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BGP ROLES DEFINITION

September 2021



BGP ROLES DEFINITION IN CORPPASS

View

View + Edit + Submit

View + Edit + Submit + Accept

Likely Personas
“Finance department monitoring grant applications”

“Project Executive or Brand Manager”

View only

“Managing Director”

View | Create | Edit | Withdraw | Submit

View | Create | Edit | Withdraw | Submit | Accept

to view the details of all the company’s grant applications/claims

submitted through the business grants portal. This role should be

assigned to employees who need to monitor or report such

information.

to view, edit and submit applications/claims on behalf of

the company. This role should be assigned to

employees who oversee projects, are able to make

declarations on behalf of the company, and serve as the

point of contact with the processing government agency.

Assigned users will be given all rights of

the Viewer and Preparer, and must have

the authority to accept the terms and

conditions of the Grant Letter of Offer on

behalf of the company. This role should

be assigned to the Company’s MD, CEO

or equivalent.

BGP Roles need to 
be updated or 
revised in CorpPass 
by Company’s 

CorpPass Admin



NEW GRANT SUBMISSION

September 2021



Login to BGP 
using CorpPass

Click on 

Get New Grant

Select 

Business Sector

Choose 

Grant Type

Select 

Specific Area 

Click on

Apply

Complete 
Application 

Form

Declaration 
and Review, 
then Submit

Application 
Submitted

GRANT SUBMISSION PROCESS



GRANT SUBMISSION GUIDE

• Click on ‘Login’ and login using CorpPassStep 1



GRANT SUBMISSION GUIDE

• Click on ‘Get new Grant’

Step 2



GRANT SUBMISSION GUIDE

• Select Business Sector

Step 3



GRANT SUBMISSION GUIDE

• Choose Grant Type

Step 4



GRANT SUBMISSION GUIDE

• Select Specific Area – Core Capabilities/Innovation & Productivity/Market Access

Step 5

For EDG, Please select Core 
Capabilities, Innovation & 
Productivity or Market 
Access



GRANT SUBMISSION GUIDE

• Click on ‘Proceed’

Step 6



GRANT SUBMISSION GUIDE

• Complete Application Form
➢ Make sure to complete all sections and click on ‘Next’

Step 7



GRANT SUBMISSION GUIDE

• Complete Application Form
➢ Make sure to complete all sections and click on ‘Next’

Step 8

Contact Details

▪ Please indicate 
the contact 
person so that 
email 
notifications can 
be sent out to 
applicant. 

▪ Letter of Offer 
Addressee will 
populate in EDG 
letter of offer.  
Please ensure 
that Name 
should not be in 
all small caps.



GRANT SUBMISSION GUIDE

• Complete Application Form
➢ Make sure to complete all sections and click on ‘Next’

Step 9

Submit Your 
Proposal

▪ Please indicate 
Project Title, 
Start Date, End 
Date and Project 
Description

▪ Please upload 
project proposal 
and other 
supporting 
documents 



GRANT SUBMISSION GUIDE

• Complete Application Form
➢ Make sure to complete all sections and click on ‘Next’

Step 10

Explain The Business 
Impact 

▪ Please provide 
projections that 
the project is 
expected to 
impact your 
business 



GRANT SUBMISSION GUIDE

• Complete Application Form
➢ Make sure to complete all sections and click on ‘Next’

Step 11

Provide Details of Costs

▪ Please enter your 
details of costs by 
clicking “Add New 
Item” 

▪ For Salary cost item, 
you can upload 
relevant 
documentation (e.g. 
letter of 
employment, 
contract, etc.)

▪ For Consultancy 
cost item, you will 
need upload 
consultancy 
proposal and 
required 
certification



GRANT SUBMISSION GUIDE

• Declare and Review Application
• Click on ‘Submit’ to submit application

Step 12



GRANT SUBMISSION GUIDE

• Application submitted page

Step 13



LETTER OF OFFER ACCEPTANCE

September 2021



Login to BGP 
using 

CorpPass

Click on 
Updates 
Required

Click on 
Accept Your 

Offer

Review Letter 
of Offer and 

Accept

Double 
Confirm 

Before Accept

Letter of Offer 
Accepted

LOF ACCEPTANCE PROCESS



LOF ACCEPTANCE GUIDE

• Click on ‘Login’ and login using CorpPassStep 1



LOF ACCEPTANCE GUIDE

• Click on ‘Applications’ and then ‘Updates Required’

Step 2



LOF ACCEPTANCE GUIDE

• Click on ‘Accept your offer’

Step 3



LOF ACCEPTANCE GUIDE

• Review the Letter of Offer and Terms & Conditions listed
• Click on ‘Accept’

Step 4



LOF ACCEPTANCE GUIDE

• Double confirm that you are ready to accept

• Click on ‘Accept’

Step 5



LOF ACCEPTANCE GUIDE

• Letter of Offer accepted page

Step 6



CHANGE REQUEST SUBMISSION

December 2021



Login to BGP 
using CorpPass

Click on 

Submit Change 
Request

Select 

Project Title

Complete 
Application 

Form

Declaration and 
Review, then 

Submit

Application 
Submitted

CHANGE REQUEST SUBMISSION PROCESS



CHANGE REQUEST SUBMISSION GUIDE

• Click on ‘Login’ and login using CorpPassStep 1



CHANGE REQUEST SUBMISSION GUIDE

• Click on ‘Change Requests’
• Click on ‘Submit change request’

Step 2



CHANGE REQUEST SUBMISSION GUIDE

• Click on title of the project under “Project Title”

Step 3

Click on Project Title to submit 
your change request 



CHANGE REQUEST SUBMISSION GUIDE

• Click on ‘Proceed’

Step 4



CHANGE REQUEST SUBMISSION GUIDE

• Complete Change Request Form
➢ Make sure to make changes on the required fields in each sections and click on ‘Next’

Step 5



CHANGE REQUEST SUBMISSION GUIDE

• Complete Change Request Form
➢ Make sure to make changes on the required fields in each sections and click on ‘Next’

Step 6

▪ Check Support Start 
and End Date to 
revise Project 
Qualifying Period

▪ Check Claim Due to 
revise Claim Due 
Date 

Applicant can only revise 
either Start and End Date 
OR Claim Due Date 

Update Project Details 



CHANGE REQUEST SUBMISSION GUIDE

• Complete Change Request Form
➢ Make sure to make changes on the required fields in each sections and click on ‘Next’

Step 7

▪ Click on “Cost Categories” If you need to make changes to cost items.  Please 
click on “Add New Item” if you are adding a new cost item  or  “I want to make a 
change” to revise your cost item



CHANGE REQUEST SUBMISSION GUIDE

• Declare and Review Change Request 
• Click on ‘Submit’

Step 8



CHANGE REQUEST SUBMISSION GUIDE

• Change Request Submitted page

Step 9



DOWNLOADING LATEST LOF, AFTER CHANGE 
REQUEST APPROVAL

December 2021



Login to BGP 
using 

CorpPass

Click on 

Completed

Select 

Project Title

Click on ViewDownload

DOWNLOADING LATEST LOF, AFTER CHANGE REQUEST APPROVAL



DOWNLOADING LATEST LOF GUIDE

• Click on ‘Login’ and login using CorpPassStep 1



DOWNLOADING LATEST LOF GUIDE 

• Click on ‘Change Requests’
• Click on ‘Completed’

Step 2



DOWNLOADING LATEST LOF GUIDE

• Select the title of the project under “Project Title”

Step 3



DOWNLOADING LATEST LOF GUIDE

• Click on ‘View’ under ‘Letters and Documents’

Step 4



DOWNLOADING LATEST LOF GUIDE

• Click on ‘Download’ or ‘Download all as zip’

Step 5



CASH ADVANCEMENT SUBMISSION

December 2021



Login to BGP 
using CorpPass

Click on File 
New Claim

Click on Title 
of Project

Click on File 
Cash 

Advancement

Click on 
Proceed

Complete 
Application 

Form

Declaration 
and Review, 
then Submit

Application 
Submitted

CASH ADVANCEMENT PROCESS



CASH ADVANCEMENT SUBMISSION GUIDE

• Click on ‘Login’ and login using CorpPassStep 1



CASH ADVANCEMENT SUBMISSION GUIDE

• Click on ‘Claims’
• Click on ‘File new claim’Step 2



CASH ADVANCEMENT SUBMISSION GUIDE

• Click on “Title of the project under “Project Title”

Step 3



CASH ADVANCEMENT SUBMISSION GUIDE

• Click on ‘File Cash Advancement’

Step 4



CASH ADVANCEMENT SUBMISSION GUIDE

• Click on ‘Proceed’

Step 5



CASH ADVANCEMENT SUBMISSION GUIDE

• Complete Application Form
➢ Make sure to complete all sections and click on ‘Next’

Step 6



CASH ADVANCEMENT SUBMISSION GUIDE

• Complete Cash Advancement Form
➢ Make sure to complete all sections and click on ‘Next’

Step 7

▪ Click on Cash Advancement 
Information.  

▪ Upload documents and Funds 
Transfer Method 
(E.g. Corporate PayNow or GIRO)



CASH ADVANCEMENT SUBMISSION GUIDE

• Declare and Review Cash Advancement Form
• Click on ‘Submit’ to submit Cash Advancement

Step 7



CASH ADVANCEMENT SUBMISSION GUIDE

• Cash Advancement Submitted page

Step 8



(INTERIM/FINAL) CLAIMS SUBMISSION

December 2021



Login to BGP 
using CorpPass

Click on File 
New Claim

Click on Title 
of Project

Click on File 
Claim

Click on 
Proceed

Complete 
Application 

Form

Declaration 
and Review, 
then Submit

Application 
Submitted

CLAIMS PROCESS



CLAIMS SUBMISSION GUIDE

• Click on ‘Login’ and login using CorpPassStep 1



CLAIMS SUBMISSION GUIDE

• Click on ‘Claims’
• Click on ‘File new claim’

Step 2



CLAIMS SUBMISSION GUIDE

• Click on title of project

Step 3



CLAIMS SUBMISSION GUIDE

• If there is a pop-up, Click  ‘File Claim’, otherwise ignore this step

Step 4



CLAIMS SUBMISSION GUIDE

• Click on ‘Proceed’

Step 5



CLAIMS SUBMISSION GUIDE

• Complete Claim Form
➢ Make sure to complete all sections and click on ‘Next’

Step 6



CLAIMS SUBMISSION GUIDE

• Complete Claim Form
➢ Make sure to complete all sections and click on ‘Next’

Step 7

▪ Upload Project Report under “Project Report” tab



CLAIMS SUBMISSION GUIDE

• Complete Claim Form
➢ Make sure to complete all sections and click on ‘Next’

Step 8

▪ For Interim Claim, check No to “Will this be your final claim?” 
▪ For Final Claim, check “Yes” to “Will this be your final claim?
▪ Indicate your Funds Transfer Method and Upload Supporting Documents



CLAIMS SUBMISSION GUIDE

• Complete Claim Form
➢ Make sure to complete all sections and click on ‘Next’

Step 9

▪ For Final Claim, to 
select “Yes” to 
Final Claim

▪ Select Auditor 
from drop down

▪ Click on Cost 
category to input 
your actual 
expenses incurred

▪ Click on the Cost 
Category and 
check “I want to 
submit a claim for 
this” if you want 
to submit claim 
for the cost item



CLAIMS SUBMISSION GUIDE

• Declare and Review Claim
• Click on ‘Submit’ to submit Claim

Step 10



CLAIMS SUBMISSION GUIDE

• Claim Submitted page

Step 11



REWORK SUBMISSION

December 2021



Login to BGP 
using CorpPass

Click on 
Updates 
Required

Click on Title 
of Project

Click on 
Proceed

Make the 
Necessary 
Changes

Declaration 
and Review, 
then Submit

Fill up 
Remarks

Application 
Submitted

REWORK PROCESS



REWORK SUBMISSION GUIDE

• Click on ‘Login’ and login using CorpPassStep 1



REWORK SUBMISSION GUIDE

• Click on ‘Applications’ or ‘Change Requests’ or ‘Claims’
• Click on ‘Updates Required’

Step 2



REWORK SUBMISSION GUIDE

• Click on title of the project under “Project Title”

Step 3



REWORK SUBMISSION GUIDE

• Look at the comments left by ESG for the actionable items
• Click on ‘Proceed’

Step 4



REWORK SUBMISSION GUIDE

• Make the necessary changes as requested by ESG
• Run through all the sections again to determine if other changes needed 

Step 5



GRANT SUBMISSION GUIDE

• Declare and Review Application
• Click on ‘Submit’ to submit application

Step 6



GRANT SUBMISSION GUIDE

• Fill up remarks by stating what has been changed
• Click on ‘Submit’ to submit application

Step 7



GRANT SUBMISSION GUIDE

• Application submitted page

Step 8



CANCEL SUBMISSION

December 2021



Login to BGP 
using CorpPass

Click on 

Updates 
Required

Click on Title of 
Project

Click on Cancel 
Application

Enter Remarks
Application 
Submitted

CANCEL SUBMISSION PROCESS

Note: this is only possible, after ESG returns the submission back to applicant for rework



CANCEL SUBMISSION GUIDE

• Click on ‘Login’ and login using CorpPassStep 1



CANCEL SUBMISSION GUIDE

• Click on ‘Applications’ or ‘Change Requests’ or ‘Claims’
• Click on ‘Updates Required’

Step 2



CANCEL SUBMISSION GUIDE

• Click on title of project

Step 3



CANCEL SUBMISSION GUIDE

• Click on ‘Cancel Application’

Step 4



CANCEL SUBMISSION GUIDE

• Enter Remarks to state reason for cancellation
• Click on ‘Cancel Application’

Step 5



Enquiries on EDG Submissions in BGP

December 2021



Submission of Enquiries on your EDG application in BGP

Business Grant Portal Helpdesk Support

Handle issues relating to usage and
technical issues encountered in BGP

Corppass Helpdesk Support

Corppass Helpdesk: +(65) 6643 0577
Email: support@Corppass.gov.sg

Business Grants Portal Helpdesk Support

BGP Helpdesk: +(65) 6708 7288
Enquiry Form:

https://go.gov.sg/bgphelpdesk

Enterprise Infoline: +(65) 6898 1800
Enquiry Form: 

https://go.gov.sg/bgphelpdesk

https://go.gov.sg/bgphelpdesk
https://go.gov.sg/bgphelpdesk

