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1) Create New Claim Application

2) Approve Claim Application

3) Search/View Claim Application

ICMS Claim Application – Sponsoring Organisations
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Create 
New Claim 
Application

1.
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• Log In to ICMS Website: https://eservice.imda.gov.sg/icms

ICMS Claim Application : Sponsoring Organisations

Note: 

For Organisation, co-existence of SingPass or CorpPass login is available till end of 2017. After 

which, CorpPass login is required.

SO AO: After account is 

created and approved, 

login using your SingPass

or CorpPass Account

For New User:   

Click here to register for 

new Organisation

Account.
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• SO AO Login to ICMS to Create New Claim Application

ICMS Claim Application – Sponsoring Organisations

This screen is skipped if the registered user has only 1 role in ICMS

Action:  

Select SO AO
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ICMS Claim Application : Sponsoring Organisations

• Claim Application Home Page

Action:  

Click ‘New Application’

Note:  
With effect from 1 Aug 2017, please ensure that the bank account details are provided in the Organisation

Account before submitting a new claim application. The approved claim amount will be made directly into the 

bank account as stated in the Organisation Account.
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ICMS Claim Application : Sponsoring Organisations

• Fill up Necessary Details

Action 1:  

Select relevant Program Name from drop-

down list
• The Programme Name is the programme that the trainee 

is enrolled by the training provider.

• Please check with the training provider if you are unsure 

which programme Name to select.

Action 3:  

Select Course Provider and 

Course/Certification Title

Action 2:  

Enter the no. of trainees

Action 4:  

Click Go 
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• Verification of Sponsoring Organisation Information

ICMS Claim Application – Sponsoring Organisations

Action:  

Verify mailing 

address and 

contact details
 Update in Organisation

Account if incorrect
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• Enter the information for the trainee

ICMS Claim Application – Sponsoring Organisations

Action: 
 Please ensure correct bank account 

details are provided. For update of 

bank account details, go to 

Organisation Account.

 As the approved claim amount will 

be made via interbank GIRO transfer, 

please upload the completed Direct 

Credit Authorisation (DCA) form 

available at 

https://eservice.imda.gov.sg/icms
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ICMS Claim Application: Sponsoring Organisations

• Fill in Claim Application Details

Action:  

Fill in the relevant 

Details
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ICMS Claim Application: Sponsoring Organisations

• Uploading of Supporting Documents

Action:  

Tick the 

documents 

that have 

been 

uploaded

Action:  

Upload the necessary documents

NOTE: You may submit the documents to IMDA by mail or email to citrep@imda.gov.sg if you have not 
uploaded the required supporting documents in ICMS. 

mailto:citrep@imda.gov.sg
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ICMS Claim Application: Sponsoring Organisations

• Acknowledgement Page

System will generate acknowledgement page upon 

successful submission
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ICMS Claim Application: Sponsoring Organisations

• An email will be sent to the trainee to complete a survey. The email is also copied to the 

Sponsoring Organisation’s AO/AA.  

Trainee need to complete the survey before the Sponsoring Organisation’s AA can 

approve the claim application in ICMS. 

Sample email
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Approve 
Claim 
Application

2.
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• SO AA Login to ICMS to Approve New Claim Application

ICMS Claim Application – Sponsoring Organisations

Action:  

Select SO AA

This screen is skipped if the registered user has only 1 role in ICMS
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ICMS Claim Application – Sponsoring Organisations

Action:  

Select ‘Claim Application’

• Approve Claim Application
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Action:  

Click on Approve – New

• Approve Claim Application

ICMS Claim Application – Sponsoring Organisations
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• Review Application Details

ICMS Claim Application – Sponsoring Organisations

Action:  

Click Approve

Action:  

Review the Application 

Details. Click Send back 

for AO to make 

amendments if 

necessary.
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• SO AA cannot proceed to approve the claim application if the trainee has not complete 

the survey.

• Trainee needs to complete the survey which was sent to them via email. 

Please refer to the sample email in slide 14.

ICMS Claim Application – Sponsoring Organisations

Trainee has not completed the survey. 

Please inform trainee to complete the survey so that the SO AA can approve the claim in the ICMS system.

This screen is skipped if the trainee has completed the survey.
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• Review Terms and Conditions

ICMS Claim Application – Sponsoring Organisations

Action:  

Complete the Terms and 

Conditions section
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• Declaration

ICMS Claim Application – Sponsoring Organisations

Action:  

Complete the Declaration section
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• Submission Confirmation page

ICMS Claim Application – Sponsoring Organisations

System will generate the acknowledge confirmation 

when the New Application is submitted 

successfully by AA to IDA.

System will generate acknowledgement page upon 

successful submission
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Search/View 
Claim 
Application

3.
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• Search/View Claim Application

ICMS Claim Application – Sponsoring Organisations

Action:  

Select ‘Claim Application’
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• Search Claim Application

ICMS Claim Application – Sponsoring Organisations

Action:  

Enter the 

Claim ID and 

Click ‘Search’
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• View Claim Application

ICMS Claim Application – Sponsoring Organisations

Action:  

Click the Claim 

ID to view the 

details


