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Application procedure for claim submission in 
ICMS

• Create and Submit

• 1. Trainee Enrolment

• 2. Claim Application

Note: Individual must create and submit the Trainee Enrolment Record first before 

they can submit claim application.
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Trainee 
Enrolment

1.
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 Trainee must create the trainee enrolment record in ICMS system within the 

Window Period for Trainee Enrolment.

 Window Period for Trainee Enrolment

 30 calendar days before the course and/or examination start date OR

 Up to 5 calendar days from the course and/or examination start date.

 Amend/Update trainee enrolment records

Trainee is able to amend/update changes in the trainee enrolment records 

within the Window Period for Trainee Enrolment

ICMS Trainee Enrolment
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Step 1

 Login to ICMS website https://eservice.imda.gov.sg/icms using your SingPass if you 

are an existing user. 

 For New User, please register for an Individual Account first.

For New User:   

Register for Individual  

Account first. 

Click here to login using 

your SingPass Account

https://eservice.imda.gov.sg/icms
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Step 2

 Select ‘Trainee Enrolment’ upon logging into ICMS.
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Step 3

 Click on ‘New Enrolment’ button.
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Step 4

 Input Programme Name, Date of Birth, Profession and Trainee Type.

Action:  

Select Programme Name 

“CITREP+: Massive Open 

Online Courses [MOOC] 

(1 April 2016 - 31 March 

2018)”

CITREP+: Massive Open Online Courses [MOOC] (1 April 2016 – 31 March 2018)

Trainee Type* :
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Step 5

 Enter relevant course details.
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Action:  

Upload the necessary documents

Action:  

Tick the 

documents 

that have 

been 

uploaded.

Step 6

 Click on ‘Browse’ to upload supporting documents and then click ‘Submit’.
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Step 7

 Complete the Declaration and click ‘Proceed to Submit’.



Infocomm Competency Management System (ICMS) 12

Enrolment ID

Step 8

 Upon submission, a confirmation page will be displayed with the Enrolment ID.
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If you do not want to amend the details in the Trainee Enrolment record, you may 

ignore Steps 9-14.

Step 9

 Select ‘Trainee Enrolment’.
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Action:  
Ensure ‘Show Only Pending Items’ check box is uncheck when searching

Step 10

 Enter relevant information and click ‘Search’.
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Action: Click ‘Update’

Step 11

 Your Enrolment record will be displayed. Click on ‘Update’.
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Action: 

Indicate 

the reason 

for change 

request or 

updating 

of Trainee 

Enrolment 

record and 

select 

‘Submit’

Action: You may 

upload the 

required 

documents if 

necessary.

Step 12

 Update necessary information and click on ‘Submit’.
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Step 13

 Complete the Declaration and click ‘Proceed to Submit’.
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Step 14

 Upon submission, a confirmation page will be displayed.
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Claim 
Application

2.
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Step 1

 Select ‘Claim Application’ upon logging into ICMS.

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

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

account as stated in the Individual Account.
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Step 2

 Click on ‘New Application’ button.
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Step 3

 Select relevant Programme Name “CITREP+: Massive Open Online 

Courses [MOOC] (1 April 2016 - 31 March 2018)”.
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Step 4

 Select Course Provider and Course/Certification Title.
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Step 5

 Verify Trainee Information.

 You may update in Individual Account if it’s incorrect

Action:  
 Please ensure correct bank 

account details are provided. For 

update of bank account details, 

go to Individual 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

(How-To-Guides)

https://eservice.imda.gov.sg/icms
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Step 6

 Review Trainee Enrolment information.

Action:  

Verify if details 

are correct, 

especially the 

SkillsFuture

Credit Claim 

Amount
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Step 7

 Fill in Claim Application Details

Action:  

Fill in the Relevant 

Details, and ensure 

SkillsFuture Credit 

Claim Amount is 

correct
 Amend the amount if it is 

wrongly reflected before 

submitting the claim for 

approval.
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Step 8

 Click on ‘Browse’ to upload supporting documents and click ‘Submit’.

Action:  

Tick the 

documents 

that have 

been 

uploaded

Action:  

Upload the necessary documents. Please refer to the MOOC Claim 

Application Guide for the list of supporting documents to be submitted.

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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Step 9

 Complete SkillsFuture Declaration and click ‘Submit for Approval’.
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Step 10

 Read & Agree to ‘Terms and Conditions’.
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Step 11

 Complete the Survey Questions and click ‘Proceed to submit’.

Action:  

Complete 

Survey 

Questions 

and click 

‘Proceed to 

submit’
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System will generate acknowledgement page upon 

successful submission

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. 

Step 12

 Upon submission, a confirmation page will be displayed with the Claim ID.

Claim ID

mailto:citrep@imda.gov.sg

