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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. 

 
Home Page 

2. Click Log In. The Login Page will be displayed.  

 

https://dashboard.gobusiness.gov.sg/login
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Log In For Individual Users  

3. Click Log In for Individual Users. 
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Log In For Business Users  

1. Click Log In for Business Users. 
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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. 

 
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. 

  



GoBusiness (Amend, Renew and Cancel Licence) User Guide 

Chapter 2: Amend Licence 

                                  8 

 

General Information 

 
Amend Application 

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

6. Click Application Details to continue. 
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Application Details 

 
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 

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

 
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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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 Adress Type Local 
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Organisation Operating Address and Contact Details (applicable if the licence is 

issued under Business) 

 
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) 

 

 

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 Operating Hours (Yes) 

 



GoBusiness (Amend, Renew and Cancel Licence) User Guide 

Chapter 2: Amend Licence 

                                  14 

 

 
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 

 

                                  15 

 

Food Hygiene Personnel Details 

 
Food Hygiene Personnel Details 

19. Amend or Add new Food handler Details. 
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Emergency Contact  

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

contact is mandatory. 

 

Attach Supporting Documents 

 
Upload Supporting Documents 
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21. Select the File Type and upload the supporting document. Click Add. The 

document is added successfully. 

 
Uploaded Document 

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

 Review and Declare 

 
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. 

 
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. 

 
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.  

 
Payment Screen 

30. Go to My Submissions>>Actions Required.  

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

 
Payment Screen 
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Download Payment Invoice 

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

 
Download Invoice 

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

 

 
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 

Conditions. 

 

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). 
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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. 

 
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.  
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General Information 

 
Cancel Application for Active Licence 

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

 
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 

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 continue the application. 
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Review Form 

 Review and Declare 

 
Review Form 

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

application. 

 
Declare and Submit Form 

47. Check the declaration. 
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48. Click Review Form to review the form again.   

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

 

Acknowledgement  

An Acknowledgement for this application will be displayed. 

 
Acknowledgement 

50. The acknowledgement mail will be sent to your registered email. 

51. Click Return to Dashboard to exit. 

 


