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1. Access E-Services 

1.1 Key Executive Officers (“KEOs”), who fulfil their CPD requirements and are not in arrears 

of CPF MediSave contribution, and Authorised Users, who were acknowledged by the KEO, can 

access the CEA E-Services using their CorpPass to submit their licence renewal application 

during the renewal exercise period from 1 Oct to 31 Oct each year. 

1.2 KEOs and acknowledged Authorised Users can access the E-Service from the CEA 

website through the link: Professionals > Estate Agents Licensing Matters > Renewal of Estate 

Agent Licence 

 

1.3 Alternatively, from 1 Oct to 31 Oct each year, KEOs and acknowledged Authorised Users 

can click on the short-cut icon “Access e-services for property agencies / renewal application” 

on CEA website’s Home page to access the E-Services. 
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1.4 At the “E-Services” page in the CEA website, KEOs and acknowledged Authorised Users 

can click on “Log in” to login to E-Services using their CorpPass account. 

  

1.5 KEOs, who did not complete their CPD requirement and/or are in arrears of their CPF 

MediSave contributions, cannot access the CEA E-services. Such KEOs will see the error 

message below when they try to login to E-Services. 

 

1.6 Similarly, Authorised Users, who are not acknowledged by the KEOs, will not be able to 

view the renewal module and will see the above error message when they try to login to E-

Services. 

1.7 After a successful login using CorpPass, KEOs and acknowledged Authorised Users will see 

the renewal application page below. 
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2. For KEO to Acknowledge Authorised Users for Renewal Exercise 

2.1 After the first successful login by the KEOs using CorpPass, the KEOs will see the list of 

Authorised Users in the estate agent under “Authorized User List”. KEOs will only review the 

list of Authorised Users displayed and acknowledge the list of Authorised Users once – this 

step one-time for every renewal exercise. 

 

2.2 KEOs can remove unauthorised users from the list of Authorised Users by clicking 

“Remove”. 

 

2.3 KEOs can acknowledge the list of Authorised Users by clicking “I Acknowledge”. 
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2.4 KEOs can certify and confirm the acknowledgment of the list of Authorised Users by 

checking this box and clicking “Ok”.  

 

2.5 After the KEO has acknowledged the list of Authorised Users, acknowledged Authorised 

Users will be able to log in to the E-services to assist the KEOs with the processing of the 

renewal exercise. 
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3. KEOs who are Renewing their Estate Agent Licence 

3.1 KEOs or Authorised Users can click “Estate Agent Licence Renewal” to begin their estate 

agent’s licence renewal application.  

 

3.2 KEOs or Authorised Users must verify that their KEO and Practising Directors/ Partners 

have submitted their registration renewal applications under “KEO/Director Information”, 

before proceeding with the licence renewal application. 

 

3.3 KEOs can click “Please click here to view/complete your declarations” to submit their 

own registration renewal application. The KEOs’ registration renewal application will open in a 

new tab or window (Please see the salesperson renewal/auto-renewal user guide for more 

details). Please disable “block pop-up windows” in your internet browser settings if the 

registration renewal application tab or window does not appear. 
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3.4 KEOs or Authorised Users must fill in the estate agent information under “Estate Agent 

Information”. There is no need to upload any ACRA documents. 

 

3.5 KEOs or Authorised Users must fill in the Professional Indemnity Insurance (PII) 

Requirements information under “Professional Indemnity Insurance (PII) Requirements”. 

There is no need to upload any PII documents unless CEA informs you to do so.  

 

3.6 KEOs or Authorised Users must indicate in “Licence Renewal Indication” that the estate 

agent wishes to renew its estate agent licence by clicking “Yes”. 

 

3.7 After completing all of the above details, KEOs or Authorised Users can proceed to 

submit their renewal application to CEA by clicking “Submit Application”. 
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3.8 KEOs or Authorised Users must certify that the information are complete, true and 

correct to the best of their knowledge in the “pop-up” box, before they  can proceed  to 

submit their  licence renewal application to CEA. 

 

3.9 After submitting the licence renewal application, KEOs or Authorised Users can track the 

application status by clicking “First Logged-in (Track Application Status)”, after log in to E-

Services using CorpPass.  
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3.10 KEOs or Authorised Users can see the application status of the licence renewal 

application in E-Services.  
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4. KEOs who are Not Renewing their Estate Agents Licence 

4.1 KEOs, who do not want to renew their estate agent licence, are to indicate in the 

“Licence Renewal Indication” that the estate agent do not wish to renew its estate agent 

licence by clicking the “No” option and click “Click here to terminate my licence” to submit to 

CEA. 

 

4.2 The KEO must confirm and acknowledge that they are terminating the estate agent and 

click the “Ok”. 
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4.3 The KEO must upload the Estate Agent Termination Report and indicate the Termination 

date for the estate agent, and click “Submit” to submit the estate agent termination 

application to CEA. The KEOs must check that there are no salespersons remaining in the 

estate agent, or that the salespersons have made arrangement regarding their salesperson 

registration with the estate agent before the indicated termination date for the estate agent. 

 

 

 

 

 

 

 

 

 

 

 

 



Page 12 Version 2.1 

 

 

5. Returning of Licence Renewal Application  

5.1 Should there be data entry error in the licence renewal application, KEOs or Authorised 

Users can request CEA, via email, to return the licence renewal application to the estate agent.  

5.2 KEOs or Authorised Users must make all the necessary amendments to the licence 

renewal application and resubmit the application to CEA by 31 Oct (i.e. the deadline of the 

renewal exercise).  
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6. Processing of Salesperson Registration Renewal Application 

6.1 KEOs or Authorised Users can click “Salesperson Registration Renewal” to see the 

“Salesperson List” of salespersons taking part in the renewal exercise under their estate agent.  

 

6.2 KEOs or Authorised Users can process the salesperson registration renewal application 

in “Salespersons Registration Renewal Application”: 

(i) View the salesperson renewal indication in the registration renewal application, 

(ii) Review the salesperson’s registration renewal application by clicking “View”, 

(iii) Track the registration renewal application status, and 

(iv) Take the following action for the registration renewal application: 

• Return the registration renewal application to the salesperson for amendments, 

• Cancel the registration renewal application submitted to Estate agent, and 

• Withdraw the registration renewal application submitted to CEA. 
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6.3 KEOs or Authorised Users can filter the registration renewal application according to 

their status. 

 

6.4 KEOs or Authorised Users can submit the registration renewal applications by checking 

the respective boxes under “Salesperson List” and click “Submit Application to CEA”. Please 

note that KEOs or Authorised Users can submit the registration application to CEA only after 

submitting the licence renewal application to CEA. 
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7. Returning of Registration Renewal Application for Amendment before submission to CEA 

7.1 KEOs and Authorised Users can click “Return Application” to return the registration 

renewal application to the salespersons to make amendments before submitting it to CEA (i.e. 

the registration renewal application is with the estate agent) in “Salesperson Registration 

Renewal Application”. 

 

7.2 Salespersons, who need to make amendments after the registration renewal application 

has been submitted to CEA, are to approach the KEO or Authorised Users to send a request to 

CEA to return the application to the estate agent.  

7.3 KEOs or Authorised Users can request CEA, via email, to return the registration renewal 

application to the estate agent. The salespersons must make the necessary amendments to 

the registration renewal application and re-submit it to the estate agent by 31 Oct (i.e. the 

deadline of the renewal exercise), and the KEOs or Authorised Users must re-submit the 

registration renewal application to CEA by 7 Nov. 

 

 

 

 

 



Page 16 Version 2.1 

 

 

8. Cancellation of Registration Renewal Application before submission to CEA 

8.1 KEOs and Authorised Users can click on “Cancel Application” in “Salesperson 

Registration Renewal Application” to cancel the registration renewal application for 

salespersons, who had submitted their registration renewal application to their estate agents 

but subsequently decided not to renew with the current estate agent. 

 

8.2 Once the registration renewal application is cancelled, the salesperson will no longer be 

eligible to renew his salesperson registration with the current estate agent. 
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9. Withdrawal of Registration Renewal Application after submission to CEA 

9.1 KEOs and Authorised Users can click “Withdraw” in “Salesperson Registration Renewal 

Application” to withdraw the registration renewal application for salespersons who, have 

decided not to renew with the current estate agent, after their applications had been 

submitted to CEA. 

 

9.2 The system will indicate the date that the withdrawal of the registration renewal 

application was submitted by the estate agent for the salespersons in “Salesperson 

Registration Renewal Application”. 
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9.3 KEOs or Authorised Users must go to “Withdrawal Application 

(Confirmation/Cancellation)” to confirm the withdrawal of the registration renewal 

application.  

 

9.4 Once the registration renewal application is withdrawn, the buttons “Confirm” and 

“Cancel” in “Withdrawal Application (Confirmation/Cancellation)” will no longer be visible and 

the salesperson will no longer be eligible to renew his salesperson registration with the 

current estate agent. 

9.5 KEOs or Authorised Users can cancel the withdrawal application by clicking “Cancel” in 

the “Withdrawal Application (Confirmation/Cancellation)” and indicate the reason for the 

cancellation of the withdrawal application.  

 

9.6 KEOs or Authorised Users can proceed to submit the registration renewal application to 

CEA in “Salesperson Registration Renewal Application” before 7 Nov.  
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10. Checks for Salespersons ineligible for Renewal (due to CPD/CPF) 

10.1 KEOs or Authorised Users can check the CPF MediSave and CPD fulfilment status in the 

“Ineligible For Renewal (Due to CPD/CPF)” for the salesperson who is not allowed to take part 

in the renewal application. 

 

10.2 Salespersons, who have “Yes” reflected under “CPF Defaulters?” (i.e. have outstanding 

arrears in CPF MediSave contributions), will be allowed to log into E-Services 2 working days 

after the salesperson has cleared their outstanding arrears in CPF MediSave contributions or 

are on an instalment repayment plan approved by the CPF Board.  

10.3 Salespersons, who were “Yes” reflected under “Not Fulfilled CPD?” (i.e. have 

outstanding CPD requirements), will be allowed to log into E-Services 3 working days after the 

KEOs or Authorised Users have updated the salesperson’s CPD records in the CPD Portal.  
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11. Consolidated Licence and Renewal Fees 

11.1 KEOs or Authorised Users can view the quantum of licence and registration fees payable 

to CEA in the “Licence/Registration Renewal Fees”. 

 

11.2 KEOs or Authorised Users can view the invoices for the renewal exercise in “Invoices” a 

few days prior to the scheduled GIRO deduction date as informed by CEA in the “Renewal of 

Estate Agent Licence” webpage. 
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