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Chapter 1: Logging in to GoBusiness

1. Go to https://dashboard.gobusiness.gov.sg/login_ on the Internet Browser. The
Home Page will be displayed.
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2. Click Log In. The Login Page will be displayed.



https://dashboard.gobusiness.gov.sg/login

GoBusiness (Amend, Renew and Cancel Licence) User Guide
Chapter 1: Logging in fo GoBusiness

C}b business
Welcome to GoBusiness

Log in to GoBusiness Dashboard

Apply for or manage your licences & accreditations
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Log In For Individual Users

3. Click Log In for Individual Users.
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b business

Welcome to GoBusiness

Log in to GoBusiness Dashboard

Apply for or manage your licences & accreditations

2 =
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Log In For Business Users

1. Click Log In for Business Users.
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¢« C o o) auth singpass.gov.sg D o= @ % - 4

singpass

Beware of scam calls, SMS or emails ~
We were alerted to users receiving calls informing them of an urgent Singpass account termination. This call is a scam and not from Singpass. Please do not follow

the instructions or respond to the scammer. Call the Singpass hotline to report it immediately.

Singpass app

Scan with Singpass app
Logging in as Business User

“ Login with Singpass
. Your trusted digital identity

SingPass Login for Business Users

2. Use SingPass to login to the portal.
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Chapter 2: Amend Licence

Licensees are required to update their contact details, such as their mailing address,
email and contact numbers, whenever there are changes. This will enable SFA to alert
you of licence renewal reminders or to contact you as and when required.

Licensees are also required to seek approval from SFA for any structural changes to
be made to the licensed premises before commencing works. This is to enable SFA to
confirm that the changes in layout are in compliance with SFA's food safety
regulations.

b business Dashboard My Submissions  Licences Accreditations Lewy Help
Apply Licences

My Li

Renew Licences
. mend Licences
My Licences

Submit Returns

Verify Licence

All Licences (14) Due for Renewal (2) JActive Licences (10§ Other Licences (2) Submit Returns (0)

ICENCE NAME AND NUMBER AGENCY STATUS SSUIE DATE EXPIRY DAT ACTION

Registration to Import Live Frogs for Human Consumption A 19 — Now 2075 M

Food Stall Licence SEA Active 3 Feb 2025 Feb 2024

Food Stall Licence

Carnc
Licence to Import Table Eggs
- SFA Expirect 25 Aug 2023 12 Jan 202 Select Action
0 E24L007 1_01 - SFA : “
Licence to Impart Poultry - S— 1P 074 1 Oct E Select Action

- 5F#

Amend Application

To amend the licence in active status:
3. Goto Licences>>My Licences. Then go to Active Licences tab.

4. Click Select Action>>Amend to proceed with the amendment.
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General Information

You are applying te amend Food Stall Licence (SFA)

General Information

Profile

Applicant Detail

Company Detail

Click
Application
. Details

Amend Application

5. Amend the populated fields if there are new changes.

6. Click Application Details to continue.
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Application Details

STEP 2

Application Details to amend Food Stall Licence (SFA)

Fill in the following details

Licence Details

Licence Number

Please click on the mnj Click Retrieve he licence and retrieve your licence record

Retrieve

Select Application Type

Owner OW

Applicant Type

Application Details

7. Click Retrieve to populate the licence details.

8. Select Application Type as Organization if you are a Business User.
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Applicant’™s Details

e \l

Fill the Applicant's Details

Dhertia 6 Bty

ARernative Email Addness

Primary Mode of Comact

Home Memesr
MACi BT

Cfice Mumbor

Applicant’s Details

9. Amend the Applicant’s Details which is the Licensee’s details if there are changes.

Applicant's Address Details

J Fill the Applicant's
Address Details

Address Type

(") Local [LOCAL]

) Foreign [FOREIGN]

Mailing Address

1

Fill the Mailing Address

Address Type

) Local [LOCAL]

") Foreign [FOREIGN)]

Applicant’s Address and Mailing Address

10. Amend in the Applicant’s Address which is the Licensee's details if there are

changes.

11. Please fill in the details of a Singapore Local Address.
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Chapter 2: Amend Licence

Applicant's Address D

Address Type

(@) Local [LOCAL]

) Foreign [FOREIGN]

Applicant Local Address Format

I (@) Standard [STANDARD] |

etails

Select Locdl

J Select Standard and fill

Type of Premises

Local Address

Postal Code

1

the address

@ Retrieve Address

_% Click Retrieve Address

Block/House No.

Floor/Level @ (Optional

_- Reset Address

Street Name

Unit (Optional

Building Name (Optional

Click Reset Address
button to reset the
address details.

Applicants Adress Type Local

12. Amend the Mailing Address details which is the Licensee’s details if there are

changes.

13. Please fill in the details of a Singapore Local Address.

Mailing Address

Address Trpe

Mailing Address

Postol Code

Blodk,Housa Ne

Floce/Level @ |Opsionc

2, Resst Address

Select

Local

the

Select Standard and fill

address

% Click Retrieve Address

Buiding Name |Opticna

Click Reset Address

button

address details.

to reset the

Mailing Adress Type Local
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Organisation Operating Address and Contact Details (applicable if the licence is
issued under Business)

Organisation Operating Address J Fill the Organisation
— Operating Address

Address Type
Local [LOCAL]

) Foreign [FOREIGN]

Organisation Contact Details J Fill the Organisation
Contact Details

Telephone Number

+&5

Fax Number (Optiona

+65

Business Email

UEN of Former Company (Optiona

Organisation Address and Contact Details

14. Amend the Organisation Operating Address and Organisation Contact Details
which is the Licensee’s details if there are changes.

15. Please fill in the details of a Singapore Local Address.
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Business Operating Address (refers to the food retail address)

Business Operating Address

Trpe of Premises

Business Operating Address

Postal Code

Retrieve Address

Block,/Houso No Streat Nome

Floor/level @ (Optiona Unit (O Building Name

Business Operating Address - Additional Level/ Unit No

Level

Unit Mo

i Click Add

Amend Application

16. Add the additional level and unit number in the Business Operating Address —

Additional Level/Unit No section if there are new changes.

Application Details

Application Details

Business Name (As displayed at premises or on signboard) (Of

Business Operating Hours - 24hrs

NoO [M

Bref description of food business

Application Details — Business Operating Hours (Yes)
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Application Details

Business Name (As displayed at premises or on signboard] ((

Business Operating Hours - 24hrs

Yes [Y]
If not 24hrs - From

I not 24hrs - To

Brief description of food business

Application Details - Business Operating Hours (No)

17. Amend the Business Name (As displayed at premises or on signboard) if there are
changes.

18. Amend the Business Operating Hours if there are changes.



GoBusiness (Amend, Renew and Cancel Licence) User Guide
Chapter 2: Amend Licence

Food Hygiene Personnel Details

Food Hygiene Personnel Details

Enter all the
R details

Comrse: Prrsed Dot

i Passsd Do

Conmo No.

S Click Add

Hdd

Food Hygiene Personnel Details

19. Amend or Add new Food handler Detaqils.
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Emergency Contact % Fill the Emergency
Salutation COF’IfGCT Defdlls
Name
Designation (Cptiona
Contact No.
Email
Click Add button o add
emergency contact
) Add details.
MNo. Salutation Name Designation Contact No. Actions
Mo data available in table

Emergency Contact

20. Amend the Emergency Contact details if there are changes. A minimum of one
contact is mandatory.

Attach Supporting Documents

Supporting Documents Select the File Type, upload the file and
. click Add. The details will be added.

Attachment
Oniy 1 file at 2 MB or less.
File name must have: no more than 130 characters and ne spaces. Only letters (a-2), numbers (0-9), underscores (), and hyphens {-) are allowed.

Click Add button to
supporting document
details

orerctormation ||~ sove D ]

Upload Supporting Documents



GoBusiness (Amend, Renew and Cancel Licence) User Guide
Chapter 2: Amend Licence

21.Select the File Type and upload the supporting document. Click Add. The
document is added successfully.

Supporting Documents
File Type:

@ Added successfully

Attachment
iy 1 il 0f 2 ME.oF igss
(e AT Vs 1

RTIFICATEOFTHEFD '.-L-H.-'.\L-L":-j

Uploaded Document

22. Click Review Form to proceed and submit the application.
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Review Form

Review and Declare

Roview Form

General Information

Prefile

Applicant Detail

Applicant's Datalls

Supperting Documents

Scroll down for all the
sections and review the

filled form.

Click Back to Edit for
editing the application.

Application Details for Food Stall Licence (SFA)

Click Declaration o
declare and submit the
application.

7—

=

Review Form

23. Click Back to Edit to continue editing the application.
24. Scroll down to review the filled details and click Declare to submit the application.

STEP 4

Declaration

Please scroll to read and acknowledge the following clauses

General Declaration

| declare that all the information given in this application form is true and correct

recorded in or produced In this application

Food Stall Licence (SFA)

proper order

hereby declare that all of the above is true.

Check the box for
declaration.

| am aware that legal action may be taken against me if | had knowingly provided false information

Act 2019 and | hereby consent to the SFA's collection ond use of all information provided by me in the course of any application | have made to
the processing of such application(s). | hereby further consent to the SFA sharing my information in such application(s) with other Government aget A
Government entities authorised to carry out specific Government services, unless prohibited by legisiation Click Submit.

Click Review Form to

review the form again.

e S

| ogree that in any legal proceedings, | shall not dispute the authenticity or accuracy of any statements, confirmations, records, ocknowledgements, information

| am aware that the Singapore Food Agency (SFA) would only be able to process my application(s) when all relevant supporting documents are recelved and are in

| am aware that the SFA is required to collect personal information from time to time to carry out its various functions and duties under the Singapore Food Agency

Siow Comm m

Declare Form
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25. Check the declaration.

26. Click Review Form to review the form again.

27. Click Submit to submit the declaration and continue to acknowledgment page.

Acknowledgement

An Acknowledgement for this application will be displayed.

We have received your application
Sux m
Application Status
MextSteps — . i Click Return to
application is bedng processed @ willl send you an email when your application siatus changes. You can also kog in balow to chack
Dashboard
For appécation enquirkes, you may contoct GoBusiness Helpdesk ot 633463373 or email AskGoBiz@crimsoniogic com.sg

Acknowledgement

28. The acknowledgement mail will be sent to your registered email.
29. Click Return to Dashboard to exit.
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Chapter 3: Renew Licence

The Applicant is required to make payment to renew the licence.

B gobusiness Dashboard Licences Accreditations Levy

My Submissions

n £ syne

All Submissions (80) Draft (41) Processing (10) Completed (28)

Food Stall Licence

" Wondering what each status means? View Your Application Stotuses Table in our FAQ.

Halp

Click Select
Action>>Pay

Payment Screen

30. Go to My Submissions>>Actions Required.

31. Click Select Action>>Pay for the licence with Pending Payment status.

Payment
Please review your fees and moke poyment
Food Stoll Licence
Apphcation Fee
Payment method
Ploase xO05e O paymant mathod

K v @ ‘2 Enter Card Details
Aaa Carg Details
a0 w@2is 124 Save with

Amount Payable

Wit is @ CVC?

v s o o ot cavs Click Make
| ) I Payment
Make Poyment »

$12.00

$13.00

Payment Screen

20
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Download Payment Invoice

The Applicant can download the invoice for the licence fee paid in payment page.

We have received your application

Payment Summary

Food Stall Licence

ation Foo s1300

Tetel Paid $13.00

Click Download Tax

Next Steps

Download Invoice

32. Click Download Invoice button to download the invoice in pdf format.

21
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Chapter 4: Print Licence

The Applicant can self-print the licence for new/renew/amend approved application
by following the below steps.

b business Dashboard My Submissions | Licences - Accreditations Lewy Help

My Submissions

n ¥ Sync

@ Unabio 1o rotiave you appications, Clck on tha Sync bitton abve to ry again, or sanlast us ( If the ks persits

All Submissions  Action Required Draft F'rocn.'nillg

.;. New  To download your payment invoice or licence file for your applications:

1. Click within the *Sele

& Files if they are avalkable

Food Shop Licence Appiico PR -
Approved Lica o ISHIOAL ”r Select Action

Liconce [Maw] » SFA

View Form

Food Stall Licence N Apaicer 4812924 Pt Duplicate
Approved ow " . .

Downlood Invoice

Food Stall Licence Application 2 12704 te

Approved *p

Download Licence

33. Go to My Submissions>>Completed.
34. Click Select Action>>Download Licence for the licence with Approved status.

35. Click Download Licence button to view and download the Licence and Licence

File

Name Last Modified Size

(5 2b569dba-1961-4d99-8¢7b-22691cch51d3-G2B_L1T-58-FR ™ --9fcaa2aa-b7bd-4670-9c6c-d80200b18290--5W25 _2025_02_LicencePreview_SW25311J000.pdf & 2025-02-23 59KB
Open Flamocument 08:20:06

4Bd757ed-2b6a-49ab-ae76-5c52720fect 0-G2B_L1T-58-FR  ___  --95641219-054a-407d-8630-aaaaBc3440e9—-SW257 _2025_02_CERT_FOODSHOPCERTIFICATE_COA_SW25311J000.pdf gg?ju'%zé“ 578 KB
Open FRaDocument .

[5 5ef2d215-1b62-440c-afad-feadBf2c5149-G2B_L1T-58-FR™ . ~~  -3h9219e7-3629-4248-3c22-01522ae73b60--SW25_ .._2025_02_CERT_FOODSHOPCOVERLETTER_SW25311J000.pdf 20250223 266 KB
Opsn FisDocument 06:20:06 ¢

[3 9298002a-c470-428¢-82e8-0540b0adab0-G2B_L1T-58-FR  __  --9ed49b04-2dac-4a58-aetb-3e8 SW25 _2025_02_CERT_FOODSHOPCERTIFICATE_SW25311.J000.pdf 2025.02.93 20KE
Opsn FlsDocument 08:20:06 =

Download Licence

36. Print the downloaded Licence to display at the Foodshop/Supermarket/Foodstall.
Licensee may also refer to the licence conditions attached (file name with COA).

22
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Chapter 5: Cancel Licence

Food Shop, Supermarket or Food Stall that have stopped/ceased their business
operations and no longer require their licence should cancel the licence at the point

of cessation.

Please note that you remain responsible for all activities at the licensed premises until

the licence is officially cancelled.

b business Dashboard My Submissions  Licences Accreditations Levy Help
Apply Licences

My Licences

Verify Licence

Al Licences (14) Due for Renewal (2) Other Licences (2] | Submit Returns (0)

NCE NAME AND NUMBER AGENCY TAT SSUE DATE

R—_‘g.;lsi‘atlo'\ to |.r!|;Tc|:t. Live Frogs for Human Consumption
Food Stall LI(L'r':"I:

Food Stal I.ll(e!":.f.

LIC?‘I’VC-:‘ ml "I|p:|'. ch!c trt]-:‘:s.

Licence to Import Poultry p— S 11 34

Select Action

Cancel Application for Active Licence

To cancel the licence in active status:

37. Goto Licences>>My Licences. Go to Active Licences tab.

38. Click Select Action>>Cancel for the licence with active status.

23
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General Information

Chapter 5: Cancel Licence

You are applying to cancel Food Stall Licence (SFA)

_—
General Information

Profile

Applicant Datail

Company Detail

< g g

Click
Application
Details

V

Appicaton Desa

Cancel Application for Active Licence

39. Fill the applicant details who is submitting the cancellation.

24
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Chapter 5: Cancel Licence

STEP 2

Licence Details

Licence Number

Application Details to cancel Food Stall Licence (SFA)

Owner Organisation Details

Applicant Type

Please click on the retrieve
) Click Retrieve
Retrieve

Select Application Type

L —

Application Details

40. Click Retrieve to populate the licence details.

41. Select Application Type as Organization if the licence is issued to Business.

Termination Request

Termination Request

Effective Date of Canceliation

Reasons for Cancellation

Remarks (Of

Termination Request

42. Enter the Effective Date of Cancellation

43. Select the Reason for Cancellation from the dropdown list.

44. Enter the Remarks if any.

45, Click Review Form to proceed and confinue the application.

25
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Review Form

Review and Declare

Review Form Scroll down for all the
sections and review the

General Information fi”ed form

Profile

Applicant Detail

Terminaticn Request

Click Back to Edit for
editing the application.

Click Declaration to
declare and submit the
application.

Review Form

46. Scroll down for all the sections to review the details and click Declare to submit the

application.

STEP 4

Declaration

Please scroll to read and acknowledge the following clauses

General Declaration

| declare that all the information given in this application form is true and correct

| am aware that legal action may be taken against me if | had knowingly provided false information

recorded in or produced In this application

Food Stall Licence (SFA)

proper order

Government entities authorised to carry out specific Government services, unless prohibited by legisiation

| ogree that in any legal proceedings, | shall not dispute the authenticity or accuracy of any statements, confirmations, records, ocknowledgements, information

| am aware that the Singapore Food Agency (SFA) would only be able to process my application(s) when all relevant supporting documents are received and are in

| am aware that the SFA is required to collect personal information from time to time to carry out its various functions and duties under the Singapore Food Agency

Act 2019 and | hereby consent to the SFA's collection ond use of all information provided by me in the course of any application | have made to
the processing of such application(s). | hereby further consent to the SFA sharing my information in such application(s) with other Government aget

Click Submit.

hereby declare that all of the above is true. Click Review Form to
Chock the box for review the form again.

declaration. — S

ki m

Declare and Submit Form

47. Check the declaration.

26
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48. Click Review Form to review the form again.

49. Click Submit to submit the declaration and contfinue to acknowledgment page.

Acknowledgement

An Acknowledgement for this application will be displayed.

We have received your application
S mittod
Application Status

1 25481 L
et Steps . Click Return to

application is Deng processed /@ will send you an email when your application siatus changes. You can also kog in below to chack

Dashboard

For appécation enquiries, you may contoc

Acknowledgement

50. The acknowledgement mail will be sent to your registered email.
51. Click Return to Dashboard to exit.
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