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General Information 
 
 
1.  To enter 

i) Only in the fields that are highlighted in light yellow background. To 
ignore all fields that are highlighted in orange background 

ii) All fields with a √  are mandatory. 
 
2.  The following tabs must be entered in sequence 

i) Relief Teacher Ex-MOE Declaration 
ii) Preferred Teaching Medium, Level, & Subject 
iii) Personal Data 
 

3.  You may save a copy of your application after you have completed all tabs 
listed in Para 2.  To save, you can scroll down to the bottom of any of the screens, 
the “Save as Draft” button will be surfaced for you to save.  Please note that if 
data is not entered properly & correctly, the button will not be surfaced for 
action and you would not be able to save your application. 
 
4.  Upon saving a draft copy, the system will generate a password for you. This 
password is required for your login to update your draft application. If you are a 
Singapore/SPR, the Login ID is your NRIC number. If you are a foreigner, an 
applicant number will be generated as your login ID. Please note that the password 
is case-sensitive. 
 
5.  The following tabs are mandatory to enter before the system allows the 
applicant to submit his/her application. 

i) Relief Teacher Ex-MOE Declaration 
ii) Preferred Teaching Medium, Level, & Subject 
iii) Personal Data 
iv) Address 
v) Education [at least 1 level must be given] 
vi) Declaration 

 
6.  If you are a Foreigner, you will be given an applicant number when a draft 
copy of application is saved. Please take note that the applicant number is the 
Login ID for your future logins.  
 
7.   Once your application has been submitted successfully, you will not be able 
to updates or make further changes. For any updates or changes, you may email 
to MOE_SPU@moe.gov.sg
 
8.  For academic qualification such as GCE ‘O’ Level/GCE ‘A’ Level, the results 
of each sitting must be entered in each screen. Do not combine the results of 2 or 
more sittings in one screen.  
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Main MOE website.  
Alternatively you may logon the direct website address (http://rsms.moe.gov.sg). 

 

1

 
Step 1: Click ‘Here’  
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Screen 1  

 

2

 
Step 2: Select ‘New application’  
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Screen 2  
*Please ensure that this screen is updated before clicking on ‘next’ 

 

3a

3b
4

5

 
Step 3:  
(a)If you are not an ex-MOE teacher; select “No”. 
(b) If you are an ex-MOE teacher; select “Yes” at Step 3a, and you will be 
prompted for Input for “Employment Period”. Experience as a former Relief 
Teacher is not considered.  
Note:    
(i) Please enter the period of employment as an ex-MOE teacher. 
(ii) If you have forgotten, please enter the period from 01.01.2006 to 31.01.2006  
 
Step 4: Select the Preferred Working Scheme (applicable for ex-MOE teacher only) 
 
Step 5: Click ‘Next’  
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Screen 3 
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6a

6b

 
Step 6:  
(a) Preferences 

Select Medium, Level and Subject preferred to teach in sequence. The 
screen will refresh automatically as you make the selection.  

(b) Period Available  
From  start date applicant is available for appointment 
To end date applicant is available for appointment 

 
Step 7: Once the page is completed, click ‘Personal Data’, which is the next tab.  
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 Screen 4 

 

8a
8b

8c
8d

8e 8f

8g 

8h
8i

 

8j 

10 

 
Step 8:  

(a) Title   To enter either Mr, Miss, Mrs or Mdm ONLY. 
(b) ID Name Name entered must be the same as shown on your               

NRIC.  
(c) Sex   Choose from button provided 
(d) Birth Date  In DDMMYYYY format. 
(e) Nationality   Choose from the Drop-down list 
(f) Country of Birth Choose from the Drop-down list 
(g) Race   Choose from the Drop-down list 
(h) Identification Type (i) If you are a Singaporean*, choose Singapore Pink 

NRIC. You need not enter details for Issue Date & 
Expiry Date. 
(ii) If you are a SPR*, choose Singapore Blue NRIC. 
You need to put in Issue date and Expiry date. 
(iii) If you are foreigner, you need to input the issue date 
and expiry date. 

(i) Identity Number Enter the NRIC number  
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(j) Religion Data Choose accordingly.  If you encounter problem in this 
field, you may choose ‘Others’ as the religion. You may 
then enter your religion type in ‘Other 
Religion/Denomination’ . 

 
*Do not choose ‘Student Pass’ if you are not a foreigner with Student Pass. 
You should choose the NRIC type if you holding a Singapore Pink or Blue 
NRIC. 
 
Step 9: Complete the entry for all the necessary fields and hit the “Return” key.  
 
Step 10: Once you have reached this stage, you may wish to save a copy of your 
application in draft. A password will be generated. Please take note of the 
password to update draft application. If you are a foreigner, an applicant number 
will also be generated. Otherwise, please proceed to Step 11.  
 
Message displayed for a draft application 

 8



Step-by-step Guide on Online Application (Relief Teacher)  

 

 

11 

 
 
Step 11: Select the next tab “Addresses” 
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Screen 5 

 

 

 
12g 

12d

12a

12f 12e

12c

12b

12i

12h

13

 

 
Step 12: 

(a) House Block No  House number or block number 
(b) Sty/Unit   Unit number.‘#’ is not required 
(c) Street    Name of Street, eg. Ang Mo Kio Street 23  
(d) Building   Name of Building, eg Rivervale Mansion 
(e) City/Postal Code 6 digits postal code. No spacing or other 

character is allowed. 
(f) Telephone No   8 digits phone number.  No spacing or other   

Character is allowed. 
(g) Other Contact Details Choose from ‘drop-down’. Enter the number of  
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mobile phone. No spacing or other character is 
allowed. 

(h) Email  Please enter a valid email address. The outcome 
of the application will be sent to this email 
address. 

(i) Payslip Option  Choose preferred option. 
 
Remark: Click on ‘Save as Draft’ if you wish to save a copy of your application at 
this point.  
 
 
Step 13:  To surface more tabs. Click on the arrow in the right hand corner, you 
can see some more tab which you may need to enter. Such as ‘Education-Tertiary, 
Previous employment, Declaration’ 
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Screen 6 

 

14

 
 
Step 14: Select Academic Level, such as GCE ‘O’ Level or GCE ‘A’ Level etc.  
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Screen 6: GCE ‘O’ Level Tab 

 

15b15a 16

 
 
Step 15: Update GCE ‘O’  Level 

(a) Start Date   Start Date of level/course 
(c) To Date No update is needed, ie. just ignore and proceed to           

next Field.  
(d) Year obtained The year qualification is obtained. 
(e) Name of Exam Input the name of examination as stated on your  
      (as in certificate) academic certificate. 
(f) Year of exam The year of exam. It must be the same as ‘Year 

Obtained’. 
(g) Language Medium  Choose the medium from the Drop-down list. 
       of Exam  
(h) School  Name of school as stated on certificate  
(i) Grade Type  Choose ‘GCE ‘O’ level from the Drop-down list 
(j) No of level passes Enter the number of passes for Grade Type chosen 
(k) Subject  Choose the subjects from the Drop-down list 
(l) Grade   Choose the grades for GCE ‘O’ Level from the   

  Drop-down list. 
 
Note: If you do not hold a GCE’O’ Level qualification, you may enter the equivalent 
level and indicate the name of examination as in Step 15d.  
 
Reminder: Complete the entry for all the necessary fields and hit the “Return” key.  

15j

15e
15c

15f

15d

15g 15i15h

15k
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Step 16 (if applicable) : Update qualification for more than 1 sitting 
If you have attempted more than 1 sitting for your GCE ‘O’ Level, please click on 
‘Next’ and enter accordingly from Step 15(a) to Step 15(i). 
 Screen 7 

 

17c

17g 

17a

17j 

17e

17b

17d 17f
17h 

18

17m
17k

17i

17l

 
Step 17 (if applicable) : Update GCE ‘A’ Education 

(a) Start Date   Start Date of level/course 
(b) To Date No update is needed, ie. just ignore and proceed to 

next    Field.  
(c) Year obtained The year qualification is obtained. 
(d) Name of Exam Enter the name of examination as stated on your 

certificate (as in certificate) 
(e) Year of exam The year of exam. It must be the same as ‘Year 

Obtained’. 
(f) Language Medium  Choose the medium from the Drop-down list. 

of Exam  
(g) School  Name of school as stated on certificate  
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(h) Grade Type  Choose from the Drop-down list 
(i) No of Level Passes Enter according to your qualification 
(j) General Paper Pass Choose from the Drop-down list 
(k) Overall Grade Optional or enter Pass/Fail 
(l) Subject  Choose the subjects from the Drop-down list 
(m)Grade Choose the corresponding grade for ‘A’ Level subjects 

and ‘AO’ levels from the Drop-down list. 
 
Note: If you do not hold a GCE’A’ Level qualification, you may enter the equivalent 
level and indicate the name of examination as in Step 17e.  
 
Step 18 (if applicable) : Update qualification for more than 1 sitting 
If you have attempted more than 1 sitting for your GCE ‘A’ Level, please click on 
‘Next’ and input accordingly from Step 17(a) to Step 17(m). 
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19

 
Step 19:  To surface more tabs.  
Click on the arrow in the right hand corner, you can see some more tab which you 
may need to enter. Such as ‘Education-Tertiary, Previous employment, 
Declaration’ 
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Screen 8 

 

20j

20d
20e 

20c

20k 

20f

20b20a

20g
20h 

21

20l 

20i

20n

20m 

20p 
20q

20o

20r 
20s

 
Step 20 (if applicable) : Update Diploma 

(a) Start Date    Start Date of level/course 
(b) To Date No update is needed, ie. just ignore and proceed 

to next Field.  
(c) Educational /Tertiary Choose ‘Diploma’ from the Drop-down list. 
(d) Certificate   Choose from the Drop-down list. 
(e) Title of Certificate   Enter the name of examination as stated on your  

     certificate 
(f) Year obtained  Enter as stated on certificate. 
(g) Assessment Indicator  Choose from the Drop-down list#. 
(h) Mode of Course  Full-Time; Part-Time; Full-time/Part Time##. 
(i) Did you obtained…  Choose from Drop-down list. 
(j) Duration attended  In whole number only eg ‘3’ for 3 years and  

‘6’ for 6 months 
(k) Grade Point Average (Optional). Enter if available. Only enter whole  

Number with 2 decimal places.   
(l) Branch of study  Choose from the Drop-down list 
(m)Minor Subject  Choose from the Drop-down list 
(n) From(start of course) Month(MM) and Year(YYYY) format  
(o) To(completion of course) Month(MM) and Year (YYYY) format 
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(p) 1st Institution Attended Name of Institution attended 
(q) Country     Location of Institution attended 
(r) 1st Institution Issuing Qual To enter same as (p) 
(s) Country    To enter same as (q)  

 
# Choices available are  

i. Conferred Qualification 
ii. Coursework without or with examination 
iii. Examination only without coursework 
iv. Project/Research/Thesis 

 
Note: choose (ii) if you have attended the course as a full-time student. 
 
## Choices available are 

i. Full-time 
ii. Part-Time 
iii. Full-time/Part-Time 

 
Note: choose (i) if you did your course as a full-time student. 
 
Hit the return key to refresh screen. 
 
Step 21 (if applicable) : Update qualification for more than 1 diploma 
If you have attained more than 1 diploma, please click on ‘Next’ and enter 
accordingly from Step 20(a) to Step 20(s). 
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22j

2d
22e 

22c

22k 

22f

22b22a

22g
22h 

22

22l 

22i

22n

22m 

22p 
22q

22o

22r 
22s

 
Step 22 (if applicable) : Update Degree 

(a) Start Date    Start Date of level/course 
(b) To Date No update is needed, ie. just ignore and proceed 

to next Field.  
(c) Educational/Tertiary  Choose ‘Diploma’ from the Drop-down list. 
(d) Certificate   Choose from the Drop-down list. 
(e) Title of Certificate   Enter the name of examination as stated on your  

certificate 
(f) Year obtained  Enter as stated on certificate. 
(g) Assessment Indicator  Choose from the Drop-down list#. 
(h) Mode of Course  Full-Time; Part-Time; Full-time/Part Time##. 
(i) Did you obtained…  Choose from Drop-down list. 
(j) Duration attended  In whole number only eg ‘3’ for 3 years and  

‘6’ for 6 months 
(k) Grade Point Average (Optional). Enter if available. Only enter whole  

Number with 2 decimal places.   
(l) Branch of study  Choose from the Drop-down list 
(m)Minor Subject  Choose from the Drop-down list 
(n) From (start of course) Month(MM) and Year(YYYY) format  
(o) To (completion of course) Month(MM) and Year (YYYY) format 
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(p) 1st Institution Attended Name of Institution attended 
(q) Country   Location of Institution attended 
(r) 1st Institution Issuing Qual To enter same as (p) 
(s) Country   To enter same as (q) 

 
 
# Choices available are  

i.Conferred Qualification 
ii.Coursework without or with examination 
iii.Examination only without coursework 
iv.Project/Research/Thesis 

 
Note: choose (ii) if you have attended the course as a full-time student. 
 
## Choices available are 

i.Full-time 
ii.Part-Time 
iii.Full-time/Part-Time 

 
Note: choose (i) if you did your course as a full-time student. 
 
Key the return key to refresh screen. 
 
Note: If your highest academic qualification entered is a Masters degree, you are 
required to enter your Basic Degree or Honours Degree, whichever is applicable. 
 
Step 23 (if applicable) : Update qualification for more than 1 degree 
If you have attained more than 1 degree, please click on ‘Next’ and enter 
accordingly from Step 22(a) to Step 22(s). 
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24j

24d
24e 

24c

24k 

24f

24b24a

24g
24h 
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24l 

24i

24n

24m 

24p 
24q

24o

24r 
24s

 
Step 24 (if applicable) : Update Professional Qual(Training Cert) 

(a) Start Date    Start Date of level/course 
(b) To Date No update is needed, ie. just ignore and proceed 

to next Field.  
(c) Educational/Tertiary  Choose ‘Diploma’ from the Drop-down list. 
(d) Certificate   Choose from the Drop-down list. 
(e) Title of Certificate   Enter the name of examination as stated on your  

certificate 
(f) Year obtained  Enter as stated on certificate. 
(g) Assessment Indicator  Choose from the Drop-down list#. 
(h) Mode of Course  Full-Time; Part-Time; Full-time/Part Time##. 
(i) Did you obtained…  Choose from Drop-down list. 
(j) Duration attended  In whole number only eg ‘3’ for 3 years and  

‘6’ for 6 months 
(k) Grade Point Average (Optional). Input if available. Only input whole  

Number with 2 decimal places.   
(l) Branch of study  Choose from the Drop-down list 
(m)Minor Subject  Choose from the Drop-down list 
(n) From(start of course) Month(MM) and Year(YYYY) format  
(o) To(completion of course) Month(MM) and Year (YYYY) format 
(p) 1st Institution Attended Name of Institution attended 
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(q) Country   Location of Institution attended 
(r) 1st Institution Issuing Qual To enter same as (p) 
(s) Country   To enter same as (q) 

 
 
# Choices available are  

i.Conferred Qualification 
ii.Coursework without or with examination 
iii.Examination only without coursework 
iv.Project/Research/Thesis 

 
Note: choose (ii) if you have attended the course as a full-time student. 
 
## Choices available are 

i.Full-time 
ii.Part-Time 
iii.Full-time/Part-Time 

 
Note: choose (i) if you did your course as a full-time student. 
 
 
Step 25 (if applicable) : Update qualification for more than 1 professional 
qualification. 
If you have attained more than 1 professional qualification, please click on ‘Next’ 
and enter accordingly from Step 24(a) to Step 24(s). 
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Screen 8 

 

26 

 
Step 26: Update Declaration 
To provide answers for all questions listed. Upon completion, press the “Enter” key.  
The “Submit” button will be surfaced for your submission if all necessary fields are 
entered correctly.   
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Message for successful submission 

 
 
You may wish to refer to “Check Application Status” to check the status of your 
application from the next day.  
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