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1. View My SCFA Administrator Profile.

1.1 View My SCFA Administrator Profile Details.

1.1.1 Profile Details – View Centre Profile Details Sections.

Step 2: Click ‘My 

SCFA Admin 

Profile’

You will be 

directed to your 

SCFA Admin 

Profile page

Step 1: Click 

‘SCFA Schemes’ 

on the 

navigation bar

Step 3: Select 

the relevant 

location

Step 4: Click 

‘Proceed’ and 

you will be 

directed to the 

Admin profile

If you have access to multiple centres, you will be prompted to select the centre profile you wish to view. If 

you are only tagged to one centre, you will be directed to the relevant SCFA Admin profile page straightaway.
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1. View My SCFA Administrator Profile.

1.1 View My SCFA Administrator Profile Details.

1.1.1 Profile Details – View Centre Profile Details Sections (Continued).

The Student Care Centre name will 

be displayed at the top of the ‘SCFA 

Administrator Profile’ page

The overview section of the SCFA Administrator Profile page displays key information captured from 

each section of the ‘Centre Details’ tab.



Quick Reference Guide

1. View My SCFA Administrator Profile 

5

1. View My SCFA Administrator Profile.

1.1 View My SCFA Administrator Profile Details.

1.1.1 Profile Details – View Centre Profile Details Sections (Continued).

On the ‘SCFA Administrator Profile’ page, the ‘Centre Details’ tab displays the information captured in 

each section of the SCFA Administrator Profile:

Centre Address, Contact Information, Organisation Particulars, Bank Account Details, SCFA Beneficiary 

Enrolment, Parent Organisation (only applicable to SCCs whose Parent Organisation is the legal entity).
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1. View My SCFA Administrator Profile.

1.1 View My SCFA Administrator Profile Details.

1.1.1 Profile Details – View Centre Profile Details Sections (Continued).
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Step 1: Click the 

‘Audit Grading’ tab

Audit Grading records can be viewed from the Audit Grading tab on the ‘SCFA Administrator Profile’ 

page. 

1. View My SCFA Administrator Profile.

1.1 View My SCFA Administrator Profile Details.

1.1.2 Profile Details – View Audit Grading

You can sort the columns when 

viewing the list of Audit 

Grading records

The latest Audit Grade (based on Audit Date) will be displayed in the overview section on the ‘SCFA 

Administrator Profile’ page. If there are 2 records with the same Audit Date, the latest created record will be 

displayed.

The latest Audit Grading and 

corresponding Audit Period will be 

displayed
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Step 2: Upload the 

relevant 

attachment(s)

Step 1: Click to add 

attachment(s)

Step 3: Select the 

document type for 

each document 

uploaded

Step 4b: Click to save 

the uploaded 

attachment(s) to the 

profile

In the Supporting Documents tab on the ‘SCFA Administrator Profile’ page, you will be able to add 

attachments to the SCFA Administrator Profile.

You can click 

‘Remove 

Document’ to 

remove the 

selected 

document

1. View My SCFA Administrator Profile.

1.1 View My SCFA Administrator Profile Details.

1.1.3 Profile Details – Add Supporting Documents

Step 4a: Click ‘Exit’ 

to go back to Profile 

page
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Step 1: Click 

‘Supporting 

Documents’

Step 2: For 

documents 

uploaded in error, 

click the ‘-’ icon 

to disable the 

document

Step 3: Click 

‘Delete’ to 

confirm the 

disabling of the 

document

The disabled 

document will 

still be listed in 

the Supporting 

Documents tab 

but will not be 

downloadable

1. View My SCFA Administrator Profile.

1.1 View My SCFA Administrator Profile Details.

1.1.4 Profile Details – Delete Supporting Documents.
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2. Submit SCFA New Application Form.

2.1 Submit New SCFA Application Form.

Content Page

You can submit an SCFA New Application Form in SSNet One. 

Step 1: Click 

‘SCFA Schemes’ 

on the 

navigation bar

Step 2: Click 

‘New 

Application’ to 

create a new 

SCFA application

You will be 

directed to the 

SCFA 

Application 

Form
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Step 3: Determine 

if application is 

meant for 

Operator Grant 

only 

This only 

applicable to 

SSCCs. For SCCs, 

select ‘No’

Content Page

Step 5: Fill in the 

particulars of the 

beneficiary

Step 4: Select the 

category of SCFA 

Application

If Beneficiary is a 

Permanent Resident, 

you will have to 

indicate the family 

member of the child 

who is a Singapore 

Citizen

2. Submit SCFA New Application Form.

2.1 Submit New SCFA Application Form (continued).

Click ‘Add 

Beneficiary’ if there 

is more than 1 

beneficiary from the 

same household 

applying for SCFA 

subsidy from the same 

centre

You can add up to 6 

beneficiaries per 

application form
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For instance, Jimmy 

and Benny are 

indicated as 

beneficiaries during 

form submission

Benny is indicated as 

the sibling of Jimmy 

in Jimmy’s 

application and vice 

versa

2. Submit SCFA New Application Form.

2.1 Submit New SCFA Application Form (continued).

Note: If multiple beneficiaries are indicated in the New SCFA Application form, the additional beneficiaries

will automatically be included as immediate family members of each unique SCFA beneficiary upon form

submission. Refer to the screenshots below for more details.
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Step 6: Fill in the 

particulars of the 

primary applicant

If primary applicant is 

a guardian to the 

beneficiary, you will 

have to indicate the 

type of guardianship

If Primary Applicant is 

Working, you will 

have to indicate the 

type of employment

If ‘Not Working –

Others’ is selected, 

you will have to 

indicate the reason 

for unemployment

If the primary 

applicant is married, 

you will have to 

indicate the marriage 

type and fill in the 

particulars of spouse

2. Submit SCFA New Application Form.

2.1 Submit New SCFA Application Form (continued).
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Step 7: Fill in the 

contact details of the 

household

Step 8: Fill in the 

income details of the 

household

If primary applicant is 

married, you will 

need to fill in the 

contact details of the 

spouse

If the correspondence 

address is the same as 

residential address, 

check the checkbox 

so that you do not 

need to fill in the 

correspondence 

address details

2. Submit SCFA New Application Form.

2.1 Submit New SCFA Application Form (continued).
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Step 9: Fill in the 

particulars of 

immediate family 

members (if any)

You will be able to 

add up to 12 

immediate family 

members per 

application form 

Step 10: The date of 

consent will be auto-

populated with the 

current date. Amend 

the dates as required

You will need to 

indicate that 

acknowledgement and 

consent has been 

obtained before 

submitting the 

application

If there are 

immediate family 

members living with 

the beneficiary, 

check this checkbox. 

Otherwise, proceed 

to the next section

2. Submit SCFA New Application Form.

2.1 Submit New SCFA Application Form (continued).
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Step 11: Fill in the 

details of the SCFA 

subsidy and Start-Up 

Grant (SUG)

If the applicant is 

applying for SUG, 

check this checkbox 

and fill in the details 

of the SUG

If the Subsidy start 

month/year is greater 

than 6 months from 

the current date, the 

application will be 

indicated as a 

backdated application

2. Submit SCFA New Application Form.

2.1 Submit New SCFA Application Form (continued).

You will only be able 

to select Centres that 

are tagged to your 

account in SSNet One 
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If you are submitting 

a New Application for 

multiple 

beneficiaries, you will 

see unique SCFA 

Subsidy sections for 

each beneficiary

Indicate the subsidy 

details of each 

beneficiary 

accordingly

2. Submit SCFA New Application Form.

2.1 Submit New SCFA Application Form (continued).
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Step 12: Fill in the 

declaration of 

acknowledgement 

and consent

Step 13: Upload the 

supporting documents 

for the application

Step 14: Indicate the 

document type of the 

uploaded 

attachments

Step 15: Click 

‘Submit’ after filling 

in all the required 

fields and submitting 

the mandatory 

supporting documents

You can refer to the 

list of mandatory 

supporting documents 

to be uploaded for 

the application. The 

documents are listed 

based on your input 

of the applicant’s 

circumstances in the 

previous application 

form sections

2. Submit SCFA New Application Form.

2.1 Submit New SCFA Application Form (continued).

You can only submit 

up to 10 documents 

with a maximum file 

size of 4MB each. Any 

additional documents 

can be submitted on 

the Supporting 

Documents Tab after 

submission
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You will be directed to the ‘SCFA Application Summary’ page after successfully submitting the SCFA

Application Form.

A unique SCFA Application ID will be created for each beneficiary.

Application details for each unique application will contain the same

information, except for the Beneficiary, Immediate Family Member,

and Details of SCFA Subsidy sections.

Click on the Application ID hyperlink to navigate to the ‘View SCFA

Application Details’ page

2. Submit SCFA New Application Form.

2.1 Submit New SCFA Application Form (continued).

Upon submission, the 

new application will be 

in the ‘Not Processed’ 

status

The SCFA Application 

Reference ID is displayed at 

the top of the ‘View SCFA 

Application Details’ page
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2. Submit SCFA Application Form.

2.2 Submit SCFA Appeal Form.

Content Page

You can submit an SCFA Appeal form in SSNet One. 

Step 1: Click 

‘SCFA Schemes’ 

on the 

navigation bar

Step 2: Click 

‘New Appeal’ to 

create an SCFA 

Appeal 

application

You will be 

directed to the 

SCFA Appeal 

Application 

Form
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Step 3: Fill in the 

Particulars of the 

Beneficiary of the 

Appeal

If there is a New SCFA 

Application tagged to 

the same Beneficiary 

ID Number under the 

same centre, the 

‘SCFA Application ID’ 

field will display the 

list of relevant New 

SCFA Applications

This field is non-

mandatory

Step 4: Upload the 

supporting documents

Step 5: Indicate the 

document type of the 

uploaded 

attachments

Step 6: Click 

‘Submit’ after filling 

in all the required 

fields and submitting 

the mandatory 

supporting documents

2. Submit SCFA Application Form.

2.2 Submit SCFA Appeal Form (continued).

For Waiver of 

Attendance 

Requirement with 

multiple months, 

indicate the first 

month in the ‘Appeal 

Subsidy Start Period’ 

field and include the 

rest in the supporting 

documents for upload 
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You will be directed to the ‘View SCFA Appeal Details’ page after successfully submitting the SCFA Appeal

Form.

Upon submission, the 

appeal will be in the 

‘New’ status

The SCFA Appeal 

Reference ID is 

displayed at the top of 

the ‘View SCFA Appeal 

Details’ page

If the Beneficiary ID 

Number corresponds to 

a Registered Person in 

SSNet One, the ‘Name 

of Beneficiary’ field 

will be displayed 

accordingly

If the Beneficiary ID 

Number is not 

registered in SSNet 

One, ‘-’ will be 

displayed in this field

2. Submit SCFA Application Form.

2.2 Submit SCFA Appeal Form (continued).
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2. Submit SCFA Application Form.

2.3 Submit SCFA Withdrawal Form.

Content Page

You can submit an SCFA Withdrawal Form in SSNet One. 

Step 1: Click 

‘SCFA Schemes’ 

on the 

navigation bar

Step 2: Click 

‘New 

Withdrawal’ to 

create an SCFA 

Withdrawal 

application

You will be 

directed to the 

SCFA 

Withdrawal 

Application 

Form
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Step 3: Fill in the 

Particulars of the 

Beneficiary of the 

Withdrawal

Content Page

If there is a New SCFA 

Application tagged to 

the same Beneficiary 

ID Number under the 

same centre, the 

‘SCFA Application ID’ 

field will show the list 

of relevant New SCFA 

Applications

This field is non-

mandatory

Step 4: Indicate the 

Reason for 

Withdrawal

2. Submit SCFA Application Form.

2.3 Submit SCFA Withdrawal Form (continued).
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Step 5: Select the 

Notice of Withdrawal, 

Date of Last 

Attendance, and Date 

of Withdrawal Notice 

(if applicable, based 

on selection for 

Notice of Withdrawal)

Content Page

If the Centre has 

received at least one 

month’s notice, the 

‘Date of Withdrawal 

Notice’ field will be 

displayed

You will not be 

required to indicate if 

Refund of SUG is 

required

If the Centre has 

received less than 

one month’s notice, 

the ‘Date of 

Withdrawal Notice’ 

field will be displayed

A checkbox to 

indicate if refund of 

SUG deposit is 

required will be 

displayed

If the Centre has not 

received notice, the 

‘Date of Withdrawal 

Notice’ field will be 

hidden

A checkbox to 

indicate if refund of 

SUG deposit is 

required will be 

displayed

2. Submit SCFA Application Form.

2.3 Submit SCFA Withdrawal Form (continued).
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Step 6: Fill in the 

Period of Approved 

Subsidy

Content Page

Step 7: Indicate the 

Beneficiary’s 

attendance during 

period of approved 

subsidy

If the Beneficiary has 

not met attendance 

rate requirements, 

you will have to 

indicate at least 1 

calendar Month/Year 

in which attendance 

was not met

If the Beneficiary has 

met attendance rate 

requirements, the 

month and year fields 

will be hidden

2. Submit SCFA Application Form.

2.3 Submit SCFA Withdrawal Form (continued).
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Step 8: Fill in the 

necessary details

Content Page

Step 9: Upload 

the supporting 

documents

Step 10: Click 

‘Submit’ after 

filling in all the 

required fields 

and submitting 

the mandatory 

supporting 

documents

2. Submit SCFA Application Form.

2.3 Submit SCFA Withdrawal Form (continued).
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You will be directed to the ‘View SCFA Withdrawal Details’ page after successfully submitting the SCFA

Withdrawal Form.

Upon submission, the 

withdrawal will be in 

the ‘New’ status

The SCFA Withdrawal 

Reference ID at the 

top of the ‘View SCFA 

Withdrawal Details’ 

page

If the Beneficiary ID Number corresponds to 

a Registered Person in SSNet One, the 

‘Name of Beneficiary’ field will be 

displayed accordingly

If the Beneficiary ID Number is not 

registered in SSNet One, ‘-’ will be 

displayed in this field

2. Submit SCFA Application Form.

2.3 Submit SCFA Withdrawal Form (continued).
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3. Search SCFA Applications.

Step 2: Click 

‘SCFA 

Applications’ 

You will be 

directed to the 

‘SCFA 

Applications 

Search’ page

Content Page

Step 1: Click 

‘SCFA Schemes’ 

on the 

navigation bar
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3. Search SCFA Applications (continued).

Step 4: Select 

the criteria to 

perform the 

search

You will be able 

to search via 

Beneficiary’s 

Birth 

Certificate, 

Applicant’s 

NRIC, or 

Application ID

Step 3: Select 

the Application 

Type
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Step 3: Enter 

the 

Beneficiary’s 

Birth Certificate 

Number

Step 4: Click to 

search for the 

SCFA 

Applications 

submitted

You will be able to view a list of the SCFA Applications tagged to the Beneficiary’s Birth Certificate Number 

under your Centre.

You can click 

the Application 

ID to view more 

information on 

the ‘View SCFA 

Application 

Details’ page

3.1 Search All SCFA Applications.

3.1.1 Search via Beneficiary’s Birth Certificate Number.

You can sort the 

columns when 

viewing the list 

of Applications

Step 2: Select 

‘Beneficiary’s 

Birth Certificate 

Number’

Step 1: Select 

‘All’



Quick Reference Guide

3. Search SCFA Applications 

32Content Page

3.1 View All SCFA Applications.

3.1.2 Search via Applicant’s NRIC/FIN.

Step 3: Enter 

the Applicant’s 

NRIC/FIN

Step 4: Click to 

search for the 

SCFA 

Applications 

submitted

You will be able to view a list of the SCFA New Applications tagged to the Applicant’s NRIC/FIN. Note that as 

Appeal and Withdrawal applications do not require you to fill in the Applicant’s NRIC/FIN, you will not be able 

to search for Appeal and Withdrawal applications using this search criteria.

Step 2: Select 

‘Applicant’s 

NRIC/FIN’

Step 1: Select 

‘All’

You can click 

the Application 

ID to view more 

information on 

the ‘View SCFA 

Application 

Details’ page

You can sort the 

columns when 

viewing the list 

of Applications
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3.1 View All SCFA Applications.

3.1.3 Search via Application ID.

Step 3: Enter 

the Application 

ID

Step 4: Click to 

search for the 

SCFA 

Applications 

submitted

You will be able to view the SCFA Application tagged to the Application ID.

Step 2: Select 

‘Application ID’

Step 1: Select 

‘All’

You can click 

the Application 

ID to view more 

information on 

the ‘View SCFA 

Application 

Details’ page

You can sort the 

columns when 

viewing the list 

of Applications



Quick Reference Guide

4. View New SCFA Application 

34Content Page

On the ‘View SCFA Application Details’ page, the ‘Application Details’ tab displays the information 

captured in each section of the Application Form:

Application Type, Particulars of Beneficiary, Particulars of Applicant, Contact Details, Income Details, 

Particulars of Immediate Family Members, Terms of Consent, Details of SCFA Subsidy and Start-Up 

Grant, Declaration By the SCC/SSCC.

4. View New SCFA Application.

4.1 View New SCFA Application Details.

4.1.1 Application Details – View Application Form Sections.
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4. View New SCFA Application.

4.1 View New SCFA Application Details.

4.1.1 Application Details – View Application Form Sections (continued).
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In the Supporting Documents tab, you will be able to add additional attachments to the application after 

submission.

Step 2: Upload 

the relevant 

attachments

Step 4: Click 

‘Save’ to add the 

supporting 

documents

You can click 

‘Remove 

Document’ to 

remove the 

selected 

document

Step 1: Click to 

add supporting 

documents

Content Page

Step 3: Indicate 

the document 

type for each 

document 

uploaded

4. View New SCFA Application.

4.1 View New SCFA Application Details.

4.1.2 Supporting Documents – Add Attachment.
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In the Supporting Documents tab, you will be able to disable existing attachments if they were uploaded in 

error.

Step 2: Click on 

‘Delete’ to 

confirm the 

disabling of the 

document

The disabled 

document will 

still be listed in 

the Supporting 

Documents tab 

but will not be 

downloadable

Step 1: For 

documents 

uploaded in error, 

click on the ‘-’ 

icon to disable 

the document

Content Page

4. View New SCFA Application.

4.1 View New SCFA Application Details.

4.1.3 Supporting Documents – Delete Attachment.
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You will be able to check if additional documents are required for your submitted applications by referring 

to the ‘Status of Document Submission’ section under the Supporting Documents tab. 

Content Page

4. View New SCFA Application.

4.1 View New SCFA Application Details.

4.1.4 Supporting Documents – Document Submission Status.

When ‘Pending Outstanding Documents’ is indicated by the MSF Officer, an email notification will be sent to 

the email address linked to the application submitter’s SSNet One account.

If the application is pending outstanding documents, you 

will be able to view the document(s) required, comments 

and deadline for submission indicated by the MSF officer
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5. View SCFA Appeal Application.

5.1 View SCFA Appeal Application Details.

5.1.1 Supporting Documents – Add Attachment.

In the Supporting Documents tab, you will be able to add additional attachments to the application after 

submission.

Step 2: Upload 

the relevant 

attachments

Step 4: Click 

‘Save’ to add the 

supporting 

documents

You can click 

‘Remove 

Document’ to 

remove the 

selected 

document

Step 1: Click to 

add supporting 

documents

Step 3: Indicate 

the document 

type for each 

document 

uploaded
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5. View SCFA Appeal Application.

5.1 View SCFA Appeal Application Details.

5.1.2 Supporting Documents – Delete Attachment.

In the Supporting Documents tab, you will be able to disable existing attachments if they were uploaded in 

error.

Step 2: Click on 

‘Delete’ to 

confirm the 

disabling of the 

document

The disabled 

document will 

still be listed in 

the Supporting 

Documents tab 

but will not be 

downloadable

Step 1: For 

documents 

uploaded in error, 

click on the ‘-’ 

icon to disable 

the document
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5. View SCFA Appeal Application.

5.1 View SCFA Appeal Application Details.

5.1.3 Supporting Documents – Document Submission Status.

You will be able to check if additional documents are required for your submitted applications by referring 

to the ‘Status of Document Submission’ section under the Supporting Documents Tab. 

When ‘Pending Outstanding Documents’ is indicated by the MSF Officer, an email notification will be sent to 

the email address linked to the application submitter’s SSNet One account.

If the application is pending outstanding documents, you 

will be able to view the document(s) required, comments 

and deadline for submission indicated by the MSF officer
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6. View SCFA Withdrawal Application.

6.1 View SCFA Withdrawal Application Details.

6.1.1 Supporting Document – Add Attachment.

In the Supporting Documents tab, you will be able to add additional attachments to the application after 

submission.

Step 2: Upload 

the relevant 

attachments

Step 4: Click 

‘Save’ to add the 

supporting 

documents

You can click 

‘Remove 

Document’ to 

remove the 

selected 

document

Step 1: Click to 

add supporting 

documents

Step 3: Indicate 

the document 

type for each 

document 

uploaded
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6. View SCFA Withdrawal Application.

6.1 View SCFA Withdrawal Application Details.

6.1.2 Supporting Document – Delete Attachment.

In the Supporting Documents tab, you will be able to disable existing attachments if they were uploaded in 

error.

Step 2: Click on 

‘Delete’ to 

confirm the 

disabling of the 

document

The disabled 

document will 

still be listed in 

the Supporting 

Documents tab 

but will not be 

downloadable

Step 1: For 

documents 

uploaded in error, 

click on the ‘-’ 

icon to disable 

the document
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6. View SCFA Withdrawal Application.

6.1 View SCFA Withdrawal Application Details.

6.1.3 Supporting Document – Document Submission Status.

You will be able to check if additional documents are required for your submitted applications by referring 

to the ‘Status of Document Submission’ section under the Supporting Documents Tab. 

When ‘Pending Outstanding Documents’ is indicated by the MSF Officer, an email notification will be sent to 

the email address linked to the application submitter’s SSNet One account.

If the application is pending outstanding documents, you 

will be able to view the document(s) required, comments 

and deadline for submission indicated by the MSF officer
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