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Login

• A sign-in box 
to sign into 
using email 
and password

• To reset password 
click here

• For new Vendors click 
here to create new 
account



Create New Account 

• Click “Create New Account” on login page to be directed to sign up form page.

• Fill in the all the fields.

• Tick “I Agree Terms and Conditions” check box

• Click “Continue” to proceed with the registration process.



Create New Account

• New Vendors must complete the company registration by filling out the form with their information.

• Company information sections are to be filled and submitted. 

• Vendor cannot apply any permit application before their registration is approved.



Create New Account

• New Vendors can fill all the required fields, as above screen.

• Under Company Category, Vendors can select multiple categories.

• Click “Save & Continue” to proceed to the next section



Create New Account

• New Vendors can fill all the required fields, as above screen.

• Click “Save & Continue” to proceed to the next section



Create New Account

• Click “Add Worker” to fill worker details 

• Fill in all the required fields and Click “Save” to add.

• Any Foreign worker will need to upload an employment permit.

• Any worker that handles food (food handler) will need to upload food permit and fill up other details accordingly

• Click “Save & Continue” to proceed to the next section



Create New Account

• Under Briefing & Assessment, Vendor must review all videos and files provided by clicking View and Download on each video / 
files available, before continuing to the next step.

• The Videos and Files available here will be according to the Category the Vendor chose before, e.g., Vendor | Caterer | Booth | 
Media.

Check marked shown

after viewed and 

downloaded



Create New Account

• Once all videos and files are reviewed and downloaded, Assessment questions will be shown.

• These questions will be based on the video and files viewed above. 

• If Vendor fills in the questions with the wrong answer, system will inform, and Vendor can change the answer and re-submit it

• Once all Assessment questions are answered and passed, then only the “Save & Continue” button will be able to be clicked.

• Click “Save & Continue” to proceed to the next section



Create New Account

• The house rules will be shown, before submitting. 
Tick the checkbox “I have read and agree to all terms and conditions above”

• Click “Submit” to complete registration process.



Create New Account

• New Vendors registration will be in progress for Admin’s approval.



Dashboard

• Once approved by Admin, Vendor will be able to access Dashboard, My PTW, Company Users and Company Details module.

• Vendor can view the stat cards on the Dashboard. 



My PTW

• Vendor can view permit progress by clicking on My PTW from the menu bar. 

• For new vendor, this page will appear empty, as no permit applied before yet. 

• For vendors that has applied permits before, MY PTW page will showcase all applied permits and their statuses. 

• Vendor can submit permit form by clicking on “Apply Permit” button.



My PTW

• Vendor will be directed to a new page to fill all the required fields to apply for permit. 

• Vendor can fill in the Main PTW form.



My PTW

• Permit Category will be based on the category the Vendor chose during registration. If Vendor chose multiple, then under this 
dropdown will be shown multiple category, and vendor can choose which permit category they want to apply for.



My PTW

• Vendor can choose to select for additional permits

• If there are no additional permits to be applied select “None”.

• Vendor can choose multiple permits options to be selected at once.

• Once done filling all the required fields, click on “Save & Continue” 



My PTW

• If Vendor selected additional permit they will be required to fill in another form.

• Complete filling all the fields. 

• Click on “Save & Continue”.



My PTW

• Vendor can add notes/comments for this permit here by typing the notes inside the Add Notes box. 

• Vendor can click on “Submit” to confirm the permit application submission. 

• Note: 

• If Vendor only click “Save and Continue”  in the previous page, then the permit is not yet submitted. Vendor needs to click 
“Submit” button on the above page to submit the permit.



My PTW

• Once submitted, Vendor can view the status and cannot edit it anymore

• If Vendor only click “Save and Continue” and did not submit the permit application yet, then the permit application can still be 
edited 

Allows the user to clone 
permit and apply permit 
from the cloned permit

Delete draft permit

View permit form

Edit permit form



Company Users

• Vendor can add users by clicking on Company Users from the menu bar. 

• Page will be directed to Company Users page which will showcase all users. 

• Click ‘Add User’ button to add another user from the same vendor company, to invite them to the system.



Company Users

• After clicking on “Add User”, a pop-up will be shown, fill in the details.

• This will invite other user, to the system (this is to allow vendor to add another user from the same vendor company)

• Fill in the fields and click “Save”.

• An invitation link will be sent to the user’s email address. 



Company Details

• Vendor can edit certain information on the company details by clicking on Company Details. 

• Page will be directed to Company Details page which will allow Vendor to update certain information on Company Details, Contact 
Person Details, and Worker Details.

• Under this page, Vendor can also edit their Company Category, should their Company Category expanded, or changed in the 
future. 



Company Details – Company Category

• To change Company Category, click on the pencil icon next to the current category

Pencil icon



Company Details – Company Category

• Page will be directed to Update Category page

• Select the new Company Category, vendor can select multiple, click “Save & Continue”



Company Details – Company Category

• Under Briefing & Assessment, Vendor must review all videos and files provided by clicking View and Download on each video / 
files available, before continuing to the next step.

• The Videos and Files available here will be according to the Category the Vendor chose before, e.g., Vendor | Caterer | Booth | 
Media.



Company Details – Company Category

• Once all videos and files are reviewed and downloaded, Assessment questions will be shown.

• These questions will be based on the video and files viewed above. 

• If Vendor fills in the questions with the wrong answer, system will inform, and Vendor can change the answer and re-submit it

• Once all Assessment questions are answered and passed, then only the “Save & Continue” button will be able to be clicked.

• Click “Save & Continue” to proceed to the next section



Company Details – Company Category

• Vendor may read the house rules before submitting. 

• Tick the checkbox “I have read and agree to all terms and conditions above”

• Click “Submit” to complete updating the Company Category. 



Company Registration Renewal

• Vendor’s Company Registration in EHSPERMIT system has 3 years validity period from the first registration in EHSPERMIT system.

• Once the validity period is over, Vendor need to renew the registration. 

• Renewal button will be shown in Vendor’s account once the validity period expired.



Company Registration Renewal

• Clicking “Renew” button will bring Vendor to this page.

• Vendor need to fill up their Company Category.

• View and Download all the videos and files under Briefing & Assessment.

• And then click submit to submit the registration renewal.



The End


	Slide 1: E-Permit To Work (ePTW)  Simplified User Guide for Vendor
	Slide 2: Contents
	Slide 3: Login
	Slide 4: Create New Account 
	Slide 5: Create New Account
	Slide 6: Create New Account
	Slide 7: Create New Account
	Slide 8: Create New Account
	Slide 9: Create New Account
	Slide 10: Create New Account
	Slide 11: Create New Account
	Slide 12: Create New Account
	Slide 13: Dashboard
	Slide 14: My PTW
	Slide 15: My PTW
	Slide 16: My PTW
	Slide 17: My PTW
	Slide 18: My PTW
	Slide 19: My PTW
	Slide 20: My PTW
	Slide 21: Company Users
	Slide 22: Company Users
	Slide 23: Company Details
	Slide 24: Company Details – Company Category
	Slide 25: Company Details – Company Category
	Slide 26: Company Details – Company Category
	Slide 27: Company Details – Company Category
	Slide 28: Company Details – Company Category
	Slide 29: Company Registration Renewal
	Slide 30: Company Registration Renewal
	Slide 31: The End

