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Hazardous Substances (HS) Licence / Permit User Guide 
 

1 How to Get Started 
 

1.1 Access Main Menu 
 

1. Go to the PCLS Main Menu as shown below. 

 

 
 

2. Click on the application link to access the corresponding applications. 

3. You will be prompted for login if you have not already done so. 

 

 

 

 

 

 

 

 



 

2 Hazardous Substance 
 

This section describes how to use the various functional modules in the system for 

Hazardous Substance Licence / Permit application. The main functional modules are: 

 

• New Licence / Permit Application 

• Amendment / Inclusion of Licence / Permit Application 

• Change of CBR (Company Business Registration) 

• Appointment of New Holder 

• Renewal Licence / Permit Application 

• Licence / Permit Application Enquiry 

 

 

3 Hazardous Substance Licence / Permit Application 
Verification 

 

3.1 Verification Selection 
 

This screen allows user to choose the type of login.   

 

        
 

 

3.2 Reference ID login 
 

This screen caters for user to access the application previously created by entering the 

reference ID issued.   

 

This screen is displayed after user chose ‘New – With Reference ID’ in the verification 

type selection. 

 



 
 

 

 

 

3.3 Existing Licence / Permit Holder login 
 

This screen caters for login by valid licence / permit authorised user.  The user has to key 

in the Licence/Permit number, Login Authorised NRIC / Employment Pass No and the 

given Business Ref ID for the licence/permit. By default, the login authorised NRIC / 

Employment Pass No is the licence/permit holder NRIC / Employment Pass No for each 

newly generated licence/permit. 

 

       

 
 

3.4 Hazardous Substance Menu 
 

Upon successful login, the following menu page for Hazardous Substance is displayed. 

 

 
 

Click on ‘Application for Hazardous Substances Licence / Permit’ to proceed. 



4 Change of Mailing Address / Authorised Personnel 
 

4.1 Change of Mailing Address 

 

Click on the ‘Change of Mailing Address / Authorised Personnel’ link from the 

application main menu shows the Mailing Address / Authorised Personnel screen. 

 

 
 

 
 



Update the Part 1: Particulars of firm for the mailing address and click the ‘Update’ 

button. Upon successful update, application menu page will be shown. 

 

4.2 Change of applicant email address 

 

Update the Part II: Particulars of Applicant and click the ‘Update’ button. Upon 

successful update, application menu page will be shown. 

 

4.3 Change of Login Authorised Personnel 

 

Update the Part III: Particulars of Login Authorised Personnel and click the ‘Update and 

Email Ref No’ button. Upon successful update, application menu page will be shown. 

Please note that only the newly updated authorised personnel could login into this 

licence/permit in the next login and emails indicating the next authorised personnel and 

the business reference id for this licence/permit will be sent to both licence/permit holder 

and the next updated authorised personnel. 

 

5  Retrieve Business Reference ID 
 

5.1 Retrieve Business Reference ID 

 

At the login verification screen, key in the Licence / Permit No and the Login Authorised 

NRIC / Employment Pass No. By default, the login authorised NRIC / Employment Pass 

No is the licence/permit holder NRIC / Employment Pass No for each newly generated 

licence/permit. 

 

 
 

Click on ‘here’ link under Retrieve your business ref ID? shows the notice page below. 

 



 
 

Click on the ‘Next’ button to proceed to retrieve the business reference id. Emails 

indicating the login authorised user for this licence/permit and the business reference id 

will be sent to both licence/permit holder and the login authorised user. 

 

 

6 New Application for Hazardous Substance Licence/ 
Permit 

 

6.1 Selection 
 

This screen allows user to choose the type of application to apply. Select ‘New 

Licence/Permit’ for the Purpose of Application. 

 

        

  
Upon clicking [Next] button, company profile page is displayed 



 

 

6.2 Company Profile 
 

This function allows users to add / edit company and applicant profile.  

 

 



 
 

Click [Next] button to save the company and applicant details. 

 

6.3 Application Menu 
 

 

 
 



 
 

Storage Premise List displays the list of storage premise for the application. User may 

perform the following: 

 

• Click ‘Add Storage Premises’ link to add new storage premise 

• Click ‘View/Edit existing Storage Premises’ link to view/edit existing storage 

premises 

 

6.3.1 Storage Premises List  
 

Storage premise listing displays a list of site records created in the application.   

 

 
 

 



6.3.2 Add Site from existing Company Site 
 

This page will be displayed if there are existing sites for the company.  . 

 

 
 

To select an existing site, click on a site radio button and click ‘Create Selected Site’ 

button to create the site from existing company site. 

 

 

6.3.3 Add New Site 
 

This function allows user to add new site by entering new site details.   

 



 
 

6.3.4 Hazardous Substances Listing 
 

From 6.3 Application Menu, click on the ‘View and Edit existing Hazardous Substances’ 

link shows the listing of the Hazardous Substances setup in the application.   

 

 
 

6.3.5 Add / Edit Hazardous Substance 
 

This function allows users to add / edit hazardous substance and assign site or mode of 

transport to the hazardous substance. To edit, click on the Hazardous Substance name in 



the listing above. To add new Hazardous Substance, click the [Add HS] button at the 

bottom of the listing above. 

 

  

 
 

Select the Hazardous Substance Name to be added. Select either Storage Premise(s) 

mode or Transport mode (if storage premise is not needed for this Hazardous Substance) 

from the radio buttons provided. Lastly tick the checkboxes accordingly to the mode that 

you have selected and click the [Next] button to save. 

 

 

6.3.6 Edit Hazardous Substance Details 
This function allows users to edit the Hazardous Substance details.  This function is 

accessed via the Hazardous Substance listing by clicking on one of the HS Details link of 

the Hazardous Substance. 

 



 
 

 

6.3.7 Transportation Details 

 

This function allows user to enter transportation details by clicking the ‘Add / Edit 

Transportation Details’ link from 6.3 Application Menu. 

 

 



 

6.4 Remarks 
 

This function allows user to enter remarks for the application.  This function is accessed 

by clicking the “Add/Edit Remarks” link from 6.3 Application Menu. 

 

 
 

 

6.5 Cancel Application 
 

The user is allowed to cancel the application prior submission.  The application will be 

considered void after the cancellation. 

 

From 6.3 Application Menu, click on the [Cancel Application] button. 

 

 
 

System will prompt for confirmation of deletion. Click [OK] button to cancel. 

 

 



 

6.6 View and Submit Application 
 

The user before submitting the Application can view the application details.  

The user can view it by clicking the link under ‘View/Submission’ section from 6.3 

Application Menu. 

 

 

 
 

 

 

 



 
 

 Click on the [Submit Application] button to submit the application. 

 

7 Amendment Application for Hazardous Substance 
Licence / Permit 

 

This function allows a licence / permit holder to apply for amendment and inclusion to 

an existing Hazardous Substance (HS) Licence / Permit. 

 

7.1 Selection 
This screen allows user to choose the type of application to apply.   

 

 
 



7.2 Application Menu 
 

This page is displayed upon selection of application purpose and type.   

 

Entries to the various sections of the application will be similar to that in ‘New’ 

application type.  Only changed values to the licence/ permit will be captured in the 

application and displayed to the officers for processing. 

 

 

 
 

7.3 View and Submit Application 
 

The user before submitting the Application can view the application details.  

The user can view it by clicking the link under ‘View/Submission’ section from 7.2 

Application Menu. 

 

 

 



 

 

 
Click on the [Submit Application] button to submit the application. 

 



8 Renewal for Hazardous Substance Licence / Permit 
 

This function allows a licence/ permit holder to renew Hazardous Substance (HS) 

Licence / Permit. 

 

To access this function, the applicant has to login using his Licence/ Permit ID.  

 

The applicant may choose to renew and amend the licence / permit or just apply for 

renewal without amendments. 

 

 

 
 

• Select ‘Renewal With Amendment’ or ‘Renewal Without Amendment’ for purpose of 

Application and the period of renewal. 

• Application menu is displayed upon clicking ‘Next’ to submit the page.   

 
8.1 Renewal With Amendment 
 

If the applicant chooses to renew with amendments, the steps of application will be the 

same as that for new application. 

 

8.2 Renewal Without Amendment 
 

If the applicant chooses to renew without amendment, he may proceed to make payment. 

 

Upon clicking ‘Next’, the Submission Confirmation page is displayed. 

 

 



8.2.1 Submission 
 

At the Application Details Confirmation page as shown in 7.3 View and Submit 

Application, click on [Submit Application] button to proceed. The following page is 

displayed: 

 

 

 

 

 

 

 
 

To return to Main Menu, click on ‘Return to Main Menu’. 

To proceed to payment of renewal fee, click on ‘Proceed to Payment’.   

 

 

9 Change of Company CBR for Hazardous Substance 
Licence / Permit 

 

This function allows a licence/permit holder to change the company CBR (Company 

Business Registration Number) for Hazardous Substance (HS) Licence / Permit. 

 

To access this function, the applicant has to login to the system using his Licence/ Permit 

ID. 

 

The applicant has to enter the new Organization ID (Company CBR number). 

 

 

 

 

 



 
 

 

 

 

 

 

 

 

 

 

 Application menu will be displayed upon submission of this page. 

 

Licence/Permit information of the licence/permit holder and the company will be 

displayed for this application and allowed changes. 

  

The steps for entry of application will be the same as that for ‘New’ application type. 

 

 

10 Addition of Holder for Hazardous Substance Licence / 
Permit 

 

This function allows a licence / permit holder to appoint a new Hazardous Subtance 

licence / permit holder based on his licence / permit information. 

 

To access this function, the applicant has to login to the system using his Licence/ Permit 

ID. 

 



The applicant has to enter the identification number of the new holder.  The organization 

ID may be changed if required. 

 

 

 

 

 

 

 
 

Licence / Permit information of the login holder will be displayed for this application and 

allowed changes. 

  

The steps for entry of application will be the same as that for ‘New’ application type. 

 

 

11 Application Status Enquiry 
 

Application status enquiry allows applicant to enquire on their application status.  This 

function is accessed from the ‘Status of Applications’ link in the main menu of the 

system after login with reference ID or licence/ permit number. 

 



 
 

 

11.1 Open Status 
The following application list is displayed for applications that have not yet submitted for 

processing. 

 

 

 
 

As the application is still pending for submission, no action is provided.  The applicant 

may continue to file the application from ‘Application for Hazardous Substance Licence / 

Permit’ link in the Hazardous Substance Menu above. To view the application, clicks on 

the ‘View Application’ hyperlink. 

 

11.2 Submitted Status 
The following application list is displayed for an application that has been submitted and 

being processed by the officer. 

 

Under Action column, ‘Request for cancellation’ and ‘Request for Edit’ link, applicant is 

to click on the link to activate a request to the officer. The officer is to cancel or change 

the application to allow editing. 

 



 
 

At this stage, the applicant may still request to cancel or edit the application.  The officer 

is to cancel the application or change the status to allow editing. 

 

The applicant may view the application by clicking on the application code hyperlink. 

 

11.3 Approved Status 
The following application list is displayed for an application that has been approved by 

the officer. 

 

 
 

At this stage, the applicant may still request to cancel or edit the application.  The officer 

is to cancel the application or change the status to allow editing. 

 

The applicant may view the application by clicking on the application code hyperlink. 

 

The applicant is to acknowledge the application if the application is in place by clicking 

‘Acknowledge Approval’ hyperlink. 

 

11.3.1 Acknowledge Approval 
 

The following screen is displayed after clicking ‘Acknowledge Approval’ from the 

previous screen : 

 



 
 

To cancel the application, click ‘Back’. 

 

To acknowledge and proceed with payment, click on ‘Yes, Proceed to Pay’. 

 

To make further amendments, ie. to request to edit the application, click on ‘No, I wish to 

Make Amendments’. 

 

12 Payment 
12.1 Payment Mode Selection 

 

The following screen is displayed after clicking ‘Yes, Proceed to Pay’.   

 

This screen provides the option to make payment via the following payment modes : 

• Pay by Credit Card 

• Pay by Internet Banking 

• Pay by GIRO 

 

 
 

Click on the payment mode to access the payment function. 

 

12.2 Credit Card Payment 
 

The following screen is displayed after clicking ‘Pay by Credit Card’. 

This screen provides the link to eNets Credit, a credit card payment mechanism provided 

by Public Service Infrastructure (PSi). 

 



 
 

To find out more information about eNets Credit, click on ‘here’.   

 

To proceed to pay, click on ‘Submit Payment’. 

 

The following screen is displayed, showing the amount payable. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on eNets Credit logo to proceed with payment or click ‘Cancel Payment’ to abort 

the payment. 

 



The following screen is displayed upon clicking eNets Credit logo: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter the required credit card information and click ‘Submit’ to proceed. 

 

 

 

 



 

Upon submission from the previous screen, the following confirmation page is displayed: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Upon successful completion of the transaction, the following receipt is displayed : 

 
 

 

The applicant is advised to print out a copy of the receipt for reference. 



 

12.3 Internet Banking Payment 
The following screen is displayed after clicking ‘Pay by Internet Banking’ from the 

payment mode selection screen.  This screen provides the link to eNets Debit, an internet 

banking payment mechanism provided by Public Service Infrastructure (PSi). 

 

 

 

 

 

 

 

 

 
 

To find out more information about eNets Debit, click on ‘here’.   

 

To proceed to pay, click on ‘Submit Payment’. 



The following screen is displayed, showing the amount payable. 



Click on eNets Debit logo to proceed with payment or click ‘Cancel Payment’ to abort 

the payment. 

 

The following screen is displayed upon clicking eNets Debit logo: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

The applicant is to select the bank for payment transaction.  At the time of printing, the 

banks available for payment are POSBank, Citibank and UOB Bank.  The applicant is to 

have a valid internet banking account with the selected bank. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

The following describes the internet payment transaction using POSBank payment 

facilities : 

 

After selecting ‘POSBank’ from the previous screen, the following is displayed : 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter the required account information and click ‘Submit’. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

The following screen is displayed : 

 

 
 

Enter the account information and click ‘Submit’. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

The following screen is displayed : 

 

 
 

Enter the internet banking password and click ‘Submit’. 

 

 

 

 

 

 

 

 

 



 

Upon successful completion of the transaction, the following is displayed : 

 

 
 



 

The following receipt is displayed : 

 

 
 

Applicant is advised to print out the receipt for reference. 

 

 

12.4 GIRO 
 

GIRO payment mode is available only for ‘Renewal’ application.  The officer will verify 

whether the applicant has a valid GIRO account before proceeding to issue the licence/ 

permit.  

 

If the applicant does not have a valid GIRO account, the officer will request the applicant 

to make online payment (via eNets Credit or eNets Debit). 

 


