporting 
documents

You can refer to the list 
of mandatory 
supporting documents 
to be uploaded for the 
application. The 
documents are listed 
based on your input of 
the applicant’s 
circumstances in the 
previous application 
form sections

2. Submit SCFA New Application Form.
2.1 Submit New SCFA Application Form (continued).

You can only submit up 
to 10 documents with a 
maximum file size of 
4MB each. Any 
additional documents 
can be submitted on 
the Supporting 
Documents Tab after 
submission
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You will be directed to the ‘SCFA Application Summary’ page after successfully submitting the SCFA 
Application Form. 

A unique SCFA Application ID will be created for each beneficiary.
Application details for each unique application will contain the same
information, except for the Beneficiary, Immediate Family Member,
and Details of SCFA Subsidy sections.

Click on the Application ID hyperlink to navigate to the ‘View SCFA
Application Details’ page

2. Submit SCFA New Application Form.
2.1 Submit New SCFA Application Form (continued).

Upon submission, the 
new application will be 
in the ‘Not Processed’ 
status

The SCFA Application 
Reference ID is displayed at 
the top of the ‘View SCFA 
Application Details’ page
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2. Submit SCFA New Application Form.
2.2 Retrieving Details from a Prior Application.

Step 1: Click the 
‘Retrieve’ button

If the ID Number you 
have indicated does 
not match a 
beneficiary of any 
application under 
your location/parent 
organisation in SSNet
One, you will be 
prompted with this 
error message

If you are submitting a new SCFA Application form for a beneficiary who has an existing SCFA New Application
in SSNet One, you can retrieve details from that prior application to be used in the application you would be
submitting.

Step 2: Enter the ID 
Number of the 
relevant beneficiary 
and click ‘Search’
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2. Submit SCFA New Application Form.
2.2 Retrieving Details from a Prior Application (continued).

Step 3: Select the 
beneficiary for the 
new application. The 
options will include 
the beneficiary of the 
prior application and 
siblings of the 
beneficiary, if any

Step 4: Click 
‘Retrieve’ 

If there are siblings indicated in the prior application, you will also be able to select the relevant sibling and
auto-fill the new application form with the sibling as the beneficiary for the new application.

The application form will be auto-filled with available details from the latest submitted SCFA New Application
for the beneficiary with the ID Number you have searched for. Applications in ‘Draft’ and ‘Cancelled’ statuses
will not be considered.

The following sections of the application form will be auto-filled:
• Section 2: Particulars of Beneficiary
• Section 3: Particulars of Applicant
• Section 4: Contact Details
• Section 6: Particulars of Immediate Family Members
• Section 7: Terms & Conditions (Consent for each member in the form will be created)
• Section 8: Details of SCFA Subsidy and Start-Up Grant (excluding Application Period and SUG Details)

If a sibling (e.g. Tan Lee Lee in this
example) is selected to be the
beneficiary for the new
application, the details of the
beneficiary (e.g. Tan Ah Sio in this
example) of the prior application
(e.g. APP69120 in this example)
will be auto-filled in ‘Section 6:
Particulars of Immediate Family
Members’ as a sibling.
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2. Submit SCFA Application Form.
2.3 Submit SCFA Appeal Form.

Content Page

You can submit an SCFA Appeal form in SSNet One. 

Step 1: Click 
‘SCFA Schemes’ 
on the 
navigation bar

Step 2: Click 
‘New Appeal’ to 
create an SCFA 
Appeal 
application

You will be 
directed to the 
SCFA Appeal 
Application 
Form
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2. Submit SCFA Application Form.
2.3 Submit SCFA Appeal Form (continued).

Step 3: Fill in the 
Particulars of the 
Beneficiary of the 
Appeal

If there is a New SCFA 
Application tagged to 
the same Beneficiary 
ID Number under the 
same centre, the 
‘SCFA Application ID’ 
field will display the 
list of relevant New 
SCFA Applications

This field is non-
mandatory

Note: If you are submitting an
appeal for waiver of
attendance requirement (AR),
you will only be able to select
an appeal subsidy start period
from the month before, e.g.,
Feb 2024 is the latest month
you can submit an appeal for
waiver of AR with subsidy
start period in Jan 2024.
If an invalid date is selected,
you will be prompted with the
following error: Input date
not in allowed date range.

There are no restrictions to
the appeal subsidy start
period if submitting an appeal
for SCFA subsidy

You can select 
between ‘SCFA 
Subsidy’ or ‘Waiver of 
Attendance 
Requirement’ under 
the ‘Appeal For’ 
category
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2. Submit SCFA Application Form.
2.3 Submit SCFA Appeal Form (continued).

Step 4: Upload the 
supporting documents

Step 5: Indicate the 
document type of the 
uploaded 
attachments

Step 6: Click ‘Save as Draft’ if you want to save 
your application as a draft. Click ‘Submit’ if 
you are ready to submit the appeal application
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2. Submit SCFA Application Form.
2.3 Submit SCFA Appeal Form (continued).

Note: You will not be able to submit an appeal form if there is an existing SCFA Appeal in SSNet One, that is 
not in the Approved or Rejected Application statuses, with the same details below: 
1. Beneficiary ID Number 
2. Centre Name 
3. Appeal For category 
4. Appeal Subsidy Start Month and Year 

Please verify the details entered in the appeal form before submission. If you require further clarification, 
you may contact the MSF Comcare SCFA Team. 
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You will be directed to the ‘View SCFA Appeal Details’ page after successfully submitting the SCFA Appeal
Form.

Upon submission, the 
appeal will be in the 
‘New’ status

The SCFA Appeal 
Reference ID is 
displayed at the top of 
the ‘View SCFA Appeal 
Details’ page

If the Beneficiary ID 
Number corresponds to 
a Registered Person in 
SSNet One, the ‘Name 
of Beneficiary’ field 
will be displayed 
accordingly

If the Beneficiary ID 
Number is not 
registered in SSNet 
One, ‘-’ will be 
displayed in this field

2. Submit SCFA Application Form.
2.3 Submit SCFA Appeal Form (continued).
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2. Submit SCFA Application Form.
2.4 Submit SCFA Withdrawal Form.

Content Page

You can submit an SCFA Withdrawal Form in SSNet One. 

Step 1: Click 
‘SCFA Schemes’ 
on the 
navigation bar

Step 2: Click 
‘New 
Withdrawal’ to 
create an SCFA 
Withdrawal 
application

You will be 
directed to the 
SCFA 
Withdrawal 
Application 
Form
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Step 3: Fill in the 
Particulars of the 
Beneficiary of the 
Withdrawal

Content Page

If there is a New SCFA 
Application tagged to 
the same Beneficiary 
ID Number under the 
same centre, the 
‘SCFA Application ID’ 
field will show the 
list of relevant New 
SCFA Applications

This field is non-
mandatory

Step 4: Indicate the 
Reason for 
Withdrawal

2. Submit SCFA Application Form.
2.4 Submit SCFA Withdrawal Form (continued).
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Step 5: Select the 
Notice of Withdrawal, 
Date of Last 
Attendance, and Date 
of Withdrawal Notice 
(if applicable, based 
on selection for 
Notice of Withdrawal)

Content Page

If the Centre has 
received at least one 
month’s notice, the 
‘Date of Withdrawal 
Notice’ field will be 
displayed

You will not be 
required to indicate if 
Refund of SUG is 
required

If the Centre has 
received less than 
one month’s notice, 
the ‘Date of 
Withdrawal Notice’ 
field will be displayed

A checkbox to 
indicate if refund of 
SUG deposit is 
required will be 
displayed

If the Centre has not 
received notice, the 
‘Date of Withdrawal 
Notice’ field will be 
hidden

A checkbox to 
indicate if refund of 
SUG deposit is 
required will be 
displayed

2. Submit SCFA Application Form.
2.4 Submit SCFA Withdrawal Form (continued).
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Step 6: Fill in the 
Period of Approved 
Subsidy

Content Page

Step 7: Indicate the 
Beneficiary’s 
attendance during 
period of approved 
subsidy

If the Beneficiary has 
not met attendance 
rate requirements, 
you will have to 
indicate at least 1 
calendar Month/Year 
in which attendance 
was not met

If the Beneficiary has 
met attendance rate 
requirements, the 
month and year fields 
will be hidden

2. Submit SCFA Application Form.
2.4 Submit SCFA Withdrawal Form (continued).
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Step 8: Fill in the 
necessary details

Content Page

Step 9: Upload 
the supporting 
documents

Step 10: Click 
‘Submit’ after 
filling in all the 
required fields 
and submitting 
the mandatory 
supporting 
documents

2. Submit SCFA Application Form.
2.4 Submit SCFA Withdrawal Form (continued).
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2. Submit SCFA Application Form.
2.4 Submit SCFA Withdrawal Form (continued).

Note: You will not be able to submit a withdrawal form if there is an existing SCFA Withdrawal in SSNet One, 
that is not in the Approved or Rejected Application statuses, with the same details below: 
1. Beneficiary ID Number 
2. Centre Name 

Please verify the details entered in the withdrawal form before submission. If you require further 
clarification, you may contact the MSF Comcare SCFA Team. 
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You will be directed to the ‘View SCFA Withdrawal Details’ page after successfully submitting the SCFA
Withdrawal Form.

Upon submission, the 
withdrawal will be in 
the ‘New’ status

The SCFA Withdrawal 
Reference ID at the top 
of the ‘View SCFA 
Withdrawal Details’ page

If the Beneficiary ID Number corresponds to 
a Registered Person in SSNet One, the 
‘Name of Beneficiary’ field will be 
displayed accordingly

If the Beneficiary ID Number is not 
registered in SSNet One, ‘-’ will be 
displayed in this field

2. Submit SCFA Application Form.
2.4 Submit SCFA Withdrawal Form (continued).
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You will also be able to save an existing SCFA Application as a draft while editing the form.

If you intend to edit 
the form on a separate 
instance, click on Save 
As Draft to save the 
Application form.

Beneficiary NRIC and 
Applicant NRIC are 
mandatory fields to be 
filled in before saving 
as draft.

2. Submit SCFA Application Form.
2.5 Save SCFA Application as Draft.
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You will also be able to edit if the draft is still needed, or cancel an existing draft Application form if the
draft is no longer needed.

After saving as draft, 
the application will be 
in the ‘Draft’ status

Click Edit to continue 
editing your draft 
application form 

2. Submit SCFA Application Form.
2.5 Save SCFA Application as Draft (continued).

If the draft is no longer 
needed, you may click 
Cancel instead.

Step 1: Click “Yes, 
Cancel” to cancel the 
draft application form 

After cancelling, the 
application will be in 
the ‘Cancelled’ status

Step 2: Fill up 
cancellation comments

Step 3: Click ‘Yes, 
Cancel’ to confirm 
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You will also be able to save an existing SCFA Withdrawal as a draft while editing the form.

If you intend to edit 
the form on a separate 
instance, click on Save 
As Draft to save the 
Withdrawal form.

Beneficiary NRIC is a 
mandatory field to be 
filled in before saving 
as draft.

2. Submit SCFA Application Form.
2.6 Save SCFA Withdrawal as Draft.
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You will also be able to edit if the draft is still needed, or cancel an existing draft Withdrawal form if the
draft is no longer needed.

After saving as draft, the 
Withdrawal form will be in 
the ‘Draft’ status

Click Edit to continue 
editing your draft 
Withdrawal form 

2. Submit SCFA Application Form.
2.6 Save SCFA Withdrawal as Draft (continued).

If the draft is no longer 
needed, you may click 
Cancel instead.

Step 1: Click “Yes, 
Cancel” to cancel the 
draft Withdrawal form 

After cancelling, the 
Withdrawal will be in 
the ‘Cancelled’ status

Step 2: Fill up 
cancellation comments

Step 3: Click ‘Yes, 
Cancel’ to confirm 
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You will also be able to save an existing SCFA Appeal as a draft while editing the form.

2. Submit SCFA Application Form.
2.7 Save SCFA Appeal as Draft

If you intend to edit 
the form on a separate 
instance, click on Save 
As Draft to save the 
Appeal form.

Beneficiary NRIC is a 
mandatory field to be 
filled in before saving 
as draft.
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You will also be able to edit if the draft is still needed, or cancel an existing draft Appeal form if the draft is
no longer needed.

After saving as draft, 
the appeal will be in 
the ‘Draft’ status

Click Edit to continue 
editing your draft 
appeal form 

2. Submit SCFA Application Form.
2.7 Save SCFA Appeal as Draft (continued).

If the draft is no longer 
needed, you may click 
Cancel instead.

Step 1: Click “Yes, 
Cancel” to cancel the 
draft appeal form 

After cancelling, the 
appeal will be in the 
‘Cancelled’ status

Step 2: Fill up 
cancellation comments

Step 3: Click ‘Yes, 
Cancel’ to confirm 
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3. Search SCFA Applications.

Step 2: Click 
‘SCFA 
Applications’ 

You will be 
directed to the 
‘SCFA 
Applications 
Search’ page

Content Page

Step 1: Click 
‘SCFA Schemes’ 
on the 
navigation bar
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3. Search SCFA Applications (continued).

Step 4: Select 
the criteria to 
perform the 
search

You will be able 
to search via 
Beneficiary’s 
Birth 
Certificate, 
Applicant’s 
NRIC, or 
Application ID

Step 3: Select 
the Application 
Type
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Step 3: Enter 
the 
Beneficiary’s 
Birth Certificate 
Number

Step 4: Click to 
search for the 
SCFA 
Applications 
submitted

You will be able to view a list of the SCFA Applications tagged to the Beneficiary’s Birth Certificate Number 
under your Centre.

You can click 
the Application 
ID to view more 
information on 
the ‘View SCFA 
Application 
Details’ page

3.1 Search All SCFA Applications.
3.1.1 Search via Beneficiary’s Birth Certificate Number.

You can sort the 
columns when 
viewing the list 
of Applications

Step 2: Select 
‘Beneficiary’s 
Birth Certificate 
Number’

Step 1: Select 
‘All’
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3.1 View All SCFA Applications.
3.1.2 Search via Applicant’s NRIC/FIN.

Step 3: Enter 
the Applicant’s 
NRIC/FIN

Step 4: Click to 
search for the 
SCFA 
Applications 
submitted

You will be able to view a list of the SCFA New Applications tagged to the Applicant’s NRIC/FIN. Note that as 
Appeal and Withdrawal applications do not require you to fill in the Applicant’s NRIC/FIN, you will not be able 
to search for Appeal and Withdrawal applications using this search criteria.

Step 2: Select 
‘Applicant’s 
NRIC/FIN’

Step 1: Select 
‘All’

You can click 
the Application 
ID to view more 
information on 
the ‘View SCFA 
Application 
Details’ page

You can sort the 
columns when 
viewing the list 
of Applications
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3.1 View All SCFA Applications.
3.1.3 Search via Application ID.

Step 3: Enter 
the Application 
ID

Step 4: Click to 
search for the 
SCFA 
Applications 
submitted

You will be able to view the SCFA Application tagged to the Application ID, e.g. APD7083 or APP902100.

Step 2: Select 
‘Application ID’

Step 1: Select 
‘All’

You can click 
the Application 
ID to view more 
information on 
the ‘View SCFA 
Application 
Details’ page

You can sort the 
columns when 
viewing the list 
of Applications

For SGW 
submitted 
applications, 
you will be able 
to retrieve all 
applications 
tagged under a 
SCFA Reference 
ID by indicating 
the SCFA Ref ID 
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On the ‘View SCFA Application Details’ page, the ‘Application Details’ tab displays the information captured in 
each section of the Application Form:
Application Type, Particulars of Beneficiary, Particulars of Applicant, Contact Details, Income Details, 
Particulars of Immediate Family Members, Terms of Consent, Details of SCFA Subsidy and Start-Up Grant, 
Declaration By the SCC/SSCC.

4. View New SCFA Application.
4.1 View New SCFA Application Details.

4.1.1 Application Details – View Application Form Sections.
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4. View New SCFA Application.
4.1 View New SCFA Application Details.

4.1.1 Application Details – View Application Form Sections (continued).
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In the Supporting Documents tab, you will be able to add additional attachments to the application after 
submission.

Step 2: Upload 
the relevant 
attachments

Step 4: Click 
‘Save’ to add the 
supporting 
documents

You can click 
‘Remove 
Document’ to 
remove the 
selected 
document

Step 1: Click to 
add supporting 
documents

Content Page

Step 3: Indicate 
the document 
type for each 
document 
uploaded

4. View New SCFA Application.
4.1 View New SCFA Application Details.

4.1.2 Supporting Documents – Add Attachment.
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4. View New SCFA Application.
4.1 View New SCFA Application Details.

4.1.2 Supporting Documents – Add Attachment (continued).

Step 5: You will be 
prompted to verify 
that all the necessary 
documents have been 
uploaded. You can 
leave comments for 
the Case Owner 
before clicking 
‘Submit’.

The Case Owner will 
be alerted on the new 
documents and/or 
comments submitted

The comments 
logged will be 
displayed below 
the list of 
supporting 
documents

After new 
attachments are 
uploaded to an 
application, an 
‘Updates from SCC’ 
indicator will be 
displayed on the 
application details 
page to alert the Case 
Owner. It will be 
removed after the 
Case Owner has 
responded with 
comments
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4. View New SCFA Application.
4.1 View New SCFA Application Details.

4.1.2 Supporting Documents – Add Attachment (continued).

You will not be able to upload additional attachments to a new application that has been processed, i.e., if 
all SCFA Interventions linked to the application are in the ‘Active’ or ‘Closed’ intervention statuses. Upon 
clicking ‘Add Attachment’, you will be prompted with the error message below.
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In the Supporting Documents tab, you will be able to disable existing attachments if they were uploaded in 
error.

Step 2: Click on 
‘Delete’ to 
confirm the 
disabling of the 
document

The disabled 
document will 
still be listed in 
the Supporting 
Documents tab 
but will not be 
downloadable

Step 1: For 
documents 
uploaded in error, 
click on the ‘-’ 
icon to disable 
the document

Content Page

4. View New SCFA Application.
4.1 View New SCFA Application Details.

4.1.3 Supporting Documents – Delete Attachment.

You will not be able to 
delete attachments for 
a new application that 
has been processed, 
i.e., if all SCFA 
Interventions linked to 
the application are in 
the ‘Active’ or ‘Closed’ 
intervention statuses
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You will be able to check if additional documents are required for your submitted applications by referring to 
the comments logged by the Case Owner (MSF Officer).

Content Page

4. View New SCFA Application.
4.1 View New SCFA Application Details.

4.1.4 Supporting Documents – Comments.

When ‘Pending Outstanding Documents’ is indicated by the MSF Officer, an email notification will also be sent 
to the Centre Email Address(es) indicated on SCFA Admin Profiles.

If the application is pending outstanding documents, you 
will be able to view the document(s) required, comments 
and deadline for submission indicated by the MSF officer
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You can also leave comments for the Case Owner (MSF Officer) via the Comments section. 

Content Page

4. View New SCFA Application.
4.1 View New SCFA Application Details.

4.1.4 Supporting Documents – Comments (continued).

Step 1: Click the 
‘Add Comments’ 
button

Step 2: Enter 
comments and 
click ‘Submit’

After new 
comments are 
logged for an 
application, an 
‘Updates from 
SCC’ indicator 
will be displayed 
on the 
application 
details page to 
alert the Case 
Owner. It will be 
removed after 
the Case Owner 
has responded 
with comments.
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If no email outcomes 
are present, a static 

liner will be displayed.  

Content Page

4. View New SCFA Application.
4.1 View New SCFA Application Details.

4.1.5 View Email Outcomes.

PDC number of linked 
SCFA Intervention is 
displayed for each email 
outcome

If email is successfully 
sent, Status will display 

‘Sent’. If there is no 
email address, Status 

will display ‘Not 
Applicable’ 

Step 2: Click on 
Eye Icon to view 
more 
information on 
individual email 
outcomes

Step 3: Click on 
the PDF button if 
you wish to 
download a PDF 
copy of the 
email sent to 
SCC or Primary 
Client

Step 1: Sort 
emails according 
to any of the 5 
sorters by 
clicking on the 
arrow button

Note: Status will display ‘NA’ in scenarios where email outcomes are sent to SCC/SSCC/Parent/LOR 
Agency. i.e. for Withdrawal and Appeals that are only sent to SCCs, the email status for Parents and LOR 
Agency field will be ‘NA’.

You will be able to sort, view and download SCFA Application/Intervention related email outcomes under 
the Email Outcome Tab of SCFA Application Overview Page. 
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4. View New SCFA Application.
4.1 View New SCFA Application Details.

4.1.5 View Email Outcomes (continued).

The following email types may be displayed, and emails will be sent to SCC/ Primary Client/ LOR Agency: 

SCFA Caseworker 
selects ‘Pending 

Outstanding 
Document’ 

– sent to SCC only 

If Application 
submitted by SCC 
is rejected due to:

1. Duplicate 
Application – sent 

to SCC only
2. Ineligible 

Citizenship – sent 
to SCC and Parent 

If intervention is 
created with LOR, 
email will be sent 

to all 3 parties 
after approval

If intervention is 
created with LOR, 
email will be sent 

to all 3 parties 
after closure
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4. View New SCFA Application.
4.1 View New SCFA Application Details.

4.1.6 View SMS Outcomes.

You will be able to sort, and view SCFA Intervention related SMS outcomes under the SMS Outcome Tab of 
SCFA Application Overview Page. The following SMS types may be displayed, and sent to Primary Client: 

SMS content sent 
to primary client 
will differ based 

on selected 
approval reasons

SMS content sent 
to primary client 
will differ based 

on selected 
closure reasons

Step 1: Sort SMS 
according to any 
of the 5 sorters 
by clicking on 
the arrow button

Step 2: Click on 
Eye Icon to view 
more 
information on 
individual SMS 
outcomes

PDC number of linked 
SCFA Intervention is 
displayed for SMS email 
outcome
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5. SupportGoWhere(SGW) Submitted New Applications.
5.1 Identification of SGW Submitted Applications in SSNet One.

SCFA applicants can also submit online applications via the SupportGoWhere(SGW) portal. SSNet One has 
been enhanced to support the viewing and processing of the online applications. This section details the 
differences you will encounter between SGW and SSNet One submitted applications. 

Appeal and Withdrawal applications will continue to be submitted on SSNet One only.

Application IDs of applications submitted via SGW are in the format of <SGW’s 
Application Reference No.>-<SSNet One’s Reference No. for each beneficiary 
in the SGW application>, e.g., “SCFA-006V4SIAAC-2304”, “SCFA-006V4SIAAC-
2305”

SGW Submitted Application:

Application IDs of applications submitted on SSNet One are in the format of 
APP<SSNet One’s Reference Number>, e.g., “APP135168”

SSNet One Submitted Application:
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5. SupportGoWhere(SGW) Submitted New Applications.
5.2 SGW Submitted Application View.

For Personal Data Protection Act (PDPA) obligations in relation to SGW applications, you will only be able to 
view the ‘Details of SCFA Subsidy and Start-up Grant’ section in the ‘Application Details’ tab and supporting 
documents that your centre has uploaded in the ‘Supporting Documents’ tab.
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5. SupportGoWhere(SGW) Submitted New Applications.
5.2 SGW Submitted Application View (continued).

The applicant and beneficiary’s ID Numbers will also be partially masked in the following areas:

View Application Details Page:

Search Application Page:
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5. SupportGoWhere(SGW) Submitted New Applications.
5.2 SGW Submitted Application View (continued).

The applicant and beneficiary’s ID Numbers will also be partially masked in the following areas:

My Centre’s Application Dashboard:



Quick Reference Guide

6. View SCFA Appeal Application

70Content Page

6. View SCFA Appeal Application.
6.1 View SCFA Appeal Application Details.

6.1.1 Supporting Documents – Add Attachment.

In the Supporting Documents tab, you will be able to add additional attachments to the application after 
submission.

Step 2: Upload 
the relevant 
attachments

Step 4: Click 
‘Save’ to add the 
supporting 
documents

You can click 
‘Remove 
Document’ to 
remove the 
selected 
document

Step 1: Click to 
add supporting 
documents

Step 3: Indicate 
the document 
type for each 
document 
uploaded
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6. View SCFA Appeal Application.
6.1 View SCFA Appeal Application Details.

6.1.1 Supporting Documents – Add Attachment (continued).

Step 5: You will be 
prompted to verify 
that all the necessary 
documents have been 
uploaded. You can 
leave comments for 
the Case Owner 
before clicking 
‘Submit’.

The Case Owner will 
be alerted on thore
new documents and/ 
comments submitted

The comments 
logged will be 
displayed below 
the list of 
supporting 
documents

After new 
attachments are 
uploaded to an 
application, an 
‘Updates from SCC’ 
indicator will be 
displayed on the 
application details 
page to alert the Case 
Owner. It will be 
removed after the 
Case Owner has 
responded with 
comments



Quick Reference Guide

6. View SCFA Appeal Application

72Content Page

6. View SCFA Appeal Application.
6.1 View SCFA Appeal Application Details.

6.1.1 Supporting Documents – Add Attachment (continued).

You will not be able to upload additional attachments to an appeal that has been processed, i.e., if the 
application is in the ‘Approved’ or ‘Rejection’ statuses. Upon clicking ‘Add Attachment’, you will be 
prompted with the error message below.
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6. View SCFA Appeal Application.
6.1 View SCFA Appeal Application Details.

6.1.2 Supporting Documents – Delete Attachment.

In the Supporting Documents tab, you will be able to disable existing attachments if they were uploaded in 
error.

Step 2: Click on 
‘Delete’ to 
confirm the 
disabling of the 
document

The disabled 
document will 
still be listed in 
the Supporting 
Documents tab 
but will not be 
downloadable

Step 1: For 
documents 
uploaded in error, 
click on the ‘-’ 
icon to disable 
the document

You will not be 
able to delete 
attachments for 
an appeal that 
has been 
processed, i.e., if 
the appeal is in 
the ‘Approved’ or 
‘Rejected’ 
statuses
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6. View SCFA Appeal Application.
6.1 View SCFA Appeal Application Details.

6.1.3 Supporting Documents – Comments.

You will be able to check if additional documents are required for your submitted applications by referring to 
the comments logged by the Case Owner (MSF Officer).

When ‘Pending Outstanding Documents’ is indicated by the MSF Officer, an email notification will also be sent 
to the Centre Email Address(es) indicated on SCFA Admin Profiles.

If the application is pending outstanding documents, you 
will be able to view the document(s) required, comments 
and deadline for submission indicated by the MSF officer
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You can also leave comments for your caseworker without attaching supporting documents

Content Page

6. View SCFA Appeal Application.
6.1 View SCFA Appeal Application Details.

6.1.3 Supporting Documents – Comments (continued).

Step 1: Click the 
‘Add Comments’ 
button

Step 2: Enter 
comments and 
click ‘Submit’

After new 
comments are 
logged for an 
application, an 
‘Updates from 
SCC’ indicator 
will be displayed 
on the 
application 
details page to 
alert the Case 
Owner. It will be 
removed after 
the Case Owner 
has responded 
with comments
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6. View SCFA Appeal Application.
6.1 View SCFA Appeal Application Details.

6.1.4 View Email Outcomes.

The following email types may be displayed, and emails will be sent to SCC only.

SCFA Caseworker 
selects ‘Pending 

Outstanding 
Document’  

The email type is 
dependent on the 
reason for Appeal 
selected in the 

application

The email type is 
dependent on the 
reason for Appeal 
selected in the 

application
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7. View SCFA Withdrawal Application.
7.1 View SCFA Withdrawal Application Details.

7.1.1 Supporting Document – Add Attachment.

In the Supporting Documents tab, you will be able to add additional attachments to the application after 
submission.

Step 2: Upload 
the relevant 
attachments

Step 4: Click 
‘Save’ to add the 
supporting 
documents

You can click 
‘Remove 
Document’ to 
remove the 
selected 
document

Step 1: Click to 
add supporting 
documents

Step 3: Indicate 
the document 
type for each 
document 
uploaded
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7. View SCFA Withdrawal Application.
7.1 View SCFA Withdrawal Application Details.

7.1.1 Supporting Document – Add Attachment (continued).

Step 5: You will be 
prompted to verify 
that all the necessary 
documents have been 
uploaded. You can 
leave comments for 
the Case Owner 
before clicking 
‘Submit’.

The Case Owner will 
be alerted on the new 
documents and/or 
comments submitted

The comments 
logged will be 
displayed below 
the list of 
supporting 
documents

After new 
attachments are 
uploaded to an 
application, an 
‘Updates from SCC’ 
indicator will be 
displayed on the 
application details 
page to alert the Case 
Owner. It will be 
removed after the 
Case Owner has 
responded with 
comments
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You will not be able to upload additional attachments to a withdrawal that has been processed, i.e., if the 
application is in the ‘Approved’ or ‘Rejection’ statuses. Upon clicking ‘Add Attachment’, you will be 
prompted with the error message below.

7. View SCFA Withdrawal Application.
7.1 View SCFA Withdrawal Application Details.

7.1.1 Supporting Document – Add Attachment (continued).
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7. View SCFA Withdrawal Application.
7.1 View SCFA Withdrawal Application Details.

7.1.2 Supporting Document – Delete Attachment.

In the Supporting Documents tab, you will be able to disable existing attachments if they were uploaded in 
error.

Step 2: Click on 
‘Delete’ to 
confirm the 
disabling of the 
document

The disabled 
document will 
still be listed in 
the Supporting 
Documents tab 
but will not be 
downloadable

Step 1: For 
documents 
uploaded in error, 
click on the ‘-’ 
icon to disable 
the document

You will not be 
able to delete 
attachments for a 
withdrawal that 
has been 
processed, i.e., if 
the appeal is in 
the ‘Approved’ or 
‘Rejected’ 
statuses
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7. View SCFA Withdrawal Application.
7.1 View SCFA Withdrawal Application Details.

7.1.3 Supporting Document – Comments.

You will be able to check if additional documents are required for your submitted applications by referring to 
the comments logged by the Case Owner (MSF Officer).

When ‘Pending Outstanding Documents’ is indicated by the MSF Officer, an email notification will also be sent 
to the Centre Email Address(es) indicated on SCFA Admin Profiles.

If the application is pending outstanding documents, you 
will be able to view the document(s) required, comments 
and deadline for submission indicated by the MSF officer
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You can also leave comments for your caseworker without attaching supporting documents.
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7. View SCFA Withdrawal Application.
7.1 View SCFA Withdrawal Application Details.

7.1.3 Supporting Documents – Comments (continued).

Step 1: Click the 
‘Add Comments’ 
button

Step 2: Enter 
comments and 
click ‘Submit’

After new 
comments are 
logged for an 
application, an 
‘Updates from 
SCC’ indicator 
will be displayed 
on the 
application 
details page to 
alert the Case 
Owner. It will be 
removed after 
the Case Owner 
has responded 
with comments
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7. View SCFA Withdrawal Application.
7.1 View SCFA Withdrawal Application Details.

7.1.4 View Email Outcomes.

The following email types may be displayed, and emails will be sent to SCC only.

SCFA Caseworker 
selects ‘Pending 

Outstanding 
Document’  

Email will be sent  
when status of 

Withdrawal 
application is 
updated to 

‘Approved’ or 
‘Rejected’
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As a SCC user, you can view the SCFA New, Appeal, and Withdrawal Applications listing that is with  
Cancelled / Draft / Assigned status from ‘My Centre’s Applications’. This will allow you to view Draft 
/Cancelled applications created by any user in your centre.

Step 1: Navigate 
to the ‘My 
Profile’ page

Step 2: Select 
the Application 
Type. You can 
select more 
than 1 option

8. My Applications Dashboard.
8.1 My Centre’s Applications Dashboard – (for SCCs).

Step 3: Select 
the Application 
Status. You can 
select more 
than 1 option, 
i.e. Draft, 
Cancelled, 
Assigned etc.

Step 4: Select 
the Application 
Submission Date 
Range

Step 5: Click 
‘Search’
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8. My Applications Dashboard.
8.1 My Centre’s Applications Dashboard – (for SCCs) (continued).

If ‘New Application’ is selected, 
you can further refine your 
search by indicating the Category 
of New Application

A list of SCFA 
Applications 
corresponding to the 
search criteria will be 
retrieved

A maximum of 100 
applications will be 
retrieved per search 
(based on latest 
application submission 
date), with 20 
applications displayed 
per page

Note: New SCFA Applications with an Active/Closed PDC linked will not be displayed in the dashboard as 
the application lifecycle has been completed. To view these applications, perform a search on the ‘SCFA 
Applications’ page instead.

Click on the hyperlink to 
the Application ID to be 
directed to the ‘View 
Application Details’ Page 
or ‘View Intervention 
Details’ Page 
respectively


