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About this Quick Reference Guide 

Purpose & Objective 

This quick reference explains step-by-step guide to apply for NEW, AMEND, RENEW and 
CANCEL application for Security Officer’s Licence in LicenceOne system. 
 

Audience 

• Security Officer’s (SO) 

 

Pre-Requisite 

• Security Officer’s will login LicenceOne using their SingPass Credentials. 

• Security Officer’s to have valid Licences for submitting Amend, Renew and Cancel Application. 

• User can click here to find LicenceOne online guide on the general usage of LicenceOne 

System.  

  

https://licence1.business.gov.sg/web/frontier/help/introduction
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Quick Ref 1: Apply for New SO Licence 
 

➢ Step 1: Click on the link to access LicenceOne website. 
 

➢ Step 2: Click on ‘LICENCE APPLICATION’  
 
 

 
 

➢ Step 3: Select ‘APPLY FOR NEW LICENCE’  
 

 
 
 
 
 
 

https://licence1.business.gov.sg/
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➢ Step 4: Select ‘SPF’ from Government Agencies List  
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➢ Step 5: To select Security Officer’s Licence (SO) licence, click ‘Add to Selection’  
 

 
 

➢ Step 6: After selecting the SO licence, click on PROCEED button. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



© CrimsonLogic Pte Ltd                        Private information - to be distributed to users only.                                 7 

 
 

➢ Step 7: Licence details page is displayed. Click on Apply button. 
 

 
 
 
 

➢ Step 8: System will prompt you to login. Login using your SingPass 
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➢ Step 9: Fill the General Information Page and click NEXT. 
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➢ Step 10: Fill the SO Application form and click PROCEED  
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➢ Step 11: Upload the required supporting documents by clicking on the UPLOAD 
button.  
Click NEXT once all the supporting document are uploaded. 
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➢ Step 12: Review the filled application and check the Declaration. Click ‘Submit’ 
Button.
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➢ Step 13: System prompt you to make payment. Payment to be made via Online. 
 

 
 

➢ Step 14: Once Payment is done online, the application is submitted successfully. 
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Quick Ref 2: Amend Existing SO Licence 
 

Update of Biodata 

 
➢ Step 1: Login LicenceOne via your SingPass Credential. 

 
➢ Step 2: Select AMEND EXISTING LICENCE 

 

 
 

➢ Step 3: System will redirect to Licence page. 
 Select the Licence for which you wish to do this Amendment. 
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➢ Step 4: System will redirect to Amendment Page. 
 Select the Amendment Type ‘Update of Biodata’ and click NEXT 
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➢ Step 5: Fill the General Information Page and click NEXT. 
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➢ Step 6: Fill in the ‘Update of Biodata’ amendment form and click PROCEED 
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➢ Step 7: Upload the required supporting documents page is displayed to upload 
documents if any. 

 
 
 

➢ Step 8: Review the filled application and check the Declaration.  
Click ‘Submit’ Button. 
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➢ Step 9: System displays the Acknowledgement page to confirm, application is 

submitted successfully. 
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Update of Training Record and Experience 

 
➢ Step 1: Login LicenceOne via your SingPass Credential. 

 
➢ Step 2: Select AMEND EXISTING LICENCE 

 

 
 

➢ Step 3: System will redirect to Licence page. 
 Select the Licence for which you wish to do this Amendment. 
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➢ Step 4: System will redirect to Amendment Page. 

 Select the Amendment Type ‘Update of Training Record and Experience’ and click 
NEXT 
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➢ Step 5: Fill the General Information Page and click NEXT. 
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➢ Step 6: Fill in the ‘Update of Training Record and Experience’ amendment form and 
click PROCEED 

 

 



© CrimsonLogic Pte Ltd                        Private information - to be distributed to users only.                                 25 
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➢ Step 7: Upload the required supporting documents page is displayed to upload 
documents if any. 

 
 

➢ Step 8: Review the filled application and check the Declaration.  
Click ‘Submit’ Button. 
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➢ Step 9: System displays the Acknowledgement page to confirm, application is 
submitted successfully. 
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Quick Ref 3: Renew Existing SO Licence 
 
➢ Step 1: Login LicenceOne via your SingPass Credential. 

 
➢ Step 2: Select RENEW EXISTING LICENCE 
 

 
 
➢ Step 3: System will redirect to Licence page. 

 Select the Licence for Renewal. 
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➢ Step 4: System will redirect to Renewal Page. 
Fill the Acknowledgement Number and Licence Number 
Click NEXT 
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➢ Step 5: Fill the General Information Page and click NEXT.
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➢ Step 6: Fill in the Renewal form and click PROCEED 
 

 
➢ Step 7: Upload the required supporting documents page is displayed to upload 

documents if any. 
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Step 8: Review the filled application and check the Declaration. Click ‘Submit’ Button. 
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➢  Step 9: System prompt you to make payment. Payment to be made via Online. 
 

 
 
 

➢  Step 10: Once Payment is done online, the application is submitted successfully. 
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Quick Ref 4: CANCEL Existing SO Licence 
 
➢ Step 1: Login LicenceOne via your SingPass Credential. 

 
➢ Step 2: Select CANCEL EXISTING LICENCE 

 
 

 
 
 
 

➢ Step 3: System will redirect to Licence page. 
 Select the Licence for Cancellation. 
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➢ Step 4: System will redirect to Cancel Page. 

 Select the Licence you wish to Cancel and click NEXT 
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Step 5: Fill the General Information Page and click NEXT.
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➢ Step 6: Cancel form is displayed with Licence details. 

Click PROCEED 
 

 
 

➢ Step 7: Upload the required supporting documents page is displayed to upload 
documents if any. Click NEXT 
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➢ Step 8: Review the filled application and check the Declaration.  
Click ‘Submit’ Button. 
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➢ Step 9: System displays the Acknowledgement page to confirm, application is 
submitted successfully. 

 

 
 
 

 


