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This on-line form will take you about 4 minutes to complete. You will need to have 
SingPass access before you can log into the child care link portal to apply for Key 
User access. 

 

How to apply for key user access? 

Please create a pdf file of your ACRA records and prepare the following information 
before you log on using your Singpass to submit your application: 

a. Name of Child Care Centre  

b. Centre Code  

c. Licence No. 

d. Centre Tel. No. 

e. Name of Key User 

f. NRIC/UIN/FIN of Key User 

g. Email Address of Key User 

 

 

 

Step 1: Go to the following website: http://www.childcarelink.gov.sg 
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Step 2: Click on Register (New User) 

 
 

 

 

 

 

 

 

 

 

 

Step 3: Click on Centre Key User  

2. 

3. 
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Step 4: Key in your SingPass Identification Number and SingPass Password  

Note: Only licensee(s) of the centre is/are to apply for key user access.  

Important Note: 

Your SingPass allows you to access your personal & confidential data on other 

Government on-line services e.g. CPF statements. Therefore, you should NOT reveal your 

SingPass to anyone else.  
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Step 5: You will be directed to the following page 
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Step 6: Enter your Centre Code 

Step 7: Select Existing Centre  

Step 8: Click Search  

7. 

8. 

6. 



MCYS MANUAL FOR EXISTING CENTRE OPERATOR  
TO APPLY FOR KEY USER ACCESS 

 
 

Version 1 as at October 2011 Page 6 

 

Step 10: Key in details of the existing Key User to be deleted 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 9: Key in details of the new Key User to be added  

Note: The effective date should be from the licensed start date of operations or date 

which Key User is in your employment. 

 

Step 11: Key in the details of the licensee applying and authorizing the new key user 

to have access to the records of the child care centre 

 
Step 12: Click on Submit to submit the application  

9. 

10. 

11. 

12. 
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FAQs 

Q1 Will we require any password from MCYS to submit the on-line application? 
 
No. You will only be allowed to submit the application by using your SingPass 

Identification Number and Password.  

Q2 How do I apply for SingPass? 

You can apply for SingPass either:  

a. on the spot at the nearest SingPass reset counter locations. 

b. On-line through the Singpass website  

Website: https://www.singpass.gov.sg 

Please call the SingPass hotline at 6887-7377 for more information. 

Q3 How can I reset my SingPass password? 

You can reset your SingPass either:  

a. on the spot at the nearest SingPass reset counter locations. 

b. On-line through the Singpass website  

Website: https://www.singpass.gov.sg 

Please call the SingPass hotline at 6887-7377 for more information. 

Q4 How long will it take to process the Key User application? 

It will normally take 3 working days. 

Q5 Who can apply to add a Key User? 

Only the licensee(s) can apply.  

Q6 What is the role of a Key User? 

The Key User is the person authorised by the licensees of the child care centre 
to have access to all the assigned centre’s information in Child Care Link. This 
includes accessing the records of that particular centre and submitting returns 
on behalf of the licensee(s). 
 
The Key User has the added responsibility of being the system administrator 
for the centre. As the system administrator, the key user can create and revoke 
access of sub-users. 
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Q7 Who is a Sub-User? 

The Sub-User is the person assigned access rights by the Key User to all 
modules except the “Master List Module”. He/she is assigned the role as the 
“Child Care Centre User”. 
 
Only the Key User will have the “Master List Module” in order to assign a Sub-
User role. 
 
Q8 Can I get my staff to apply on my behalf? 
 
No. The licensee(s) has/have to submit the on-line application.  

Q9 How many Key Users can I add for my centre? 

You can apply for ONE key user for your centre. 

Q10 Can I revoke the access of the person whom I have nominated as Key 

User? 

Yes. You can do so by submitting the application on-line to revoke the existing 

Key User and nominate a new Key User at the same time. 

Q11 How many Sub-Users can each centre have? 

Each centre is allowed to have a maximum of 2 Sub-Users. 
 
Q12 What should I do if my appointed Key User leaves my employment? 
 
You should immediately apply on-line to revoke this Key User and add a new 
one.   
 
Q13 What should I do if my appointed Sub User leaves my employment?  
 
You should immediately inform your Key User to apply on-line to revoke this 
Sub-User and add a new one.  
 
Q15 How do I get a copy of my company’s records (i.e. ACRA)?   
 
You may log into BizFile (www.bizfile.gov.sg) to apply for a copy of the 
certificates.  
 
For more information, please refer to 
http://www.acra.gov.sg/Quick+Links/Purchase_of_Information/About+iShopatACRA.
htm 
 
 

http://www.bizfile.gov.sg/
http://www.acra.gov.sg/Quick+Links/Purchase_of_Information/About+iShopatACRA.htm
http://www.acra.gov.sg/Quick+Links/Purchase_of_Information/About+iShopatACRA.htm
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Please allow 3 working days for the system administrator to process your 

application. 

  

If you have any queries, please call our child care information telephone 

line at 62582512 or email us at MCYS_child_care_link@mcys.gov.sg. 
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