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How to register  for  a SRPNET account (For  new par ticipating companies only) 

 
* *  continues at page 4 
 

1. To access the company registration page, go to the following url: 
https://www.srp.org.sg/srp/srppcRegistration  

 
2. Complete all the required fields in the page. Fields denote by an *  are mandatory.  

 
 
 
 
 

Legend 
A) User  / Login ID  - Company can select any user id (User ids are unique, no 2 user can have the same user id) 
B) Password  - Company can select any password 
C) General Information - Fields under the General Information section contains company’s details 

A 

B 

C 
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**  continues from page 3 

 
 

3. Complete all the required fields in the page. Fields denote by an *  are mandatory.  
 
4. Upon completion of all the required fields, click on the “ I  Agree”  button to submit your company 

registration application.  
 
 

Legend 
D) Contact Information - Fields under the Contact Information section contains information on the contact person for the 

company 
E) Company Details - Fields under the Company Details section contains information on the company’s Union, Industry, 

SME status, nature of business, etc.  
 
 
 
Note 
**  For companies who are Non-Unionised, please select NON-UNIONISED from the drop-list. 

D 

E 



Version 1.4 (Updated as at 12 January 2007) 5 

 
 
 

 
 

5. Upon successful submission, you will see the above page. 
 
6. SRP Secretariat will review the application and upon approval, you will receive an email notification. You 

will then be able to login to SRPNET at the following url: http://www.srp.org.sg  
 
 
 
 

Note 
**  For newly registered companies, you will not be able to login to SRPNET until you receive an email notification informing of the 
approval status.  
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Login to SRPNET (Applicable for  newly approved par ticipating companies only) 

 
* *  continues at page 7 
  

7. For newly approved companies, you will not be able to submit any application until you have updated your 
company’s GIRO information 

 
8. Under the GIRO Information section (refer to the functions menu to the left of your screen), select 

Maintenance 
 

9. Select the GIRO Update option 
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**  continues from page 6 

 
 

10. After selecting GIRO Update, the above screen will be displayed. Fill in all the fields before selecting 
Update 

 
 
 
 
 
Legend 
F) Interbank GIRO …  - Fields under the Interbank GIRO … section contains information on the company’s details 
G) Payee’s Bank Par ticulars - Fields under the Payee’s Bank Par ticulars section contains information on the company’s bank 

account details 
H) Branch Address   - Fields under the Branch Address section contains information on the address of the company’s 

bank 
 

 
 
 
 
 
Note 
**  Absentee payroll will only be disbursed to company’s corporate bank account. Funds will not be disbursed to individual bank 
account. 
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**  continues at page 9 
 

11. Under the GIRO Information section (refer to the functions menu to the left of your screen), select 
Maintenance 

 
12. Select the GIRO Pr int option 
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**  continues from page 8 

 
 

13. After selecting GIRO Pr int, the above screen will be displayed. Print out the above page and have it 
endorsed by the bank before mailing it to SRP Secretariat at the following address : 

 
NTUC Centre, No 1 Mar ina Boulevard 
#11-01, One Mar ina Boulevard 
Singapore 018989 
 
Attn : SRP Secretar iat (Skills Development Department) 

 
14. Upon receiving the bank endorsed GIRO form, SRP Secretariat will process and activate the company’s 

GIRO account with SRP within 5 working days 
 
 

 
 
 

Congratulations !  You have successfully setup your SRPNET account !  
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Submitting your  absentee payroll claim via SRPNET 

 
**  continues at page 11 
 

15. Under the Absentee Payroll Claims section (refer to the functions menu to the left of your screen), select 
Application 

 
16. Select the Existing Employees >> In-Employment Training option before clicking on Next 

 
 

Legend 
I) In-Employment Training - Refers to company applying for absentee payroll for existing employees 
 
 
 
 
 
 

 
 

Impor tant Note 
**  Companies are to refer to the letter of offer issued to them by SRP Secretariat before submitting their application 
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**  continues from page 10 
 
 

 
17. Select the appropriate training institution from the drop-list before clicking on Next 
 
 
 
 

 
* *  continues at page 12 
 

 
18. Select the appropriate course from the drop-list before clicking on Next 
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**  continues from page 11 

 
**  continues at page 13 
 

19. Fill in the required information before clicking on Next  
 
 
 
Legend 
J) Mode of Training – Refers to whether the training is being done part-time or full-time 

 
K) Course Reg No – Refers to the reference number for the course. (Eg: Receipt number / course batch id given by your training 

provider, etc …)  
 

L) Star t / End Date – Refers to the start and end date of the course. Please note that the end date is inclusive of the examination 
period. 

 
M) Course fee per  trainee … - Refers to the amount of course fee each trainee is charged. (Fees should exclude GST, examination 

& registration fees) 
 
 
 
 

Note 
**  Companies are required to submit their absentee payroll claim at least 1 day before course commencement date 
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**  continues from page 12 

 
**  continues at page 14 
 
 

20. Complete the required fields for the trainees. (Hint: If all 5 trainees have the same occupation, by selecting 
the appropriate occupation at the 1st trainee followed by clicking on the Occupation Same for  All box will 
propagate down the occupation for all remaining 4 trainees. Click on the Full Descr iption link to view 
more examples for the occupation classification) 

 
21. If you are submitting application for more than 5 trainees, click on Add Trainee(s) for the next entry 

screen. Once you have completed entering the details for all the trainees, click on Submit 
 
 

(Hint: If you’ re applying for a group of trainees for the same course during the same period, you are able to 
use the Upload Trainee Profile function. See page 30 for more details) 
 
 
Note 
When keying details under “Basic Monthly Salary”  and “Basic Hourly Salary” , please use the following 
format, (eg: 100.00) 
 
When keying the NRIC of the trainee, DO NOT put a “S” .  
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**  continues from page 13 

 
**  continues at page 15 
 

22. Select the Normal/Enhanced from the drop-list before clicking on Next  
 
 
(Note: The above screen will not be applicable to all companies) 
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**  continues from page 14 

 
**  continues at page 16 

 
 
23. After clicking on Next, you will see the above confirmation screen. Please verify and ensure that all details 

are entered correctly before clicking on Submit.  
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**  continues from page 15 
 

 
 
24. After clicking Submit, you will see the above screen informing you of your SRP reference number. This 

SRP ID is unique and shall be quoted by you should there be any enquiries with SRP Secretariat An email 
notification will also be sent to you with details of the absentee payroll claim applied 

 
 
 
 

Congratulations !  You have successfully applied for your first absentee payroll claim !  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

VERY IMPORTANT NUMBER 
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How to acknowledge your  absentee payroll claim 

 
**  continues at page 18 
 

25. Upon the successful application of your absentee payroll claim (See page 16), your application is “ locked”  
in SRPNET until the completion date of the course. Once your course has completed, your training 
provider will be prompt by SRPNET to provide their endorsement for attendance and examination results 
via SRPNET. Once your provider has completed their endorsement, an email notification will be sent to 
you informing you to login SRPNET to acknowledge their endorsement.  

 
26. To acknowledge a claim, under the Absentee Payroll Claims section (refer to the functions menu to the 

left of your screen), select Acknowledgement 
 
27. Select the appropriate claim acknowledging for from the drop-list before clicking on Go  

(Hint: There is a SRP reference id tagged to each entry from the drop-list. If you do not remember the 
details of the course, remember your SRP ID!) 

SRP ID 
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**  continues from page 17 

 
**  continues at page 19 
 

28. Based on the provider’s total hours endorsed as in attendance, the company is to declare the breakdown of 
hours by training done after / during office hours. (Eg: Trainee endorsed as attended 700hours of 
classroom training, company to declare out of the 700hours attended, how many hours were done during 
working and after working hours) (Hint: No absentee payroll is given for OJT training, if company does 
not agree with the course provider’s endorsement, they are able to reject the claim back via clicking the 
“ Disagree &  Seek Clar ification from Course Provider”  button)  

 
29. Once you have provided your endorsement, click on the ” I  Agree &  Submit”  button to submit your 

absentee payroll claim to SRP. 
 
 

Actual course hours 
Endorsement 
by Provider  

Endorsement to be 
made by company 
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**  continues from page 18 

 
 

30. Upon the successful acknowledgement of your SRP claim, you will see the above confirmation screen. 
 
 
 
 
 

Congratulations !  You have successfully acknowledged your SRP claim !  SRP will take approximately 1 
month to process for your absentee payroll claim. 
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How to update your  absentee payroll claim once submitted 

 
**  continues at page 21 
 

31. Companies are able to update their absentee payroll application as long as the course HAS NOT complete, 
(Criteria applies, see below).  
 
Course has not commence - Companies are able to add/remove trainee, change course dates,      

change course providers, changed course details, etc. 
 
Course has commenced but duration - Companies are able to ONLY remove existing trainees in the   
has not exceed 50% of the total     application.  
duration.  

 
To update your absentee payroll claim, under the Absentee Payroll Claims section (refer to the functions 
menu to the left of your screen), select Update 

 
 
32. Select the appropriate SRP ID from the drop-list before clicking on Next. 
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 **  continues from page 20 

 
 

33. Companies updating their claims for courses which have not commence, the procedures are similar as per 
the normal absentee payroll application. (See page 11 to 15) 

 
34. Companies updating their claims for courses which have commenced but not exceeded 50% of the total 

duration, they will see the above screen. Companies will only be able to remove trainees who have not 
attended the training. To remove a trainee from the application, check the checkbox indicated beside the 
serial no before clicking on the Delete button. (Hint: Companies who do not remove trainees who did not 
attend the training will not be able to submit another application for the same trainee for the same course) 

 
 
 
 

Congratulations !  You have successfully updated your SRP claim !  
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How to cancel your  absentee payroll claim once submitted 

 
35. Companies are also able to cancel their absentee payroll claim as long as the course has not completed. 

 
36. To cancel your absentee payroll claim, under the Absentee Payroll Claims section (refer to the functions 

menu to the left of your screen), select Cancellation 
 

37. Select the appropriate SRP ID from the drop-list before clicking on Next. 
 
 
 
 

 
* *  continues at page 23     

 
 

38. A prompt like the above will appear, click on OK to proceed with your cancellation. 
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**  continues from page 22 

 
 

39. You will then see the above summary screen indicating the details of the claim you’ re canceling. To 
confirm your cancellation, click on the Cancel Application. 

 
 
 

Congratulations !  You have successfully cancelled your SRP claim !  
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How to enquire on the status of your  absentee payroll claim 

 
**  continues at page 25 
 

40. To enquire on the current status of your absentee payroll claim, under the Absentee Payroll Claims 
section (refer to the functions menu to the left of your screen), select Claim Status Enquiry 

 
41. Under the SRP ID field, enter the SRP claim you wish to enquire on before clicking on the Search 

 

Enter  your  SRP 
ID here 
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**  continues from page 24 
 

 
 

42. From the above search result screen, companies are able to view the current status of the absentee payroll 
claim. (Hint: To view the details of trainees in the claim, click on the highlighted SRP ID) 

 
 
 
 
 

Legend - Types of Status 
Applied   - Absentee payroll claim has been applied, but course has not completed. 
Pending CP endorsement - Course has completed, claim is currently pending your provider’s endorsement. 
Pending SRPPC approval - Your provider has endorsed, claim is currently pending your acknowledgement. 
Processing at NTUC - The acknowledged claim is currently being process by SRP 
Cancelled   - Absentee payroll claim was cancelled. 
Disbursed   - Absentee payroll claim has been disbursed. 
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How to enquire on the claimable limit of your  employee 
 
 

 
* *  continues at page 27 
 
 
 

43. As absentee payroll, training allowance and adjustment support is capped at S$9000 per year / per course / 
per trainee, companies are able to check on the claimable limit of their employees for a specific year. To 
enquire on the claimable limit of your employee, under the Absentee Payroll Claims section (refer to the 
functions menu to the left of your screen), select Trainee Claimable L imit 

 
44. Enter the employee’s NRIC and the year checking for. 
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**  continues from page 26 

 
 

45. The above result screen will be shown indicating the amount of absentee payroll, training allowance or 
wage support your employee has applied for under the given year. (Hint: Companies will only be able to 
view the details for their own employees) 
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Administration of your  SRPNET account 

 
 
 

46. Using the functions under the Administration section, you are able to a) Change your existing SRPNET 
user password. b) Update your company’s profile. c) Add additional user ids under your existing 
company’s account. d) Logout of SRPNET  

 
 

Hints 
- It is the responsibility of the company to keep their company profile up-to-date. (You can do so via the 

Update Profile function.) 
 
- A company can have up to a maximum of 5 user ids per account. Companies are to only create additional 

user ids when required. (You can do so via the Add User  function however, All user  ids created will 
have the same access control to SRPNET) 

 
- Users are advised to use the Logout function when exiting from SRPNET.  

 
 
DO NOT CLOSE YOUR INTERNET EXPLORER WITHOUT A PROPER LOGOUT. 
ACCOUNTS WILL BE “ LOCK”  FOR 45MINUTES IF A PROPER LOGOUT IS NOT DONE. 

 

Functions to administer  your  
SRP account 
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Submission of online surveys  
 
 
 

47. Periodically, SRP Secretariat will be sending online surveys to selected companies participating in SRP 
training. An email notification will be send to the affected companies, upon receiving the email 
notification that there is a survey pending, please login to SRPNET, under the Absentee Payroll Claims 
section (refer to the functions menu to the left of your screen), select Survey Submission, a list of pending 
surveys will be indicated in a drop-list. Please ensure that you answer ALL  the questions before submitting 
your survey back to SRP. 

 
 



Version 1.4 (Updated as at 12 January 2007) 30 

“Upload Trainee Profile”  function 

 
**  continues at page 31 
 
 
 

48. For companies applying for a group of trainees for the same course, during the same period, they are able 
to use the Upload Trainee Profile function to import the details of their trainees into SRPNET. 
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**  continues from page 30  
 
 

 
 
 

49. Using the Browse function, locate the text file which you have created before clicking on the Upload File 
button.  

 
 
(Hint: SRPNET accepts ONLY file upload in semi-commas delimited text file format with all require 
fields complete. See page 32 on how to create text file format required by SRPNET) 
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How to create text file format using the supplied excel format 

 
* *  Sample format of required fields **  
 

50. Using the above excel format given, companies are able to enter their employee’s information. Column B, 
C, D, E, G, H, K and L are pre-define fields, companies will only need to select from a drop-list of pre-
define options. (Hint: The file format accepted by SRPNET is case-sensitive, if applicable, do use the 
drop-list of pre-defined options) 

 
 

51.  Once you have completed keying all the trainee’s information, delete row 1 from your excel sheet (Row 1 
contains the title for each column) from your excel menu bar followed by selecting File and Save As 
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52. After clicking Save As in step 51, the above dialogue box will appear.  
 

53. Browse for a location to save your file, under Save as type, select CSV (Comma delimited)(* .csv) before 
clicking on Save 

 
54. Browse for the file you have saved earlier in step 53, rename the file extension from .csv to .txt to 

complete the process. 
 
 
 
 

!  Congratulations. You have created your first file for upload to SRPNET !  
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Common er rors dur ing the creation of the data file for  application upload 
 

�  After  expor ting the file, the file delimiter  is not a semi-comma 
 

�  When trying to rename the file extension from .csv to .txt, I ’m unable to view the .csv 
 
 

After  expor ting the file, the file delimiter  is not a semi-comma (For  Windows 2000) 
�  Go to the windows control panel, select Regional Options 
 
�  Under the Numbers tab, change the character under the L ist Separator  to ; 
 
�  Click on Apply 

 
 
 

After  expor ting the file, the file delimiter  is not a semi-comma (For  Windows XP) 
�  Go to the windows control panel, select Regional and Languages Options 
 
�  Under the Regional tab, select Customize 
 
�  Under the Numbers tab, change the character under the L ist Separator  to ; 
 
�  Click on Apply 

 
 
 

When trying to rename the file extension from .csv to .txt, I ’m unable to view the .csv 
�  Go to your windows explorer, from your menu bar, select Tools followed by Folder  options 
 
�  Under the View tab, uncheck the box for the Hide file extensions for  known file types option 
 
�  Click on Apply 

 
 
 
 
 
 
 
 
 
 
 
 



Version 1.4 (Updated as at 12 January 2007) 35 

Download of claim application details 
 
 

 
* *  Continues at page 36 
 
 

55.  Under the Absentee Payroll Claims section, select Application Download. Enter the SRP ID of the 
claim you’ re downloading before clicking on the Download 
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Continues from page 35 
 
 

 
 
 

56. At the above prompt, select Save and select a location to save the data file. 
 
 
57. Once downloaded, you will have view the data file using your Microsoft Excel (See step 58 – 59) 
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Viewing your  downloaded file 
 

 
 

58. Using your Microsoft Excel, open the downloaded file, at the above prompt, select Delimited before 
clicking on the Next 

 
 

 
 
59. Check the Semicolon option before clicking on the Finish 
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Trainee enquiry – Overview claimable limit and trainee status 
 
 

 
* *  Continues at page 39 
 

60. Under the Absentee Payroll Claims section, select Trainee Status and Claim L imit Enquiry (Overview) 
 
61. Enter the NRIC of the trainee you’ re enquiring for before clicking on Submit 
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**  Continues from page 38 

 
 

62. The above result screen will be displayed indicating the amount of available grant the trainee is eligible for 
in the current year.  

 
 
(Hint: Companies will be able to enquire for all SRP trained individuals even though the individuals are 
not being employed by them. The Status field would indicate if the trainee is eligible for SRP funding. 
Trainee with a Suspended status would indicate that he is being blacklisted by SRP and will not be eligible 
for any further SRP funding.) 
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Saving and retr ieving a “ saved”  application 
 

 
 

63. During application submission, you will be able to find a function “Save”  at the following modules; course 
information screen, trainees information screen and application summary page. Click on this function to 
save your application for future submission.  

 
64. To retrieve a “saved”  application, under Absentee Payroll Claims section, select Save APP and a list of 

previously “saved”  application will be displayed for your necessary action. 
 

65. To cancel a “saved”  application, under Absentee Payroll Claims section, select Cancel Save APP and a 
list of previously “saved”  application will be displayed for your necessary action. 

 
 
 

(Hint: Companies will be able to retrieve all “saved”  applications prior to course commencement. Please 
contact SRP Secretariat if your “saved”  application is not submitted before actual course commencement) 
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Submitting your  STEER Place &  Train / Train &  Place (Co-sponsored) claims via SRPNET 

 
* *  Continues at page 43 
 
 

66. For companies participating in STEER Place &  Train or Train &  Place (Co-sponsored), they are able to 
submit their absentee payroll or training allowance and their wage support claim concurrently. 

 
67. Under the Absentee Payroll Claims section (refer to the functions menu to the left of your screen), select 

Application 
 
68. Select the New Employees  >> Steer  (Place &  Train) option (Applicable for Place & Train programmes)  

 
OR 
 

>> Steer  (Train &  Place) option (Applicable for Train & Place  programmes) 
 

before clicking on Next 
 

69. Subsequent steps of selecting your training provider, course, details of course and participants are similar 
as per applying for your absentee payroll claim. (See page 11 – 13)  
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**  Continues from page 42 
 
 

 
* *  Continues at page 44 
 
 

70. After clicking on the Submit button listed in step 21 of page 13, companies will see the above screen. 
Companies have to make a selection for the STEER programme they are applying for before clicking on 
the Next 
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 **  Continues from page 43 

 
 
 
71. Select the appropriate mode of payment for your adjustment support claim before selecting Next. 
 

 
 
 
Note 

o See page 45 for definitions & examples for the above selections. 
 
o For companies applying for STEER programmes with multiple course combination, the above 

adjustment support selection will only be available when applying for the “ last”  course of the course 
package. 

 
o Companies selecting the “ I  do not wish to claim for  adjustment suppor t”  option will not be 

receiving any adjustment support incentive. 
 

o Once a mode of payment for the adjustment support is selected, no changes will be allowed. 
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Eg – STEER Place &  Train 
 
�  Course is starting from 1 Jan 2005 to 31 Mar 2005. If monthly application mode is selected, the 

company will receive their adjustment support claim for endorsement on 30 Apr 2005. This process 
will be repeated for another two times on 31 May 2005 & 30 Jun 2005. 

 
�  Course is starting from 1 Jan 2005 to 31 Mar 2005. If One-off application mode is selected, the 

company will receive their adjustment support claim for endorsement on 30 Jun 2005 for the 3 months 
of employment.  

 
 

Eg – STEER Train &  Place (Co-sponsored) 
 
�  Course is starting from 1 Jan 2005 to 31 Mar 2005. If monthly application mode is selected, the 

company will receive their adjustment support application on 30 Apr 2005. Companies will have to 
endorse the employment date of their employees before submitting the application. (In instances 
whereby there is more than 1 trainee and their employment date varies, companies are to use the last 
employment date when declaring for all the trainees) Assuming that the company declared the 
employment date as 15 May 05, the company will receive their adjustment support claim for 
endorsement on 16 Jun 2005. This process will be repeated for another two times on 16 Jul 2005 & 16 
Aug 2005. 

 
�  Course is starting from 1 Jan 2005 to 31 Mar 2005. If one-off mode is selected, the company will 

receive their adjustment support application on 30 Apr 2005. Companies will have to endorse the 
employment date of their employees before submitting the application. (In instances whereby there is 
more than 1 trainee and their employment date varies, companies are to use the last employment date 
when declaring for all the trainees) Assuming that the company declared the employment date as 15 
May 05, the company will receive their adjustment support claim for endorsement on 16 Aug 2005 for 
the 3 months of employment.  

 
 
Eg – STEER Train &  Place (Adjustment Support claim only) 
 
�  During adjustment support claim application, company is to enter the employee’s employment date (Eg: 

15 Jan 2005). Based on the employment date declared, if monthly application mode is selected, the 
company will receive their adjustment support claim for endorsement on 16 Feb 2005. This process 
will be repeated for another two times on 16 Mar 2005 & 16 Apr 2005. 

 
�  During adjustment support claim application, company is to enter the employee’s employment date (Eg: 

15 Jan 2005). Based on the employment date declared, if one-off application mode is selected, the 
company will receive their adjustment support claim for endorsement on 16 Apr 2005 for the 3 months 
of employment.  
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Submitting your  adjustment suppor t claim for  new employees trained under  STEER Train &  Place 
(Surrogate employers) via SRPNET 
 

 
* *  continues at page 47 
 
 

Note 
Applicable for  companies applying for  adjustment suppor t incentive for  new employees trained under  
STEER Train &  Place (Surrogate employers)  
 
 
72. Under the Absentee Payroll Claims section (refer to the functions menu to the left of your screen), select 

Application 
 
73. Select the New Employees  >> Steer  (Train &  Place) – Adjustment Support Claim Only before 

clicking on Next 
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**  continues from page 46 

 
74. Select the appropriate mode of adjustment support disbursement (See page 44 for examples).  

 
 

 

 
* *  continues at page 48 
 
 

75. Enter the required fields (Employee’s NRIC, date of employment & monthly salary) before clicking on 
Next 
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**  continues from page 47 

 
76. Select from the Occupation drop-list the appropriate position of the employee before clicking on Next 
 

 
 
 

 
 
 
 
 

Congratulations !  You have successfully applied for your wage support claim !  
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Endorsing your  adjustment suppor t claim 
 
 

 
* *  continues at page 50 
 
 
 

77. Under the Absentee Payroll Claims section (refer to the functions menu to the left of your screen), select 
Adjustment Support Endorsement 

 
78. Select the appropriate claim endorsing for from the drop-list before clicking on Go  
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**  continues from page 49 
 
Adjustment suppor t claim endorsement – Monthly mode for  STEER Place &  Train 

 
 
 
Adjustment suppor t claim endorsement – Monthly mode for  STEER Train &  Place 

 
**  continues at page 51 

 
79. Enter the monthly gross salary for the employee before clicking on the Submit. For employees who have 

left employment, after keying in the monthly gross salary, select No from the In employment drop-list 
before clicking on the Submit. For adjustment support endorsement under the STEER Train &  Place 
scheme, companies are also required to enter the employment date of the last recruited employee. 
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**  continues from page 50 
 
Adjustment suppor t claim endorsement – 1-off mode for  STEER Place &  Train 

 
 
 
Adjustment suppor t claim endorsement – 1-off mode for  STEER Train &  Place 

 
 
80. Enter the monthly gross salary for the employees for all 3 months before clicking on the Submit. For 

employees who have left employment, after keying in the monthly gross salary, select No from the In 
employment drop-list before clicking on the Submit. For adjustment support endorsement under the 
STEER Train &  Place scheme, companies are also required to enter the employment date of the last 
recruited employee. 

 
 

Congratulations !  You have successfully endorsed your adjustment support claim !  
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Updating your  employee’s job retention (Applicable for  STEER programmes only) 
 
 

 
 

�  Companies applying under the STEER programme are required to update SRP on the employee’s job 
retention status up to a period of 12 months from the date of course completion at specific intervals (Month 
1, month 2, month 3, month 6, month 9 and month 12) Employees who do not fulfill the minimum 3 
months employment criteria will be blacklisted and barred from any SRP programmes up to a period of 12 
months. 

 
�  For companies claiming adjustment support under STEER programme, they will not be required to update 

the job retention for month 1 – 3. This update will be done automatically during company’s adjustment 
support endorsement. Companies are only required to update the job retention status for month 6, month 9 
and month 12. 

 
81. Under the Absentee Payroll Claims section (See left of screen), select Job Placement Update 

 
82. Select the appropriate record before clicking on Update  

 
 

Legend 
N) SRP ID – Refers to the SRP ID of the tagging STEER course 

 
O) Course Title – Refers to the course title of the tagging STEER course 

 
P) Month – Refers to the month of employment 

 
 
 
 
 

~ THE END ~ 


