
 

Step-by-Step Guide to Renew Licence 

S/N Step Screenshot 

1 Log on to GoBusiness Licensing 
using either CorpPass or 
SingPass. 

 

2 Under the “Licence Application” 
tab, click on “RENEW EXPIRING 
LICENCE”. 

 

3 Under the “By RRN” tab, key in 
the Renewal Request Number 
provided by the system and click 
on “Search”. 

 



 

 

4 The search result will reflect the 
licence to be renewed. 
 
a. Verify if this is the licence to 

be renewed; and 
 

b. Click on “Next” to proceed. 
 
The fees and supporting 
documents required for the 
licence application can be found 
under “Details”. 
 

 

5 a. Read through the “Terms of 
Use” and click on the 
checkbox. 
 

b. Basic information of the filer 
will be auto populated from 
User Profile. If there is any 
change to the basic 
information greyed out, 
proceed to “Update User 
Profile” to make the 
necessary changes before 
proceeding. Key in the rest of 
the information where 
appropriate.  
 

c. Click on “Next” to proceed. 

 

 



 

6a For Organisation 

i Verify the existing information 
and update the required section 
by  
 
a. clicking on the checkbox 

beside the relevant sub 
header; and 
 

b. update the necessary 
information where 
appropriate.  

 

 



 

 

 



 

  

ii For adding of new officer(s) 
a. Key in the necessary 
information and click on 
“Add/Update Key Officer”. 
 
The officer will be reflected in 
the “New Key Officers” table. 
 
For updating of existing officer’s 
information 
b. Click on the  icon beside 
the officer. The details will be 
reflected in the fields. Amend 
where appropriate and click on 
“Add/Update Key Officer”. 
 
For removal of existing officer(s) 
c. Check on the “To be 
deleted” checkbox beside the 
officer. 
 
d. Click on “Proceed” to 
continue. 
 
Do note that there can only be 
one Key Executive Officer in the 
application. 

 
 

 



 

6b For Individual 

i Verify the existing information 
and update the required section 
by  
 
a. clicking on the checkbox 

beside the relevant sub 
header; 
 

b. update the necessary 
information where 
appropriate; and 
 

c. click on “Proceed” to 
continue. 

 

 

 

 



 

 

7 a. Click on “Upload” to select 
the document to be uploaded; 
and 
 
b. Click on “Next” to proceed. 
 
It is mandatory to upload the 
necessary document before you 
are allowed to proceed to the 
next page. 
 
 
 
 

 

 



 

 

8 a. Review the information of 
the application; 
 
b. Click on the relevant 
declarations; and 
 
c. Click on “Submit”. 
 

 

 



 

9 The application is successfully 
submitted. You will be notified 
once the application is approved 
and pending payment. 

 

10 Once the application is 
approved, applicant would be 
notified via email/SMS. 
 
Upon receiving the approval 
notification, login to GoBusiness 
Licensing using CorpPass or 
SingPass 
 
a. Click on “Payments”; and 
 
d. Retrieve the application, 
click on “Action” and “Make 
Payment”. 

 



 

11 Once the payment is successful, 
the application will be reflected 
as “Paid”. A notification will be 
sent via email/SMS once the 
renewed licence is issued. 

 

12 Upon receiving the licence 
issuance notification, login to 
GoBusiness Licensing using 
CorpPass or SingPass 
 
a. Click on “Licences”; and 
 
b. Click on the relevant 
“Licence/RRN Number”. 

 

13 The licence details will be 
reflected. 
 

Click on the icon beside 
“Licence Documents”. 

 



 

 

14 Click on the name of document 
to download a copy of the 
licence. 
 
[END] 

 


