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PART A ɀ Introduction  

A1. Summary of Proposed Measures 

1. The Ministry of Law (MinLaw) will be introducing new measures to further protect conveyancing money without 

unduly compromising the efficiency of the conveyancing practice. 

 

2. Lawyers will be prohibited from holding conveyancing money except when they are: 

a. deposited in Conveyancing  Accounts with Appointed Banks  

b. deposited in Conveyancing (CPF) Accounts with Appointed Banks 

c. placed in an escrow account pursuant to an Escrow Agreement between Lawyers (e.g. for complex deals 

such as en-bloc and large commercial property) 

d. deposited with the Singapore Academy of Law όƘŜǊŜŀŦǘŜǊ ά{![έ ƛƴ ǘƘƛǎ DǳƛŘŜōƻƻƪύ 

3. Under the new arrangements, clients who wish to place conveyancing money with their lawyer will make the 

ŎƘŜǉǳŜκŎŀǎƘƛŜǊΩǎ ƻǊŘŜǊ ƛƴ ǘƘƛǎ ŦƻǊƳŀǘΥ άғbŀƳŜ ƻŦ [ŀǿ CƛǊƳҔ ς CVYέΦ ό5ǳǊƛƴƎ ǘƘŜ Ǉƛƭƻǘ ǘǊƛŀƭΣ ƛǘ ǿƛƭƭ ōŜ άғbŀƳŜ ƻŦ 

Law Firm ς /±¸ /ƭƛŜƴǘέύΦ CPF money will be transferred directly fǊƻƳ ǘƘŜ /tC .ƻŀǊŘ όά/tC.έύ ǘƻ ғName of Law 

Firm> - CVY-/tCέ ό5ǳǊƛƴƎ ǘƘŜ Ǉƛƭƻǘ ǘǊƛŀƭΣ ƛǘ ǿƛƭƭ ōŜ άғbŀƳŜ ƻŦ [ŀǿ CƛǊƳ ς CVY-/tC /ƭƛŜƴǘέύΦ 

4. There will be strict controls governing the withdrawal of money from Conveyancing Accounts. Appointed Banks 

must ensure that the payment of money out of conveyancing accounts is instructed and authorised by the 

account-holder law firm via a Pay-Out Form or a Variation Form1.  In addition, money can only be withdrawn in 

ǘƘŜ ŦƻǊƳ ƻŦ ŎŀǎƘƛŜǊΩǎ ƻǊŘŜǊǎ όƛΦŜΦ ƴƻ cheque-ing facilities or withdrawal by telegraphic transfer / by ATM / over-

the-counter). 

5. There will also be 6 prescribed forms2 for the use of Conveyancing and Conveyancing (CPF) accounts. These are: 

a. Pay-In Form 

b. Pay-Out Form A  

c. Pay-Out Form BC  

d. Variation Form A  

e. Variation Form BC  

f. Change in Counter-signatory Form 

                                                           
1
 Appointed Banks / SAL can also effect payment out of conveyancing accounts based on Court Order instructions. 

2
 Samples of Prescribed Manual Forms are available at www.minlaw.gov.sg/conveyancing  

3
 From 1 Mar 2011 ς 30 Apr 2011, pilot law firms can continue to try out cases with SAL or pilot banks, subject to monthly cap of 3 

cases per firm per pilot bank.  
2
 Samples of Prescribed Manual Forms are available at www.minlaw.gov.sg/conveyancing  

http://www.minlaw.gov.sg/conveyancing
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6. Arising from some very useful feedback from stakeholders and participants from an earlier Pilot Trial which ended 

on 31 August, the proposed measures and accompanying workflows have been further refined. To facilitate the 

effective and efficient preparation, signing and counter-signing of payment instructions and expeditious 

processing of payment instructions by the Appointed Banks and SAL, the {[! όά{[!έύ has developed an Electronic 

tŀȅƳŜƴǘ LƴǎǘǊǳŎǘƛƻƴǎ {ȅǎǘŜƳ όάŜtLέύ ǘƻ ǇǊƻǾƛŘŜ ŀ ŎƻƴǾŜƴƛŜƴǘΣ Ŧǳǎǎ-free and secure electronic platform for these 

instructions to be given and processed. 

 

7. The Ministry of Law is conducting a second pilot trial of the proposed measures from 1 November 2010 ς 28 

February 20113 to enable conveyancing law firms to try out and be familiar with the ePI. In cases where workflows 

during the second pilot trial deviate from that applicable during live implementation, these will be duly 

highlighted in this Guidebook. 

8. For more details on the proposed mŜŀǎǳǊŜǎ ǘƻ ǇǊƻǘŜŎǘ ŎƻƴǾŜȅŀƴŎƛƴƎ ƳƻƴŜȅΣ ǇƭŜŀǎŜ ǊŜŦŜǊ ǘƻ ǘƘŜ άDǳƛŘŜōƻƻƪ ŦƻǊ 

[ŀǿ CƛǊƳǎ tŀǊǘƛŎƛǇŀǘƛƴƎ ƛƴ {ŜŎƻƴŘ tƛƭƻǘ ¢Ǌƛŀƭ ƻŦ tǊƻǇƻǎŜŘ aŜŀǎǳǊŜǎ ǘƻ {ŀŦŜƎǳŀǊŘ /ƻƴǾŜȅŀƴŎƛƴƎ aƻƴŜȅέ at 

www.minlaw.gov.sg/conveyancing.  

A2. Overview of Proposed Workflow 

This section explains the overall workflow showing the different routes and means of handling conveyancing money 

leading up to completion of a transaction. 

 

1. Option deposits can be held by SAL as a stakeholder or by a lawyer as stakeholder in his Conveyancing Account.  

                                                           
3
 From 1 Mar 2011 ς 30 Apr 2011, pilot law firms can continue to try out cases with SAL or pilot banks, subject to monthly cap of 3 

cases per firm per pilot bank.  

http://www.minlaw.gov.sg/conveyancing
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2. ¢ƘŜ ǊŜǎǘ ƻŦ ǘƘŜ ǇǳǊŎƘŀǎŜ ƳƻƴŜȅ Ŏŀƴ ōŜ ǇŀƛŘ ŘƛǊŜŎǘƭȅ ōȅ ǘƘŜ ōǳȅŜǊ ǘƻ ǘƘŜ ǇŀȅŜŜǎΣ ƻǊ ǘƻ ōǳȅŜǊΩǎ ƭŀǿȅŜǊ ƛƴ Ƙƛǎ 

Conveyancing Account, or on behalf of the buyer by SAL, pending payment out.  

3. Sales proceeds cŀƴ ōŜ ƘŜƭŘ ōȅ ǎŜƭƭŜǊΩǎ ƭŀǿȅŜǊ ƛƴ Ƙƛǎ /ƻƴǾŜȅŀƴŎƛƴƎ !ŎŎƻǳƴǘ ƻǊ ōȅ {![ ƻƴ ōŜƘŀƭŦ ƻŦ ǘƘŜ ǎŜƭƭŜǊ 

pending payment out.  

4. .ǳȅŜǊǎκǎŜƭƭŜǊǎ Ŏŀƴ Ǉŀȅ ǎǘŀƳǇ ŘǳǘƛŜǎ ŘƛǊŜŎǘƭȅ ǘƻ Lw!{Σ ǘƘǊƻǳƎƘ ǘƘŜƛǊ ƭŀǿȅŜǊΩǎ /ƻƴǾŜȅŀƴŎƛƴƎ !ŎŎƻǳƴǘ ƻǊ ǘƘǊƻǳƎƘ {![Φ  

a. *Note: Note: During the pilot trial, measures relating to stamp fees will not be introduced. Stamp duties can 

ŎƻƴǘƛƴǳŜ ǘƻ ōŜ ǇŀƛŘ ǘƻ ƭŀǿȅŜǊΩǎ ŎƭƛŜƴǘ ŀŎŎƻǳƴǘ ŀǎ ƛǎ ŎǳǊǊŜƴǘ ǇǊŀŎǘƛŎŜΦ   

b. However, upon live implementation, Stamp Duties can no longer be placed in client accounts for onward 

payment to IRAS. If a client wishes to pay stamp duties through his law firm, the money must be placed in 

ǘƘŜ ƭŀǿ ŦƛǊƳΩǎ conveyancing account and paid out to IRAS (Category A payee) via CO issued by Appointed 

Banks / SAL. We intend for an enhancement in 2H2011, which will allow for the direct electronic payment of 

stamp duties from Appointed Banks / SAL to IRAS. 

5. /tC ƳƻƴŜȅ ǿƛƭƭ ōŜ ǇŀƛŘ ƻǳǘ ōȅ /tC .ƻŀǊŘ ǘƻ ǘƘŜ ǊŜƭŜǾŀƴǘ ǇŀȅŜŜǎΣ ǘƘǊƻǳƎƘ ŀ ƭŀǿȅŜǊΩǎ /ƻƴǾŜȅŀƴŎƛƴƎ ό/tCύ !ŎŎƻǳƴǘΦ  

 

Back to Content Page 
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PART B ɀ Manual Pay-In Workflow  

This section explains the general procedures for the payment of money into conveyancing accounts held with Pilot 

Banks. 

B1. Payment In of Conveyancing Money 

1. By cheque. The account-holder law firm deposits cheque (e.g. using quick cheque deposit box or over-the-counter) 

into his CVY account with his pilot bank. 

a. In the event that the account name does not match the account number, but either refers to a 

conveyancing account, the pilot bank / SAL should pay the money into the conveyancing account. I.e. 

i.  LŦ ά[ŀǿ CƛǊƳ bŀƳŜ-/±¸έ ƛǎ ǿǊƛǘǘŜƴ ƻƴ ǘƘŜ ŦǊƻƴǘ ƻŦ ǘƘŜ ŎƘŜǉǳŜΣ ōǳǘ ǘƘŜ ƴƻƴ-conveyancing account 

number of the firm is written on the back of the cheque ς pay into conveyancing account. 

ii. LŦ ά[ŀǿ CƛǊƳ bŀƳŜέ ǿǊƛǘǘŜƴ ƻƴ the front of the cheque, but the conveyancing account number of the 

firm is written on the back of the cheque ς pay into conveyancing account. 

b. Pilot banks should have procedures for the refund of money erroneously paid into conveyancing accounts. 

2. By telegraphic transfer (TT). The client wires money directly to the account-ƘƻƭŘŜǊ ƭŀǿ ŦƛǊƳΩǎ /±¸ account, after 

having verified the accuracy of the account number with the pilot bank (which must have procedures in place to 

answer such queries). Then, the account holder law firm performs an Internet bank enquiry or checks with the 

pilot bank to ensure inflow of funds before submitting the Pay-In Form to the pilot bank. 

a. ¢ƘŜ ŀŎŎƻǳƴǘ ƴŀƳŜ όάғ[ŀǿ CƛǊƳ bŀƳŜ-/±¸έҔ ǎƘƻǳƭŘ ƳŀǘŎƘ ǘƘŜ ŎƻƴǾŜȅŀƴŎƛƴƎ ŀŎŎƻǳƴǘ ƴǳƳōŜǊΦ hǘƘŜǊǿƛǎŜΣ 

bank officers should call the account-holder law firm to verify authenticity of pay-in. 

B2. Submission of Pay-In Form 

3. The account-holder law firm faxes the Pay-In Form (prescribed Pay-In form for pilot banks, form 8 for SAL) to 

central fax number assigned by the pilot bank. The fields in the prescribed Pay-In form are explained in the 

following paragraphs and will not apply for SAL. 

4. The account-holder law firm will provide general information on the Conveyancing account. During the pilot, the 

account name wƛƭƭ ƘŀǾŜ ά/ƭƛŜƴǘέ ŀǇǇŜƴŘŜŘΣ ƛΦŜΦ άғbŀƳŜ ƻŦ [ŀǿ CƛǊƳҔ-/±¸ /ƭƛŜƴǘέΦ ¢ƘŜ ŀŎŎƻǳƴǘ-holder law firm 

will also provide a contact number that pilot bank officers can call to seek clarification. 
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5. Pilot banks should ring-fence money by property transaction, as defined by a unique file reference number 

provided by the account-holder law firm. 

 

6. The account-holder law firm will indicate the name of a counter-signatory law practice (i.e. not the name of an 

individual lawyer). Pilot banks will later need to verify that the Pay-Out Form has been countersigned by any 

lawyer or authorised officer from the law firm or organisation listed on the Pay-In Form, or from the law firm or 

organisation listed as a succeeding counter-signatory on a subsequent Change in Counter-Signatory Form.  

 

7. The account holder law firm will indicate the amount of money paid into the conveyancing account. Pilot bank 

officers should ensure that this amount coincides with the actual amount paid in. 
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8. These sections are to be completed for pilot banksΩ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴƭȅ, and will be useful for banks to perform due 

diligence as they wish. 

 

 

9. Only one authorised signatory is required. Pilot banks may need to ensure that two or more authorised 

signatories have endorsed the Pay-In Form, if this is so required by the account-holder law firm. 

 

Back to Content Page 
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PART C ɀ Electronic Pay -Out Workflow  
This section explains the SLAΩǎ Electronic Payment Instruction (ePI) system in more detail. Pilot Banks / SAL will be using 

the ePI system as the default mode through which Pay-Out or Change in Counter-Signatory instructions are transmitted 

from account-holder law firms to the Pilot Banks / SAL. At this juncture, the ePI system does not facilitate Pay-In 

instructions. 

C1. Overview of the ePI system 

1. The ePI system consists of 2 components ς STARS and INLIS. Law firms will use STARS to lodge forms, and the Pilot 

Banks/SAL will use INLIS to retrieve the lodged forms. The diagram below shows the general workflow for the 

withdrawal of conǾŜȅŀƴŎƛƴƎ ƳƻƴŜȅ ŦǊƻƳ ǘƘŜ /ƻƴǾŜȅŀƴŎƛƴƎ !ŎŎƻǳƴǘǎ ƻǊ {![Ωǎ ǎǘŀƪŜƘƻƭŘƛƴƎ ǎŜǊǾƛŎŜΦ 

 

2. The account holding law firm first logs into STARS (www.stars.gov.sg), creates, and digitally signs the relevant 

forms.  

3. Forms that require counter-signing will be routed to the counter-signing law firm. The counter-signing law firm 

can be informed via email, that a form requires their signature. Forms that do not require counter-signing will be 

transferred to a Document Repository accessed through INLIS (at half-hourly intervals4) for Pilot Banks /  SAL to 

search and process. Pilot Banks /  SAL can be informed, via email that a form has been submitted and ready to be 

processed. 

4. The counter-signing law firm, upon receipt of the email or otherwise informed by the initiating law firm, then logs 

into STARS, verifies the information on the lodged form and counter-signs on the form. 

                                                           
4
 The transfer of forms from ELS will begin on each hour / half-hour mark, e.g. 6:00 pm, 6:30 pm, 7:00 pm, and may take a few 

minutes to be fully transferred to INLIS. 

http://www.stars.gov.sg/
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5. Once the counter-signature has been obtained, the forms will be transferred to a Document Repository accessed 

through INLIS (at half-hourly intervals) for Pilot Banks / SAL to search and process. Similarly, Pilot Banks /  SAL can 

be informed, via email, that a form has been submitted and ready to be processed. 

a. Note: Pilot Banks / SAL should clearly convey service standards (regular and last-day payment instructions), 

taking into account the time taken for the form to be transferred to INLIS after it has been completed. Law 

firms have been advised to lodge forms sufficiently ahead of time, in order to allow time for counter-signing 

by the counter-signatory law firm, routing from ELS to INLIS and processing of forms by the Pilot Banks / SAL. 

6. The Pilot Banks /  SAL, upon receipt of the notification email or otherwise informed by the initiating law firm, logs 

into INLIS, retrieves ŀƴŘ ǇǊƻŎŜǎǎŜǎ ǘƘŜ ǎǳōƳƛǘǘŜŘ ŦƻǊƳ ŀƴŘ ƛǎǎǳŜǎ /ŀǎƘƛŜǊΩǎ hǊŘŜǊόǎύ ǘƻ ǘƘŜ ƭƛǎǘŜŘ ǇŀȅŜŜόǎύΦ 

7. hƴŎŜ ǘƘŜ /ŀǎƘƛŜǊΩǎ hǊŘŜǊǎ ƘŀǾŜ ōŜŜƴ ǇǊƻŎŜǎǎŜŘΣ ǘƘŜ ƛƴƛǘƛŀǘƛƴƎ ƭŀǿ ŦƛǊƳ ǿƛƭƭ ǇǊƛƴǘ ŀƴ ƻǊƛƎƛƴŀƭ ƭƻŘged form and 

present it to the Pilot Banks /  SAL in exchange for the CaǎƘƛŜǊΩǎ hǊŘŜǊόǎύΦ 

a. Note: Pilot Banks / SAL should clearly convey branch locations available for the collection of COs issued 

from conveyancing and conveyancing (CPF) accounts. For the avoidance of doubt, we will be providing a 

field in each Pay-Out Form where account-holder law firms can indicate their preferred branch for 

collection. 

C2. The ePI Module in INLIS 

8. The ePI module in INLIS has three key functionalities. It allows users to: 

a. Access and download ePI forms (Parts E to I); 

b. Retrieve previously downloaded ePI forms (Part J); and 

c. Generate reports on previously downloaded ePI forms (Part L)  

C3. Types of ePI Forms 

9. The ePI system currently allows for the lodgment of the electronic versions of the following manual hardcopy 

prescribed forms (ePI equivalents in brackets). Each ePI form will be assigned a 14-character access key upon 

lodgment. This 14-character access key will be unique to each form (variations to a particular form will take on the 

same 14-character access key to prevent confusion). 

a. Change in Counter-signatory Forms (CCSF) ς for changes to authorised counter-signatory law firm. 

b. Pay-out Form A (POA) ς for payments out to Category A payees. 

c. Pay-out Form BC (POBC) ς for payments out to Category B payees. 

d. Variation Form A (POA Variation) ς for changes to names of, or amounts payable to Category A payees. 

Completely supersedes previously lodged POA form with the same 14-character access key.  

e. Variation Form BC (POBC Variation) ς for changes to names of, or amounts payable to Category A payees. 

Completely supersedes previously lodged POBC form with the same 14-character access key. 
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C4. Categories of Payees 

Category A Payees 

a. Commissioner of Lands  

b. Commissioner of Stamp duties  

c. Comptroller of Income Tax  

d. Jurong Town Corporation  

e. Another Conveyancing Account (in cases where a new solicitor/law practice is taking over the conduct of 

the transaction, or where a coƴǾŜǊǎƛƻƴ ƻŦ ǘƘŜ ǎƻƭƛŎƛǘƻǊΩǎ ƭŜƎŀƭ Ŝƴǘƛǘȅ ƻŎŎǳǊǎύ  

Category B Payees 

a. Comptroller of Property Tax  

b. Comptroller of Goods and Services Tax  

c. Commissioner of Estate Duties  

d. Central Provident Fund Board 

e. ¢ƘŜ ǎŜƭƭŜǊόǎύ ƻǊ ǘƘŜ ǎŜƭƭŜǊόǎύΩ ǊŜŎŜƛǾŜǊ 

f. The buyer(s) 

g. The mortgagee of the property being transacted 

h. Housing Development Board  

i. Any Management Corporation Strata Title 

j. Relevant Town Council 

k. Official Assignee or trustee in bankruptcy  

l. Official Receiver or private liquidator  

Category C Payees are payees other than those listed in Category A or Category B.  

C5. Countersigning Requirements 

10. Some ePI forms carry counter-signing requirements, which Pilot Bank / SAL officers must take note of in order to 

ensure that the necessary checks are made. Pilot Bank / SAL officers must ensure: 
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a. That the form has been duly signed by the account-holder law firm; 

b. Where applicable, that the form has been duly signed by the counter-signatory law firm indicated in the 

pay-in form or in a subsequent CCSF; and 

c. That both digital signatures are valid (explained in Part H) 

11. The counter-signing requirements for the forms are detailed in the table below. 

Type of ePI Form Counter-Signing 

Required?5 

Counter-Signing Party 

CCSF Y Succeeding Counter-Signatory Law Firm 
as indicated in the CCSF Form 

POA N None 
POA Variation N None 
POBC Y  
POBC Variation 
- Amend amounts payable to Cat B 

payee 
- Delete Cat B payee 

N None 

POBC Variation 
- Add / amend Cat B payee 
- Add / amend / delete Cat C payee 
- Amend amounts payable to Cat C 

payee 

Y Counter-Signatory Law Firm as indicated 
in the Pay-In Form , or in subsequent 
CCSF Forms 

*Note: In some cases (e.g. where one party is not represented by a solicitor), the SLA όά{[!έύ Ƴŀȅ ŎƻǳƴǘŜǊ-sign. 

Pilot Banks / SAL may effect Pay-Out as long as form is duly countersigned, as checks will be performed by SLA 

prior to counter-signing. 

 

 

Back to Content Page 

                                                           
5
 Bank officers do not have to reconcile the types of forms or changes made, with whether or not the form requires counter-signing. 

Banks will only need to refer to information provided on INLIS, which will indicate whether or not the form has been counter-signed. 
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PART D ɀ Email Notifications  
Email notifications6 are sent to generic email addresses provided by Pilot Banks / SAL when the form is routed from the 

ELS system to a Document Repository accessed via INLIS, i.e. when the forms are available for retrieval.  

1. Emails will only be sent once; reminder emails will not be sent. Pilot Banks / SAL must rely on internal processes to 

monitor that each email is duly acted upon. 

2. Emails are not backed up and cannot be sent again, so Pilot Banks / SAL must maintain the ability to receive 

incoming emails. SLA will not be notified of bounced emails in the event that inboxes are full, etc.  

3. Pilot BanksΩ κ {![Ωǎ ƎŜƴŜǊƛŎ ŜƳŀƛƭ ŀŘŘǊŜǎǎŜǎ ǿƛƭƭ ōŜ ǇƭŀŎŜŘ ƛƴ ǘƘŜ bcc list for privacy. 

D1. ePI Pay-Out Forms (POA, POBC, POA Variation, POBC Variation) 

This email notification will be sent when a duly completed Pay-Out or Variation form is available for retrieval via INLIS. 
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 Each individual email is expected to fall under 15KB in size. 

Email Subject 

Pay-Out: <!ŎŎƻǳƴǘ IƻƭŘŜǊ [ŀǿ CƛǊƳΩǎ bŀƳŜ (first 30 characters)> (<Account 
IƻƭŘŜǊ [ŀǿ CƛǊƳΩǎ CƛƭŜ wŜŦŜǊŜƴŎŜ>), <Collection Date>  

 

Email Body 

Dear Sir/Mdm 

Law Firm   : <!ŎŎƻǳƴǘ IƻƭŘŜǊ [ŀǿ CƛǊƳΩǎ bŀƳŜ> 

File Ref    : <!ŎŎƻǳƴǘ IƻƭŘŜǊ [ŀǿ CƛǊƳΩǎ CƛƭŜ wŜŦerence> 

Expected Collection Date : <Value Date> 

Amount   : <Total Amount for Pay Out> 

Property address  : <Property Address> 

 

1. An electronic conveyancing Pay-Out Form has been digitally signed and 
submitted by the above law firm for your action. 

2. To view the Pay-Out Form, please visit INLIS (www.inlis.gov.sg), log in 
with your assigned user-id and password and key in the following 14-character 
access key: 

<14-character Access Key> 

 

 

http://www.inlis.gov.sg/
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D2. ePI CCSF Forms 

This email notification will be sent when a duly completed Pay-Out or Variation form is available for retrieval via INLIS. 

 

 

Back to Content Page 

Email Subject 

Pay-Out: <!ŎŎƻǳƴǘ IƻƭŘŜǊ [ŀǿ CƛǊƳΩǎ bŀƳŜ (first 30 characters)> (<Account 
IƻƭŘŜǊ [ŀǿ CƛǊƳΩǎ CƛƭŜ wŜŦŜǊŜƴŎŜ>)  

 

Email Body 

Dear Sir/Mdm 

Law Firm   : <!ŎŎƻǳƴǘ IƻƭŘŜǊ [ŀǿ CƛǊƳΩǎ bŀƳŜ> 

File Ref    : <!ŎŎƻǳƴǘ IƻƭŘŜǊ [ŀǿ CƛǊƳΩǎ CƛƭŜ wŜŦerence> 

Original Counter-Signatory : <Name of Original Counter-Signatory Law Firm> 

New Counter-Signatory  : <Name of New Counter-Signatory Law Firm> 

Property address  : <Property Address> 

 

1. An electronic Change in Counter-Signatory Form has been digitally signed 
and submitted by the above law firm for your action. 

2. To view the Change in Counter-Signatory Form, please visit INLIS 
(www.inlis.gov.sg), log in with your assigned user-id and password and key in the 
following 14-character access key: 

<14-character Access Key> 

 

 

http://www.inlis.gov.sg/
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PART E ɀ Logging In  
This section details the procedures involved in navigating the ePI Module in INLIS as a Pilot Bank / SAL Officer with User 

Rights. Administrators will not be able to retrieve forms, but will have access to transaction history reports (see here for 

more information on Administrator and User rights). 

1. Upon receipt of an email notification informing you that a CCSF or Pay-Out Form has been lodged, (samples 

available here), access the INLIS Homepage at www.inlis.gov.sg. 

2. /ƭƛŎƪ ά[ƻƎƛƴέ ƻƴ ǘƘŜ ǘƻǇ ƳŜƴǳ ōŀǊΦ 

 

3. Enter the SLA-provided User ID, together with your password.  

4. /ƭƛŎƪ ά[ƻƎƛƴέΦ (Note: Users will automatically be logged out of INLIS after 20 minutes of inactivity. All items in the 

Shopping Cart will be removed upon logout.) 

 

 

 

http://www.inlis.gov.sg/
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5. You will be brought to a customised user homepage, which allows access to the ePI Module.  

6. /ƭƛŎƪ ƻƴ ά9ƭŜŎǘǊƻƴƛŎ tŀȅƳŜƴǘ ƛƴǎǘǊǳŎǘƛƻƴǎέ ǳƴŘŜǊ ǘƘŜ άhǘƘŜǊ LƴŦƻǊƳŀǘƛƻƴέ ŎŀǘŜƎƻǊȅΦ 

 

7. The ePI welcome page allows you to begin searching for forms immediately (covered in Part F of this Guidebook). 

You may also access the following from the welcome page: 

a. User Manual ς Link to this Guidebook 

b. FAQs 

c. Service Access Hours 

d. Terms of Use 

 

Back to Content Page 
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PART F ɀ Locating  Forms 
This section explains the procedures for locating ePI forms which have not yet been downloaded. 

1. Enter the unique 14-character access key assigned to the ePI form into the search box (this may be cut-and-pasted 

from the email notification). /ƭƛŎƪ άDƻέΦ 

 

 

2. If a valid 14-character access key has been entered, the system will retrieve all relevant forms tied to the 14-

character access key. There may be more than one form in the event that a Variation form has been lodged. 

 

Back to Content Page 

*Note: Access to forms is restricted to users from Pilot Banks / SAL for which the form is intended (system 

verifies ǘƘŜ ƻǊƎŀƴƛǎŀǘƛƻƴ ǘƘŀǘ ǘƘŜ ǳǎŜǊΩǎ bwL/κCLb ƴǳƳōŜǊ ƛǎ ǘƛŜŘ ǘƻύΦ If the following error message is 

encountered, you may have entered an incorrect access key, or attempted to enter an access key for a form 

meant for another bank.  
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PART G ɀ Selecting Forms for Download  

This section explains the procedures for selecting individual or multiple forms for downloading. 

1. Select the appropriate form(s) ŦƻǊ ŘƻǿƴƭƻŀŘ ŀƴŘ ŎƭƛŎƪ ά{ǳōƳƛǘέΦ 

 

*Note: Pilot Bank / SAL officers should always act on information submitted in the latest version of the form. In 

the case of POBC forms: 

a. If the latest version of the form has a counter-signatory όά¸έ ƛƴŘƛŎŀǘŜŘ ǳƴŘŜǊ ǘƘŜ ά/ƻǳƴǘŜǊǎƛƎƴŜŘέ ŦƛŜƭŘύ, 

download only the latest form. Act on the information stated in the latest version of the form. 

b. If the latest version of the form has no counter-signatory όάbέ ƛƴŘƛŎŀǘŜŘ ǳƴŘŜǊ ǘƘŜ ά/ƻǳƴǘŜǊǎƛƎƴŜŘέ ŦƛŜƭŘύ, 

download both the latest form, and the last version of the form that has a counter-signatory. Pilot Bank / 

SAL officers should act on the information stated in the latest version of the form, but should ensure that 

the last version of the form that has a counter-signatory was duly counter-signed. 

2. ¢ƘŜƴΣ ŎƭƛŎƪ ά!ŘŘ ǘƻ /ŀǊǘέΦ (If the form listed is not the form you intend to download, re-enter the 14-character 

access key in the search box on the righǘ ǇŀƎŜ ƳŀǊƎƛƴΦ hǊΣ ŎƭƛŎƪ ά.ŀŎƪέ ƻƴ ȅƻǳǊ ōǊƻǿǎŜǊ ǘƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ ǇǊŜǾƛƻǳǎ 

page.) 

 

3. On the next page, verify that the correct form has been added to your cart. If an incorrect form has been added, 

uncheck the box.  

a. LƴŦƻǊƳŀǘƛƻƴ ǇǊŜǎŜƴǘŜŘ ƛƴ ǘƘŜ ά5ŜǎŎǊƛǇǘƛƻƴέ ŦƛŜƭŘ ǘŀƪŜǎ ƻƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŦƻǊƳŀǘΥ 

i. Type of Form 

ii. Version 

iii. Whether Counter-Signed (Y) or not (N) 
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iv. Account-holder transaction file reference 

v. Bank 

vi. Date (DD/MM/YYYY) and time (HH:MM:SS)  form was available for retrieval in the INLIS system 

*Note: ePI forms are for download only. They are not ŀǾŀƛƭŀōƭŜ ŦƻǊ ŘŜƭƛǾŜǊȅ ōȅ ǇƻǎǘΦ ¢ƘŜ άbŀƳŜέ ŀƴŘ ά!ŘŘǊŜǎǎέ 

fields at the bottom of the page are not applicable for Pilot Bank / SAL officers using the ePI module.  

4. Forms will be kept in the cart for as long as the session is active (i.e. as long as the user is logged in), but will not 

be retained for the next session. Users will automatically be logged out of INLIS after 20 minutes of inactivity. 

 

5. If you would like to: 

a. Download forms in your cart ς ŎƭƛŎƪ ά/ƘŜŎƪ hǳǘέ όƎƻ ǘƻ Part H) 

b. Add multiple forms to your cart ς ŎƭƛŎƪ ά/ƻƴǘƛƴǳŜ {ƘƻǇǇƛƴƎέ όskip to section on adding multiple forms) 

c. Remove all forms from your cart ς ŎƭƛŎƪ ά/ƭŜŀǊ /ŀǊǘέ (skip to section on removing all forms) 

Removing All Forms 

6. To remove all forms from your cart ς ŎƭƛŎƪ ά/ƭŜŀǊ /ŀǊǘέΦ /ƭƛŎƪ άhƪέ ƻƴ ǘƘŜ ǇƻǇ-up to proceed. 
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7. /ƭƛŎƪ άIƻƳŜέΦ ¦ǎŜǊǎ Ƴŀȅ then re-start the process of locating and retrieving forms from the ePI User Homepage. 

 

Adding Multiple Forms  

8. ¢ƻ ŀŘŘ ƳǳƭǘƛǇƭŜ ŦƻǊƳǎ ǘƻ ȅƻǳǊ ŎŀǊǘΣ ŎƭƛŎƪ ά/ƻƴǘƛƴǳŜ {ƘƻǇǇƛƴƎέΦ 

 

9. Users may continue to locate and retrieve forms from the ePI User Homepage. 

 

 

 

 

 

 

 

*Note: The system prevents the addition of duplicate forms within a single transaction/invoice. The system 

does not however prevent the re-downloading of forms in a separate transaction/invoice. 
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10. Once the final form has been added to your cart, verify that the correct forms have been added to your cart. If an 

incorrect form has been added, uncheck the box to remove the form.  

 

11. Users may add up to 25 forms7 for check-out per transaction. All 25 forms will be listed on one page.   

 

Back to Content Page  

                                                           
7
 Different versions of a form which share the same 14-character access key are taken as separate forms. 
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PART H ɀ Downloading Forms  
This section explains the procedure involved in downloading the softcopy versions of ePI forms. 

1. /ƭƛŎƪ ƻƴ ά/ƘŜŎƪ hǳǘέ ŀǘ ǘƘŜ ±ƛŜǿ {ƘƻǇǇƛƴƎ LǘŜƳǎ ǇŀƎŜ. 

 

2. Ensure that the items which were ǳƴŎƘŜŎƪŜŘΣ ƛŦ ŀƴȅΣ ŀǊŜ ƭƛǎǘŜŘ ŀǎ άwŜƳƻǾŜŘέ ǳƴŘŜǊ ǘƘŜ wŜƳŀǊƪǎ ŎƻƭǳƳƴΦ  

3. Click on the SingPass authentication logo. 

 

4. wŜŀŘ ŀƴŘ ŀŎƪƴƻǿƭŜŘƎŜ Lb[L{Ω DŜƴŜǊŀƭ ¢ŜǊƳǎ ŀƴŘ /ƻƴŘƛǘƛƻƴǎ ƻŦ ¦ǎŜΦ ¢ƘŜƴΣ ŎƭƛŎƪ ά!ƎǊŜŜέΦ 
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5. Enter your SingPass ID and SingPass. (*Note: Your SingPass ID must match your INLIS Log-In User ID). Then, click 

ά{ǳōƳƛǘέΦ 

 

6. If you would like to: 

a. Download/print the Invoice before downloading form(s) ς /ƭƛŎƪ ά5ƻǿƴƭƻŀŘκtǊƛƴǘ LƴǾƻƛŎŜέ όǎƪƛǇ ǘƻ ǎŜŎǘƛƻƴ 

on downloading invoice) 

b. Download the form(s) immediately without downloading / printing an Invoice (Invoices can be separately 

downloaded later) ς /ƭƛŎƪ άDŜǘ tǊƻŘǳŎǘέ όǎƪƛǇ ǘƻ ǎŜŎǘƛƻƴ ƻƴ immediate download ) 
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7. To download/print invoice before downloading ePI form(s)Σ ŎƭƛŎƪ ƻƴ ά5ƻǿƴƭƻŀŘκtǊƛƴǘ LƴǾƻƛŎŜέΦ 

 

8. /ƭƛŎƪ άhǇŜƴέ ƻǊ ά{ŀǾŜ !ǎέ ƻƴ ǘƘŜ ǇƻǇ-up window to view / save the Invoice in PDF format. 

 

9. The Tax Invoice will be shown in a pop-up for view / saving. All forms downloaded under this transaction can later 

ōŜ ǊŜǘǊƛŜǾŜŘ ǿƛǘƘƛƴ ŀ ǿŜŜƪ ƻŦ ŘƻǿƴƭƻŀŘΣ Ǿƛŀ ǘƘŜ LƴǾƻƛŎŜ κ tǳǊŎƘŀǎŜ hǊŘŜǊ όάthέύ ƴǳƳōŜǊ circled below. 

10. Once the Tax Invoice has been viewed /saved, closing the pop-up window returns you to the Tax Invoice page.  
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11. ¢ƻ ŘƻǿƴƭƻŀŘ ŜtL ŦƻǊƳόǎύ ƛƳƳŜŘƛŀǘŜƭȅ ǿƛǘƘƻǳǘ ŘƻǿƴƭƻŀŘƛƴƎκǇǊƛƴǘƛƴƎ ǘƘŜ ƛƴǾƻƛŎŜΣ ŎƭƛŎƪ ƻƴ άDŜǘ tǊƻŘǳŎǘέ ƻƴ ǘƘŜ ¢ŀȄ 

Invoice page. 

 

12. The system will list all forms8 purchased under the transaction, grouped by Access Keys. The forms will be listed 

on one page. 

 

13. The first PDF in any row will be the Cover Page for the particular form. This will be followed by all downloaded 

versions of the form in the sequence of their lodgement. In the below example, from left to right: 

a. 1 ς Cover Page 

b. 2 ς Version 1 of form 

c. 3 ς Version 2 of form 

  

14. Left-click on the icons to download the forms individually i.e. one at a time. Forms will be shown in pop-up 

windows.  

a. Sample Cover Page  

b. Sample ePI Form 
                                                           
8
 PDF Files will follow the naming convention <14 char access key>_<Form Type>_<V#>_<YYYYMMDD>.pdf, where the date here is 

the date the form was fully countersigned (POBC)/ lodged (POA/CCSF).) 
 
Cover Pages will follow the naming convention <14 char access key>_<DD-MMM-YY>_<PO#>_coverpage.pdf, where the date here is 
the date the form was downloaded. 
 

1      2      3 
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15. It is important that users log out after each session, to prevent unauthorised access to ePI forms. 

16. Sample Cover Page. The following information will be provided: 

a. Invoice / PO Number 

b. Transaction Date: Date/time the form was downloaded by the User 

c. Unique 14 Character Access Key tied to the form 

d. Format of Description:  <Type of Form> <Version> <Name of Initiating Law Firm> <Account Number> 

<Bank/SAL> <Date / Time Form was Available for Retrieval in INLIS> 

  

17. Sample ePI Form. Users must proceed to verify the authenticity of signatures and the parties which have signed 

the forms. Details on procedures for authentication are at Part I.  

 

Back to Content Page
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PART I ɀ Verifying the Authenticity of Forms  

This section will detail the procedures by which Pilot Bank / SAL officers may verify the authenticity of downloaded 

forms. 

I1. Adding the Netrust Root Certificate  

This section explains the procedures for adding a Netrust Root Certificate as a Trusted Identity to the Adobe Acrobat 

Reader in order to ensure that forms signed with Netrust digital signatures can be properly verified. This must be done 

prior to using the ePI module in INLIS. The Netrust Root Certificate must be imported once for each PC, and should be 

re-downloaded if the software is un-installed and subsequently re-installed. If the software is upgraded to a more recent 

version, the user should check that the certificate is still listed in the screenshot in paragraph 4 below. 

1. Open Adobe Reader9. 

2. /ƭƛŎƪ άaŀƴŀƎŜ ¢ǊǳǎǘŜŘ LŘŜƴǘƛǘƛŜǎέ ǳƴŘŜǊ ά5ƻŎǳƳŜƴǘέ. 

  

3. /ƭƛŎƪ ά/ŜǊǘƛŦƛŎŀǘŜǎέ ǳƴŘŜǊ ǘƘŜ ά5ƛǎǇƭŀȅέ ŘǊƻǇ-down list to display existing certificates. 

 
                                                           
9
 Different versions of Adobe Reader may have different means of importing certificates. Adobe Reader Version 9 is recommended. 
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4. /ƭƛŎƪ ά!ŘŘ /ƻƴǘŀŎǘǎέΦ 

  

5. /ƭƛŎƪ ά.ǊƻǿǎŜέΦ 

 

6. Locate the Netrust Certificate located on your PC (this will be provided by SLA prior to 1 Dec 2010. It can also be 

downloaded directly from the Netrust website10). /ƭƛŎƪ άhǇŜƴέΦ 

 

 

 

 

                                                           
10

 At https://www.netrust.net/downloads.php (accurate as at 19 Nov 2010) 

https://www.netrust.net/downloads.php
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7. {ŜƭŜŎǘ ǘƘŜ ŎƻƴǘŀŎǘ ŀƴŘ ŎƭƛŎƪ άLƳǇƻǊǘέΦ 

 

8. ¢ƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ŎƻƴŦƛǊƳ ǎǳŎŎŜǎǎŦǳƭ ƛƳǇƻǊǘ ƻŦ ǘƘŜ ŎŜǊǘƛŦƛŎŀǘŜΦ /ƭƛŎƪ άhƪέΦ 

 

9. Once the Netrust /ŜǊǘƛŦƛŎŀǘŜ Ƙŀǎ ōŜŜƴ ŀŘŘŜŘΣ ǎŜƭŜŎǘ ǘƘŜ /ŜǊǘƛŦƛŎŀǘŜ ŀƴŘ ŎƭƛŎƪ ά9Řƛǘ ¢ǊǳǎǘέΦ 

 

 

 

 


