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introduction

to Absentee Payroll Funding e-Service

,t\

SkillsFuture for Business is the one-stop portal for
Enterprises to explore information and resources on
relevant jobs and skills initiatives under SkillsFuture
Singapore (SSG) and Workforce Singapore (WSG).

Absentee Payroll (AP) Funding is an e-Service on
SkillsFuture for Business to declare information and
receive AP disbursements.



absentee payroll

As part of SSG and WSG’s commitment to Enterprises, the AP claim process has been
streamlined to enhance the Enterprise user experience!

/ The Absentee Payroll Claim Process \

Enrolment: Training Partner (TP) will submit
trainee(s) enrolment on behalf of your Enterprise
in Training Partners Gateway*

AP Declaration: Enterprise receives an email to

submit AP Declaration with required information
O including salary and worked hours for the

trainee(s); and update PayNow details. Corppass is

required to login to the AP Funding e-Service.

AP Disbursement: Enterprise receives AP
disbursement(s) via PayNow. /

*Important Note

Please ensure you provide TP with your company’s Unique Entity Number
(UEN), who is the direct employer of the trainee(s) that also provides salary,
statutory benefits, etc. The UEN will be utilised for verification purposes as
part of the funding disbursement process.




logging in

to Absentee Payroll Funding e-Service

The Absentee Payroll Funding e-Service found on
SkillsFuture for Business is only accessible to users with
the assigned Corppass credentials.

Enterprises will be notified via email when trainee(s)
have been successfully enrolled by Training Partner(s);

and receive a separate email to proceed with Absentee
Payroll Declaration.

I Setting up Corppass

Logging in to Absentee Payroll Funding e-Service




If you are not the
Corppass Administrator,
you will need to approach
your organisation’s
Corppass Administrator
for assignment of
Corppass to access the e-
Service.

setting up corppass

Action Required by Your Organisation’s Corppass Administrator:

1.

2
3.
4

Login to Corppass website at www.corppass.gov.sg.
Select 'SSG-WSG E-SERVICES' under "SKILLSFUTURE SINGAPORE AGENCY”
Assign at least one user to the role EPJS ENTERPRISE USER.

Assigned user(s) will be able to submit AP Claim. This role should be assigned
to the employee who manages the transactions with SSG and WSG.

For More Information on Corppass:

Website: www.corppass.gov.sg

Corppass Helpdesk: (65) 6335 3530
Monday to Friday: 8am - 8pm
Saturday: 8am - 2pm

Closed on Sunday and Public Holiday

Email: support@corppass.gov.sg



http://www.corppass.gov.sg/
http://www.corppass.gov.sg/
mailto:support@corppass.gov.sg

— logging in to AP Funding e-Service —

o Go to SkillsFuture for Business e-Services page at https://skillsfuture.gobusiness.gov.sg/e-services

/e Select ‘Claim Absentee Payroll (AP)’ \ /e In the Pre-Login page, select ’Login\

For Enterprises

Funding, Payments, and Claims

Please access the login below to submit or manage your claims.

You will require a Corppass account as well as the Corppass role

e-Service Description “EPJS user”. ;
Submit a claim for AP funding to help defray - & &) Login

the manpower cost incurred when you send
User Guides and Information

: : \/OUI' employees for certifiable skills ’rralnlng. Absentee Payroll Funding claim submission (PDF, 1470 KB)
............................................... Corppass roles and descrptions for SSGAWSG o

\_ AN /

7 P

Claim Absentee
Payroll (AP) (3

Please note the screens are for illustrative purposes and are subject to changes.


https://skillsfuture.gobusiness.gov.sg/e-services
https://skillsfuture.gobusiness.gov.sg/e-services
https://skillsfuture.gobusiness.gov.sg/e-services

paynow

for enterprises

PAY NOW

As part of Whole-of-Government Digital Initiative,
PayNow will be the Default Mode for AP Funding
Disbursement to Enterprises.



You Must Setup PayNow in the AP Funding e-
Service to Receive the Disbursement!

 First time login: For first-time login, you will be
prompted to enter your PayNow details.

- Before submitting AP Declaration you will be
prompted to enter your PayNow details if you have
not already done so.

Naote: Absentee Payroll is disbursed via PayNow (UEN). To receive your
claim payout conveniently, please set up your PayNow (UEN) with any
PayNow participating banks.

= Click here for the list of PayNow participating banks. —

5 PayMNow (UEN) PayMow (UEN ] Q

- @ PayNow Verification Required &=

A For more information on PayNow, please visit
https://www.abs.org.sg/consumer-banking/pay-now
Alternatively, contact your local bank on how to link your
corporate account to PayNow

paynow for enterprises

Update PayNow

Keep Your PayNow Details Up-to-Date!

If there are changes to your PayNow details, you
may update the details via the following steps:

1. Select & profile icon at the top right hand
corner.

2. Update PayNow UEN details and save.

| UEN |
Enterprise Name:

1 Emterprise Address:
0 Hame:

Email:

Contact Number,

Please note the screens are for illustrative purposes and are subject to changes
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dashboard

for absentee payroll

Upon logging in to the e-Service, Enterprises will be
directed to the “"SFEC Training Claims” tab. Enterprises
need to click on the “AP Funding” tab, where they
will be directed to their Unique Dashboard, to check
the status of their AP Declaration submission (e.g.
pending for action or paid).



enterprise dashboard

= l In the section Absentee Payroll Declaration, you will see 1) the number of items pending for your action, if 1
D . any (e.g. pending declaration or payment); 2) the utilisation summary* in last 2 years starting from 2022.

>

-
5K||_|_5'ﬂ¢fure SG Courses SFEC Training Claims AP Funding SME Status

Absentee Payroll Declaration

B Absentee Payroll Utilisation Summary” (only utilisation in last 2 years will be shown)

For 2022
$1,052.50

Disbursed

With effe. om 1.January 2022, Absentea Peyroll (AP) funding will be cap
Please refer to the AP Claim O r FAQs and the

ped at $100,000 per ente
Entemrize Portal for Jobs and Skiis for other

Select Course Run Year

cluding Absentae Fayrod fund

Search by Course Title or Course

Pending Completed

$98,947.50

Balance

ng under Workiare Skills Support Scheme

You can view a summary of:

+ Pending Declaration
* Pending Payment
+ Payment Completed

Paid

With effect from 1 January 2022, the AP funding will be
capped at S$100,000 per enterprise per calendar year.

Note: This cap does not apply to AP funding under
Workfare Skills Support Scheme.

- .

What disbursements are included in the cap?

2

* All AP funding for Course Runs starting from 1 January 2022, excluding
those under Workfare Skills Support Scheme

+ Cap applies on a yearly basis based on the disbursement date (i.e. Eligible
disbursements made in 2023 will fall under the cap for 2023 regardless of
Course Run Start Date). In-flight AP transactions that are being processed
or pending SSG's further verification will also be considered in determining
whether the annual cap has been exceeded.

Refer to FAQ on Page 28 for more details on how you can tally the

\disbursement received in the calendar year

A\

*Utilisation summary is the sum of paid grants, excluding any amounts recovered. For example,
the paid sum will be $40 if a grant amount of $20 was recovered from the original paid sum of $60.

Please note the screens are for illustrative purposes and are subject to changes.

DA



enterprise dashboard

! You will also be able to see the status of your declaration (e.g. Pending or Completed).

-
- v =
5K||_|_5'ﬁu_‘ure SG Courses SFEC Training Claims AP Funding SME Status
= Absentee Payroll Utilisation Summary” (only utilisation in last 2 years will be shown)
For 2022
$1,052.50 $98,947.50
Disbursed Balance
ear (excluding Absentae Fayroll funding under ‘Workiare Sklis Support Scheme
Search by Course Title or Course¢ Select Course Run Year
[‘ ;3 Pending Completed Courses that require Enterprise action
will have the £k icon displayed
Click on the Course Title, to perform
Course Title the AP Declaration Course Reference Number Course Run Absentee Payroll
2 Introduction to Economics A TGS-2021003020 04-06-2021 - 02-10-2021 $0.00
Identification Trainee Name Absentee Payroll Status
Number
SEXXXXKXX Trainee $0.00 PENDING DECLARATION

No Of Trainees

Remarks

Pao

Please note the screens are for illustrative purposes and are subject to changes.



enterprise dashboard

—
—

. You can check the status of your AP Disbursement in the Completed section. If it has been |
- : disbursed, it will show PAID. !

>

- .
5K||_|_5‘fu{urg SG Courses SFEC Training Claims AP Funding SME Status P 6 (_')
I Absentee Payroll Utilisation Summary” (only utilisation in last 2 years will be shown)
For 2022
$1,052.50 $98,947.50
Disbursed Balance
e Fayroll funding under ‘Workiare Skills Support Scheme,
Please refer to the AP Claar
\)
* Only Course Runs with Paid or Not
Search by Course Title or Course Select Course Run Year Appllcable Stat.us will appear in the
Completed section.
Pending Completed % + Course Runs that are Processing will
be under the Pending section
Course Title Course Reference Number Course Run Absentee Payroll No Of Trainees
@ Introduction to Finance TGS-2020000622 17-07-2020 - 17-07-2020 1
Identification Trainee Name Absentee Payroll Status Disbursement Remarks
Number Date
SXOVOXXXX Trainee $20.00 [ Pap | 11.08-2020

Please note the screens are for illustrative purposes and are subject to changes.



—
—

disbursement.

1
1
1
-~ 1

>

enterprise dashboard

The disbursement date should tally with the date that your Enterprise will receive the

- .
5K||_|_5‘fu{urg SG Courses SFEC Training Claims AP Funding SME Status P 6 (_')
I Absentee Payroll Utilisation Summary” (only utilisation in last 2 years will be shown)
For 2022
$1,052.50 $98,947.50
Disbursed Balance
e Fayroll funding under ‘Workiare Skills Support Scheme,
Please refer to the AP Claar ((\
@ Manually sum the Absentee Payroll funding
amount for the claims with the disbursement
Search by Course Title or Course Select Course Run Year date stated in the bank statement to tally the
total disbursed amount
Pending Completed % « Expand the “Course Title” to view the
L disbursement date )
Course Title Course Reference Number Course Run Absentee Payroll No Of Trainees
@ntroduction to Finance TGS-2020000622 17-07-2020 - 17-07-2020 1
Identification Trainee Name Absentee Payroll Status Disbursement Remarks
Number Date
SYHOKXXXX Trainee $20.00 [ Pap | 11-08-2020

Please note the screens are for illustrative purposes and are subject to changes.



grant lapse
overview

for absentee payroll

From 19 December 2025, Enterprises can monitor AP
Funding approaching lapse dates and those that have
lapsed via the “Grant Lapse Overview"” page
available under the "AP Funding” tab.



Grant Lapse Overview

! Under ‘AP Funding’ tab, click ‘Grant Lapse Overview’ in the dropdown list.

b e e e e e e e e e e e e e e e e e e e e e e e e = = = = = -

= = 1
- I
SKILLS-ﬂd’LU’e SG Courses SFEC Training Claims AP Funding
AP Funding
1 Grant Lapse Overview
Absentee Payroll Declaration Requested Report

9

Pending Declaration

SME Status

Search by Course Title or Course Select Course Run Year m

Pending Completed

Course Title

@ Introduction to Economics A

Identification Trainee Name
Number
53.9.9.9.9.0.¢.¢.4 Trainee

Course Reference Number Course Run

TGS-2021003020

Absentee Payroll

$0.00

04-06-2021 - 02-10-2021

Status

PENDING DECLARATION

Paid

Absentee Payroll

$0.00

No Of Trainees

Remarks




Grant Lapse Overview

smLLs‘ﬁd_uyg sG Courses SFEC Training Claims AP Funding . EEIESEE

[ A The maximum date range allowed between the ‘Grant Lapse Date -

From' and ‘Grant Lapse Date - To' is 3 months

L 5 g4 | | Select Grant Status -
____________________________________ J

Mote: Ensure your date is in DD-MM-YYYY format. Report Download Criteria:

Select "Pending Declaration” or "Pending Eligibility Check” to view grants approaching the Grant
Lapse Date, or "Cancelled” to wview grants cancelled (lapsed) after the Grant Lapse Date.

No items to show. ..

0 records

Ve

What is Grant Lapse Date?

The Grant Lapse Date is set at 8 months (240 days) from Course Run End Date (CRED)

The maximum date range allowed between the 'Grant Lapse Date - From' and 'Grant Lapse Date - To' is 3 months (90 days)
N




Grant Lapse Overview

Enter the mandatory fields: ‘Grant Lapse Date - From’ and ‘Grant Lapse Date To’...

e o e e e e e e e e e e e e e e o e e e Em mm e mm e mm e mm e Em e mm m mm mm mm mm Em e mm mm e mm mm mm R e mm m mm mm e e e e mm e mm mm e = e o

=
- Ld
SK|LLM8 5G Courses SFEC Training Claims AP Funding . [EEISRCIENE F I 3N0)
November, 2025 3
« < Today b »
Mon Tue Wed Thu Fri
3 4 5 6 7
e —_—————————————— 10 11 12 13 14 -
I 01112025 - | e || Select Grant Status .
_______________________ = ==
Mote: Ensure your date is in DD-MM-YYYY format. Report Download Criteria:
Select "Pending Declaration” or "Pending Eligibility Check” to view grants approaching the Grant
Lapse Date, or "Cancelled” to wview grants cancelled (lapsed) after the Grant Lapse Date.

No items to show. ..

0 records




Grant Lapse Overview

L 01-11-2025 | 30-11-2025 &8 1( Select Grant Status .
____________________________________ ~ Vo
Mote: Ensure your date is in DD-MM-YYYY format. Select Grant Status N
v Check” to view grants approaching the Grant

Pending Declaration
"9 ied (lapsed) after the Grant Lapse Date.

Pending Declaration: The AP Funding is pending AP Declaration submission by the Enterprise.
Paid: The AP Funding has been paid out successfully.

Pending Eligibility Check: Enrolment has been successfully created for the Trainee. The grant is pending disbursement checks before AP Declaration is enabled for the
Enterprise. The Enterprise should check with the Training Provider whether the disbursement criteria have been met.

Cancelled: The AP Funding is cancelled automatically because it failed to meet disbursement criteria before the Grant Lapse Date. Only AP Funding that are cancelled (lapsed)
automatically upon reaching the Grant Lapse Date will be displayed here.

Paid
Pending Eligibility Check
No items to show. .. Cancelled
0 records
fWhat do the different grant statuses mean? @

)




smLL-_.;‘ﬁ;,{uyg sG Courses SFEC Training Claims AP Funding . EEIESEE

01-11-2025

Mote: Ensure your date is in DD-MM-YYYY format.

No items to show. ..

0 records

i

30-11-2025

Grant Lapse Overview

e Once the (i) ‘Grant Lapse Date - From’, (ii) ‘Grant Lapse Date To' and ‘Grant Status’ fields are

filled, click ‘Search’.

&

\
Cancelled Jl |

Report Download Criteria:
Select "Pending Declaration” or "Pending Eligibility Check” to view grants approaching the Grant
Lapse Date, or "Cancelled” to wview grants cancelled (lapsed) after the Grant Lapse Date.




— I
= =

-

Grant Lapse Overview

The relevant records will be displayed.

e o e e e e e e e o e e e e e e o e e e Em mm e mm e mm e mm e Em mm Em mm e mm mm mm mm Em e mm mm e mm mm mm e e mm m mm m e e mm e e mm mm mm mm e = e o

>

SKlLLs-ﬂo{ure SG Courses SFEC Training Claims

01-11-2025

MNote: Ensure your date is in DD-MM-YYYY format.

Training Course
Provider Name  Reference
Number
ABC Training

) TGS-2025XX XXX
Provider

e 30-1

Course Title

Training Course
ABC

AP Funding SME Status

2-2025 ] Cancelled

F———=
I X Generate Report

Report Download Criteria: N
Select "Pending Declaration” or "Pending Eligibility Check” to view grants approaching the Grant
Lapse Date, or "Cancelled” to view grants cancelled (lapsed) after the Grant Lapse Date.

Trainee ID Course Start Course End Date  Grant Lapse Status Absentee Payroll
Date Date
SKAXX123A 24-06-2025 26-06-2025 26-11-2025 Cancelled $414.00

Funding
Agency

SkillsFuture
Singapore

If there are no records, the 'Generate Report' function will not be available, and no records will be displayed on this ‘Grant Lapse

Overview' page

f?

Please note that grants in "Pending Declaration” and 'Pending Eligibility Check’ status may be automatically cancelled after the Grant Lapse Date

Please submit the AP application if your grant is in 'Pending Declaration’ status, or check with your training provider whether disbursement criteria has been met if your grant is in ‘Pending Eligibility Check’ status.

« Appeals on cancelled (lapsed) grants will not be accepted.

Pao




grant lapse
status report

for absentee payroll

& T

From 19 December 2025, Enterprises can generate AP
Grant Lapse Status Report via the “Requested
Report” page under “AP Funding” tab.



— - | Click ‘Generate Report’ button to see generated records in an Excel file format ,

-

Requested Report

e o e e e e e e e o e e e e e e e e e e o mm mm e mm e mm e mm e e e Em mm e mm mm mm mm Em mm mm mm e mm mm mm R e mm e mm mm mm mm e e e mm e mm e e e o

>

(
SME Status r _______________ PI)LA

A yellow banner will appear to confirm that the

« Please note that grants in "Pending Declaration’ and 'Pending Eligibility Check’ status may be automatically cancelled after the Grant Lapse Date.

« Please submit the AP application if your grant is in 'Pending Declaration’ status, or check with your training provider whether disbursement criteria has been met if your grant is in 'Pending Eligibility Check' status.

« Appeals on cancelled (lapsed) grants will not be accepted.

SKILLS-ﬂd’LU’e SG Courses SFEC Training Claims AP Funding generation of report has been initiated
I Report Generation initiated x |
I —
01-11-2025 sz ] 30-12-2025 ] Cancelled Ml Q Search | l
MNote: Ensure your date is in DD-MM-YYYY format. Report Download Criteria: N——————
Select "Pending Declaration” or "Pending Eligibility Check” to view grants approaching the Grant \
Lapse Date, or "Cancelled” to view grants cancelled (lapsed) after the Grant Lapse Date.
Training Course Course Title Traines 1D Course Start Course End Date  Grant Lapse Status Absentes Payrell Funding
Provider Name  Reference Date Date Agency
Number
ABC T e _ _ 3 Ti g Coursa } _ _ Sills Fubuwe
BC Training GS202500000 g LU SO0 23R 24-06-2025 25062025 26-11-2025 Cancalled £414.00 HETE
Provider ABC Smgapona




—
—

-

>

Requested Report

dropdown list

To view report generated, click ‘AP Funding’ tab and select ‘Requested Report’ from the

SKILLS-ﬂd’LLVe SG Courses SFEC Training Claims AP Funding SME Status

AP Funding
Grant Lapse Overview

I Requested Report

S
01-11-2025 sz ] 30-12-2025 s Cancelled M & Generate Report
Note: Ensure your date is in DD-MM-YYYY format. Report Download Criteria:
Select "Pending Declaration” or "Pending Eligibility Check” to view grants approaching the Grant
Lapse Date, or "Cancelled” to view grants cancelled (lapsed) after the Grant Lapse Date.
Training Course Course Title Traines ID Course Start Course End Date  Grant Lapse Status Absantes Payroll
Provider Name  Reference Date Date
Number
AEC Traiming Traning Course

TES- 2025000

. SR 123A 24.06-2025 26-06-2025 26-11-2025 Cancelled £414.00
Provider ABC

« Please note that grants in "Pending Declaration” and 'Pending Eligibility Check’ status may be automatically cancelled after the Grant Lapse Date.

« Please submit the AP application if your grant is in 'Pending Declaration’ status, or check with your training provider whether disbursement criteria has been met if your grant is in ‘Pending Eligibility Check' status.

« Appeals on cancelled (lapsed) grants will not be accepted

Funding
Agency

SkillsFutura
Smgapore

Bao




Requested Report

g . Once report generation is successful, click the link under ‘File Name’ to download the Grant |
- : Lapse Status Report !

- @ "
5K||_|_5'ﬂ¢fure SG Courses SFEC Training Claims AP Funding SME Status p & ('_)

01-11-2025 & 30-12-2025 i) Cancelled v & Generate Report

Report Download Criteria:
Select "Pending Declaration” or "Pending Eligibility Check" fo view grants approaching the Grant
Lapse Date, or "Cancelled” to view grants cancelled (lapsed) after the Grant Lapse Date.

MNote: Ensure your date is in DD-MM-YYYY format

File Name Status Message Created On
Report generation process started at 28-10-25 17.562:23.
Grant_Lapse_Status_Report_lllzxg‘%SlZ_OOI188.x|sx Success Report successfully generated at 28-10-25 17:52:25 28-10-2025 17:52:23
v ((\\\
A link will be generated for the Once the report has been
request. Enterprises to click on the generated, the status will
link to download the AP Grant Lapse display as ‘Success'

Status Report in Excel format




Requested Report

T T R T T T
| Enterprises will see the generated records in an Excel file format !

e o e e e e e e e e e e e e e e o e e e Em mm e mm e mm e mm e e mm Em mm mm mm mm mm mm Em mm mm mm e mm mm mm e mm mm m mm m e mm mm e e mm e mm e e e o
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x" Autosave (@ off ) B © ~ ¥  Grant_Lapse Status Report 11122025_1716_GL-2512 -001234567 - Read-Only & (@ No Label « Last Modified: 13m ago ~ [Elikemsie

File Home Insert Draw Page Layout Formulas Data Review View Automate Help  PDF-XChange

Cut — - | = = i Amm - AutoS
Ifl'-j & Cu [Callbn v]['l'l v] A A = = |—|| Ao 25, Wrap Text [Genelal v] E % Bad E @ 2. AutoSur
[ Copy ~ " = Fill «
Paste B T = = =& 5= Merge & Center  ~ $ - % 9 ‘ 0 o Condlhgnal Formatas | - 4 Neutral Insert Delete Format
- <& Format Painter Formatting ~  Table~ | > ~ - 0 Clear ~
Clipboard ] Faont N Alignment [ Number (] Styles Cells

C15 v

A A B | c D . 3 | F G H | ) | K

3 Report Generation Training Provider Name Course Refrence Number Course Title Trainee ID  Course Start Date  Course End Date  Grant Lapse Date Status Absentee Payroll Funding Agency 1
g 11-12-2025 ABC Training Provider  TGS-2025X300(XX Training Course ABC  SXXXX123A 01-04-2025 01-04-2025 27-11-2025 Cancelled 13.5 SkillsFuture Singapore |
g 11-12-2025 ABC Training Provider  TGS-2025X3CXXXX Training Course ABC  SXXXX123B 01-04-2025 01-04-2025 27-11-2025 Cancelled 13.5 SkillsFuture Singapore |
g 11-12-2025 ABC Training Provider  TGS-2025X3CXXXX Training Course ABC SXXXX123C 01-04-2025 01-04-2025 27-11-2025 Cancelled 13.5 SkillsFuture Singapore |
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declaration

for absentee payroll

AP Declaration -
Important Information for Submission



ap declaration page

2= ! Select Course Title to go to the Absentee Payroll Declaration page !
= - sKiLLSTuture s Course FEC Training Claims ME Statu fao

4 the Course Information

and  Absentee Payroll
Information sections, you will
be able to:

» View course information

+ Enter Monthly Salary and
Hours Worked per week

for eligible employees,
\where required. J

s declaration Is req

Monthly Salary’ refers to the Fixed A

Table 1: Definition of Fixed Monthly Salary

< Things To Note
e T ayi0il De: ¢ bout 5 minutes to complete

mployers defray the manpower costs incurred when they send their

Fixed Monthly Salary Components

Excluded from Fixed Monthly Salary

Course Information

Training Provider Training Provider ABC

Course Title: atroduction to Econon

Course Reference
Number:

-

Absentee Payroll Information (Mandatory Inputs are marked with *)

‘ Course Information ~
e ——

Course Start
Date:

Course End Date:

Identification  Trainee Name Monthly Salary Hours Worked Per Status Funding Agency Absentee Payroll Date  Remarks
2 Number Week
XXXXXXX Talr Pendir e
gapo
3
—~————————

tee Payroll under Workfare l ©

Please note the screens are for illustrative purposes and are subject to changes.

In the Things To Note an\d
Instructions sections, you can
find important information on:

How long does it take to
complete the Declaration

* Information needed

e How to calculate fixed

Kmonthly salary j
+ Cancel to exit and leave Q

Declaration as pending in the

dashboard.

+ Save to save a draft of the
Declaration. Note: only one
draft for all Declaration may be
saved at any time. If you have a
draft saved and attempt to
save another draft, a message
will prompt you to confirm
your new draft which will
overwrite the previous.

e Submit to submit  the
Declaration.




ap declaration page

In the Absentee Payroll Information section, you may select the trainees to be included in |
the Declaration, and subsequently enter the monthly salary and hours worked per week |

: ()
o

Course Information

Course Information A

Training Provider: Training Provider ABC
Course Title: Introduction to Economics Course Start 04-06-2021
Date:
Course Reference TGS-2021003020 Course End Date: 02-10-2021
Number:
Absentee Payroll Information YMandatory inputs are marked with *)
Identification Trainee Name Monthly Salary Hours Worked Per Status Funding Agency Absentee Payroll Disbursement Date Remarks
2 Number Week
= = SkillsFuture
@ SXXXXXXXX Trainee 0 0 Pending Declaration , $0.00
Singapore

% Trainee details are not editable by default. \

+ Select the checkbox of the trainee(s) to include and provide information for Declaration.

* Monthly salary and hours worked per week are required if the course attended started
before 1 January 2022 OR the trainee is eligible for Absentee Payroll under Workfare
\ Skills Support Scheme. Otherwise, input of these details is optional.

) @/ﬂ\

Please note the screens are for illustrative purposes and are subject to changes.



ap declaration page

Absentee Payroll Declaration

You are now submitting the declaration, please ensure all data
is accurate. Click OK to proceed with submission, or cancel to
go back and make changes.

All checkboxes must be
selected to be able to
submit the Declaration.

Please note the screens are for illustrative purposes and are subject to changes.



other
information

o

— 2
o

4%
FYNE

Other Information on Absentee Payroll Funding for
Enterprises

I AP Status Definition

AP Notification



absentee payroll status

Status Definition

Status Description Amount

Enrolment successfully created for trainee

Pending Eligibility Check Pending checks before AP Declaration enabled for action

Pending Declaration Pending Enterprise AP Declaration

. * Enterprise has submitted AP Declaration $AP Amount
Processing . :
» AP Declaration payment in process
Paid * Enterprise has submitted AP Declaration $AP Amount
« AP Disbursement paid
Not Applicable « Trainee is not eligible for AP Funding
Cancelled * Enrolment or AP Declaration has been cancelled prior to any payment
Pending Recovery « Recovery of AP Funding initiated $Recovery Amount
Recovered « AP Funding successfully recovered $Recovery Amount

DA



absentee payroll notification

From 1 Jan 2026, Enterprises will receive the following email

notifications regarding SSG/WSG Absentee Payroll Funding:

1.

When trainees have been successfully enrolled in a course by the Training
Partner.

When an Absentee Payroll Declaration is ready for Enterprises’ action in
the AP Funding e-Service.

When an Absentee Payroll Funding has been cancelled.

When grant(s) is approaching lapse dates* in the current and following
month

When grant(s) have lapsed* in the previous two months

A *On the 15t of every month, Enterprises will be notified on (A) grants that are approaching their lapse dates and (B) those that have
lapsed via 2 channels: Bell Notification on SkillsFuture for Business and Email



Frequently Asked Questions
on

@ Absentee Payroll Funding

@ Grant Lapse Overview and Requested Report

@ Eligibility Criteria

@ Absentee Payroll Declaration



frequently asked questions

General Questions on Absentee Payroll Funding (1/2)

——————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————————

: Q: What is Absentee Payroll (AP) Funding? i
\ A: Absentee Payroll (AP) Funding is a grant to help employers defray the manpower costs incurred when they send their :
. employees for certifiable skills training. AP is funded based on the actual number of hours attended by the trainee.
For training outside working hours, AP Funding will be given to the employers to defray the overtime pay that was paid to their !
employees. Hence to qualify for AP Funding, employers will have to pay their employees overtime pay in accordance with their !

i Human Resource (HR) policy. |

Note: AP Funding is not applicable to on-the-job training (OJT) hours.
Q: How do Enterprises apply for AP Funding? |
\ A: For courses with course run start date on or after 1 November 2020, Enterprises will not need to apply for AP Funding. The |
\ Training Partner will enroll trainee(s) in Training Partners Gateway (TPGateway) on behalf of Enterprises. Following this,
. Enterprises will be notified to submit AP Declaration in the AP Funding e-Service for eligible trainee(s).

: Q: How can | prevent my AP Funding from lapsing? |
i A: If your AP Funding is in 'Pending Declaration' status, submit your AP application before the Grant Lapse Date. If your grantis |
. in 'Pending Eligibility Check' status, liaise with your Training Provider (TP) to ensure all disbursement criteria are met. l



frequently asked questions

General Questions on Absentee Payroll Funding (2/2)

Q: What are the funding rates for employer-sponsored training?
A: The table below summarises the prevailing AP Funding rates:

Funding Rates under the
Funding Rates for

Course Start Date Normal Funding Rates (with effect from 1 July 2012)

(with effect from 1 July 2023)
Before 1 January 80% of hourly basic salary (capped at  80% of hourly basic salary (capped at  95% of hourly basic salary, capped at

2022 $4.50 per trainee-hour) $7.50 per trainee-hour) $13 per hour.

(Only applicable for Singapore
On or after 1 $4.50 per hour, capped at $100,000 per enterprise per calendar year citizens aged 30 years & above, with
January 2022 salary up to $2,500)


https://www.ssg.gov.sg/programmes-and-initiatives/training/enhanced-training-support-for-smes.html
https://go.gov.sg/jz1hqf
https://go.gov.sg/jz1hqf

frequently asked questions

General Questions on Grant Lapse Overview and Report (1/3)

Q: What is the Grant Lapse Overview and Requested Report?
A: The Grant Lapse Overview is a feature that allows Employers to monitor grants approaching grant lapse date and/or lapsed
grants. The Requested Report feature allows Employers to generate Grant Lapse Status report based on search parameters.

i Q: How can | submit a request to generate the Grant Lapse Status report?
. A: To generate a Grant Lapse Status report:
' 1. Under "AP Funding” tab, click on “Grant Lapse Overview".
2. Enterthe mandatory fields

*  Grant Lapse Date - From

* Grant Lapse Date - To

*  Grant Status
3. Click on the “Search” button. The relevant records will be displayed.
4. Click on the "Generate Report” button to submit your request.

Important Notes:

* The maximum date range allowed between the “Grant Lapse Date - From” and “Grant Lapse Date - To"” is 3 months.

* If there are no records, the “Generate Report” function will not be available, and no records will be displayed on the “Grant
Lapse Overview” page.

. Q: What is the Grant Lapse Date?
. A: The Grant Lapse Date is the deadline after which grants will be automatically cancelled (lapsed) if they remain in 'Pending
' Declaration' and 'Pending Eligibility Check' statuses. It is set at 8 months (240 days) from the Course Run End Date (CRED).



frequently asked questions

General Questions on Grant Lapse Overview and Report (2/3)

i Q: What do the different grant statuses in the Grant Lapse Overview mean?

A

* Pending Declaration: The AP Funding is pending AP Declaration by the Employer. !

: « Paid: The AP Funding has been paid out successfully.

« Pending Eligibility Check: Enrolment has been successfully created for the Trainee. The AP Funding is pending :
disbursement checks before AP Declaration is enabled for the Employer. Employer to check with the Training Provider if

: the disbursement criteria have been met.

« Cancelled: The grant is cancelled automatically because it failed to meet disbursement criteria before the grant lapse !

: date. Only grants that are cancelled automatically upon reaching the grant lapse date will be displayed in the “Grant Lapse

Overview” page. .

Q: How can | access and download the Grant Lapse Status report?
A: To access and download the Grant Lapse Status report: :
! 1. Under "AP Funding” tab, click on “Requested Report”.

i 2. Under the “Filename” column, click on the link to download the Grant Lapse Status report. .

. Q: What Grant Lapse notifications will | receive, and when will | receive them? !
' A: On the 1st of each month, Employers will be notified on the grants approaching grant lapse date and/or lapsed grants through
" two channels: SkillsFuture for Business Bell Notification and Email. From January 2026, Employers may receive a monthly '
consolidated list of grants approaching lapse dates in the current and following month. From February 2026 , Employers may :
receive a monthly consolidated list of grants that have lapsed in the past two months.

___________________________________________________________________________________________________________________________________________________________________



frequently asked questions

General Questions on Grant Lapse Overview and Report (3/3)

i Q: Who will receive the Grant Lapse email notifications?
. A: Email notifications are sent to the employer’s email address specified for the specific enrolment by the Training Provider.

Q: When will my grant be automatically cancelled (lapsed)?
i A: Grants will be automatically cancelled (lapsed) 240 days after the course run end date.

___________________________________________________________________________________________________________________________________________________________________



frequently asked questions

Questions on Eligibility Criteria (1/2)

Q: What courses/training is eligible for AP Funding?
i A: When Training Partner submit trainee enrolment in TPGateway, there will be an eligibility check for AP Funding.

i Q: Is my company eligible for AP Funding? Are all employees eligible for AP Funding?
. A: In order to be eligible for AP Funding, the applicant company must meet the following criteria:

v Company must be registered or incorporated in Singapore;

v Trainees must be fully sponsored by their employer for supportable cost components (such as course fees) incurred on the
. training course;

v’ Trainees must:

! * be full-time or permanent part-time employees of the sponsoring company;

: * continue to receive their salary when they attend training;

: * have sat for and passed the examinations/ assessments where applicable; and
« complete the course whilst under employment of the sponsoring company.

v’ Trainees must be paid overtime pay in accordance with the employer’'s Human Resource (HR) policy (for training outside
working hours);

. v Non-business entities not registered with ACRA, such as VWQOs and societies, as well as sole proprietorships, are also
eligible if they meet all the above criteria.

| Note:

i With effect from 1 April 2009, government entities are not eligible for AP Funding.

This includes private entities held under a government agency whose expenditure on manpower is partially government funded.

_________________________________________________________________________________________________________________________________________________________________



frequently asked questions

Questions on Eligibility Criteria (2/2)

Q: How is an enterprise defined for the $100,000 AP cap per enterprise per calendar year (for courses starting on or after 1
January 2022)?
A: The enterprise-level cap will be implemented based on per unique entity number (UEN).

. ' Q: Can the same employee be eligible for AP Funding for different courses?
. A: Yes, as long as the employee received a salary from the employer while attending training and the courses do not overlap.

Q: Can an employee enjoy AP Funding if she/he has previously received AP Funding for the same course (e.g. sent for the same
. course by a different employer)?

. A Employees cannot receive AP Funding for the same course by the same TP, even if they switch employer. This is against the double

' funding policy. If the course is a refresher course, then the employee is eligible for AP.

Q Do | have to pay my staff overtime pay to be eligible for AP Funding? Instead, can | give them time off to make up for training
| ' after working hours?
i A: To be eligible for AP Funding for training outside working hours, you must have in place a Human Resource (HR) policy which provides
. for the payment of overtime pay* to employees for these training hours and pay your employees overtime pay for these hours, in
. accordance with the HR policy. AP Funding is given to you to defray the overtime pay paid to your employees.

* Allowance, stipulated by MOM, to be paid to employees for training conducted outside working hours, can be considered in lieu of i
| overtime pay. The amount of allowance to be paid to the employees must be in accordance with the rate(s) set out in the MOM'’s website
'\ (https://www.mom.gov.sg/faq/salary/if-i-have-to-attend-training-outside-normal-working-hours-can-i-be-paid-for-it). !

__________________________________________________________________________________________________________________________________________________________________________
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frequently asked questions

Questions on Absentee Payroll Declaration (1/2)

Q: How soon after submitting the AP Declaration will | receive Absentee Payroll disbursements?
A: For AP Declaration submitted in the e-Service, and for courses with Course Run Start Date of 1 November 2020 onwards, you will
receive AP disbursements within 2 and a half weeks.

i Q: Why are the details of some trainees available in the Declaration page for inputs while the details of other trainees are not?
. A: Trainees that are not eligible for Absentee Payroll for that course run will appear but you will not be able to include or submit an
Absentee Payroll declaration for those trainees. You can only select records of trainees who are eligible for Absentee Payroll funding to

holders only.

. Q: For courses starting on or after 1 January 2022, AP funding is at a flat rate of $4.50 per hour, capped at $100,000 per

. enterprise per calendar year. Do | still need to submit the monthly salary and hours worked per week as part of the AP
Declaration?

. A: These details are required if the course attended started before 1 January 2022 OR the trainee is eligible for Absentee Payroll under
| Workfare Skills Support Scheme. Otherwise, input of these details is optional.

. Q: Can | view details of previously submitted AP Declaration?
A: Yes, you can click on the Course Title of previously submitted AP Declaration to view submitted information.

. ' Q: How do I search for previous AP Declaration?
' A: In your dashboard, enter your search criteria into the search bar. You may search by Course Title and Course Reference Number.

__________________________________________________________________________________________________________________________________________________________________________



frequently asked questions

Questions on Absentee Payroll Declaration (2/2)

. Q: | miscalculated the monthly salary, how do I fix this? !
. A: Please contact SSG via the service portal at https://service-portal.skillsfuture.gov.sg.

. Q: | disagree with some information that was pre-populated, how can I fix this?

. A: Please contact SSG via the service portal at https://service-portal.skillsfuture.gov.sg.

. Q: Can | edit submitted/approved AP Declaration? !
A: No, once your AP Declaration has been submitted, you will not be able to edit the Declaration. For any amendments, please |
contact SSG via the service portal at https://service-portal.skillsfuture.gov.sg.

. Q: When do | have to submit the AP Declaration by?

. A: You will be notified via email when your AP declaration is ready for your action. The AP declaration is dependent upon 1) Training
' Partner submitting information in Training Partners Gateway and 2) successful completion of eligibility and disbursement checks (i.e.
assessment requirements are met, etc.). You must submit your AP declaration before the Grant Lapse Date, which is set at 8 months
(240 days) from the Course Run End Date. Grants in 'Pending Declaration' status will be automatically cancelled after the Grant
Lapse Date, and appeals on cancelled AP grants will not be accepted.

Q: Where can | get a breakdown of disbursement received from SkillsFuture Singapore?

A: From the “Completed” tab of the AP Funding page, you will be able to view the list of paid Absentee Payroll claims. Expand the
“Course Title” to view the corresponding disbursement dates. Manually sum the Absentee Payroll funding amount for the claims

+ with the disbursement date stated in the bank statement to tally the total disbursed amount. The disbursement date should tally
with the date that your Enterprise will receive the disbursement. !

___________________________________________________________________________________________________________________________________________________________________
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contact

Contact Us

Tel: 6785 5785
Service portal at https://service-portal.skillsfuture.gov.sg

Our Operating Hours
« Monday to Friday, 8.30am - 5.30pm
« Closed on Sunday and Public Holiday


https://service-portal.skillsfuture.gov.sg/
https://service-portal.skillsfuture.gov.sg/
https://service-portal.skillsfuture.gov.sg/
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