Brief Summary of Re-Registration Procedures

The re-registration exercise will involve the updating of particulars for both the (a) declaring agent (the business entity) and (b) declarants (the individuals).

--------------------------------------------------------------------------------------------------------

(A) For Declaring Agent
You are required to update the following sections:

(a) “Activation of Customs Account” Page

· This section 

· requires the key personnel to provide information (e.g. contact details, business activity); and 

· allows the key personnel to sign up for certain features (e.g. Trader Notification alert, Authorization of personnel to manage the updating of “Declaring Agent & Declarant Registration” Page).

(b) “Declaring Agent & Declarant Registration” Page

· This section

· requires the key personnel or its authorized personnel to provide further information on the declaring agent (e.g. the entity size, the declaring agent’s activity, annual turnover); and

· allows the key personnel or its authorised personnel to add / terminate declarants, or update existing declarants’ particulars.
For (a) “Activation of Customs Account” Page
1. The key personnel (i.e. sole-proprietor, partner or director as registered with Accounting and Corporate Regulatory Authority) has to use his/her SingPass to login to 

https://www.tradenet.gov.sg/TN40EFORM/tds/sp/splogin.do?action=init_acct.
2. The key personnel
i. has to update the required information accordingly;
ii. can choose to sign up for Trader Notification alert (i.e. an email alert will be sent to the designated email address upon every permit taken under your UEN);
iii. can choose to authorize his/her staff to update and maintain the “Declaring Agent & Declarant Registration” Page. This can be done by adding his/her staff as an authorized personnel in the “Authorised Personnel” tab and selecting the “Manage DA/declarant” authorization option; and
iv. has to acknowledge and agree to a set of Terms and Conditions for registration.
3. After completing the update of the “Activation of Customs Account” page, the key personnel can choose to:
i. continue to update the “Declaring Agent & Declarant Registration” Page, by clicking on the “Manage DA/Declarant” button; or
ii. end the session by clicking on the “Close Window” button and request the authorized personnel [as described in para 2(iii)] to proceed to update the “Declaring Agent & Declarant Registration” Page.
[In this case, the authorized personnel will need to separately use his/her Singpass to login to 
https://www.tradenet.gov.sg/TN40EFORM/tds/sp/splogin.do?action=init_acct to update the “Declaring Agent & Declarant Registration” Page by clicking on the “Manage DA/Declarant” button.]
For (b) “Declaring Agent & Declarant Registration” Page 
4. For this page, the key personnel or its authorized personnel
i. has to update the required information accordingly;
ii. update the declarants’ particulars (e.g. register new declarant, terminate declarant or update records of existing declarant); and
iii. has to acknowledge and agree to a set of Terms and Conditions for registration.
5. After completing the update of the “Activation of Customs Account” Page, each declarant will receive a separate email alert for him/her to login at a weblink (provided in the email) to confirm his particulars and acknowledge the conditions for registration.
(B) For Declarant 

You are required to:

1. Login using SingPass to the weblink (provided in the email that is sent to you) or TradeNet® ID at: https://www.tradexchange.gov.sg/tradexchange/default.portal;
2. Confirm and update your particulars; and 
3. Acknowledge and accept a set of Terms and Conditions for registration.

Note:

1.
The re-registration exercise is considered as completed only when all the declarants have login to confirm their particulars and acknowledge the conditions.
