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Login to E-Services Portal

On E-Services Portal, login with 

either SingPass, CorpPass or 

SYCPass.

• Singaporeans, PRs, and 

foreigners with SingPass, please 

use SingPass.

• Foreigners without SingPass, 

please use SYCPass.

• Corporate users, please use your 

CorpPass.

1

Enter your SingPass/CorpPass/ 

SYCPass Credentials and OTP

for validation.

After successful login, the page 

will redirect to the E-Services 

Portal.

2

1

Return to Agenda

S Y C

2
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5b

5a

Registration for Marriage Counselling Programme 

Return to Agenda

S Y C

1 Navigate to the Divorce tab on your 

Dashboard.

2

4

Click on ‘Divorce E-Services’ button. 

On Divorce E-Services page:

a) Click on ‘Start a New Case’

b) Select ‘Marriage Counselling 

Programme’.

Click on ‘Registration for Marriage 

Counselling Programme’.

3

3a

3b 4

Click on ‘Agree and Proceed’ to continue 

your Registration for Marriage Counselling 

Programme.

5 a) Read through the Important Notes 

b) Click on the links to read the Privacy 

Statement, and Terms of Use. 

c) Tick on the checkbox to agree.

6

• To register as a lawyer on behalf of an 

applicant, proceed to ‘Section A (Lawyer)’

• To register as an registrant, proceed to 

‘Section B (Registrant)’

1

2

6
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Registration for Marriage Counselling Programme 

Tick on the checkbox to agree.7

8

9

10

Section A (Lawyer)

Select a reason from the drop-

down menu.

Key in Lawyer’s Details.

Click on ‘Choose File’ button to 

upload the Letter of 

Authorisation from the applicant.

Key in Name of Law Firm.11

12

13

Specify Law Firm’s Address.

Click on ‘Next: B. Registrant’

to continue.

9

10

12

11

13

7

8

Return to Agenda
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Registration for Marriage Counselling Programme 

a) Please specify Registrant’s 

details.

b) Click on ‘Choose File’ 

button to upload Deed Poll, 

if applicable.

14

Section B (Registrant)

Specify registrant’s Residential 

Address & Mailing Address.
15

14a

Specify Past Marital 

Information for the Registrant.
16

17

18

16

17

Specify Employment 

Information for the Registrant.

Select ‘Yes’ or ‘No’ from the 

radio buttons. 

If you select Yes, specify Inmate 

No. (Optional), and Release Date 

(Optional).

19 Click on ‘Next: C. Spouse’ to 

continue. 

15

18

14b

19

Return to Agenda

S Y C
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Registration for Marriage Counselling Programme 

Please specify Spouse’s details.20

Section C (Spouse)

21 Specify Spouse’s Mailing 

Address.

20

Specify Spouse’s Contact 

Details.

22

23

24

23

Specify Spouse’s Past Marital 

Information.

Specify Spouse’s Employment 

Information.

24

Select ‘Yes’ or ‘No’ from the 

radio buttons.

If you select Yes, specify Inmate 

No. (Optional), and Release 

Date (Optional).

25

26

25

26 Click on ‘Next: D. Marriage 

Details’ to continue. 

22

21

Return to Agenda

S Y C
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Registration for Marriage Counselling Programme 

Specify Marriage Details.27

28

29

27

Section D (Marriage Details)

Specify Divorce Pronouncement 

details (if applicable).

To confirm, click on ‘Add 

Divorce Pronouncement’ button.

Key in Divorce Pronouncement 

details and click on ‘Save’ button, if 

applicable.

You may key in 1-3 pronouncements.

30

29

30a

If Divorce was pronounced more 

than 3 times, tick on the 

checkbox.

31
32

32 Click on ‘Next: E. Information 

on Child(ren)’ to continue. 

31

30b

28

Return to Agenda

S Y C
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Registration for Marriage Counselling Programme 

Select ‘Yes’ or ‘No’ from the 

radio buttons. 

If you select ‘Yes’, click on Add 

Child button to furnish each 

child’s details. 

33

Section E (Information on Children)

a) Fill in Child’s details 

b) Click on ‘Confirm’ button

to add Child’s details. 

34

35 Click on ‘Next: F. Information 

on Housing’ to continue.

34a

33a

36

35

Indicate Registrant and 

Spouse’s Information on 

Housing.

Section F (Information on Housing)

37 Click on ‘Next: G. Reason for 

application’ to continue. 

36

33b

34b

37

Return to Agenda
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Registration for Marriage Counselling Programme 

38 a) Select Main Issue Faced in 

Marriage in the drop-down 

menu. 

b) Select/provide details.

Section G (Reason for Application)

39 Click on ‘Next: H. Exemption 

from Counselling’ to continue.

40 a) Select ‘Yes’ or ‘No’ from the 

radio buttons to indicate 

your response for any of the 

exemptions. 

b) Upload supporting 

documents if required. 

41 Click on ‘Preview’ button to 

continue.

Section H (Exemption from Counselling)

38a

39

40a

40b

41

38b

Return to Agenda
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Registration for Marriage Counselling Programme 

42
Please specify Years residing in 

Singapore and click on ‘Choose File’

button to upload supporting 

documents.

Section I (Domicile / Habitual Residence in 

Singapore)

43

43 Click on the ‘Preview’ button to 

check & verify all the saved 

information.

44

46

In Preview mode, click on 

‘Previous’ or ‘Next’ button to 

verify all information. 

Preview Mode

45

45 46

44b

If you need to amend the saved 

information, click on ‘Back to 

Edit’ button and the registration 

form will revert to the Edit mode.

To confirm that all information is 

correct, click on ‘Submit’ button.

42

Return to Agenda

S Y C

Only applicable if both registrant and 

spouse are foreigners.
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Registration for Marriage Counselling Programme 

47 Read through the declaration form 

and select the checkbox beside 

each point to agree.

Declare and Submit

48

47

Click Agree and Proceed button 

to submit the Registration for 

Marriage Counselling Programme.

a) If successful, a submitted 

message will be displayed.

b) If unsuccessful, an error 

message will be displayed. 

49

48

49a 49b

Return to Agenda

S Y C
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Schedule the Marriage Counselling Appointment 

2

1 On your dashboard, click on the three dots 

under More Options of the relevant case.

Select ‘Book appointment’.

2

1

3

4

a) Read through the Important Notes 

b) Click on the links for Privacy Statement

and Terms of Use to read each item. 

c) Tick on the checkbox to agree and 

indicate your understanding of the 

Privacy Statement and Terms of Use.

Click on ‘Agree and Proceed’ to 

proceed. 

3a

4

3b
• Lawyers - please proceed to ‘Section 1 (Lawyer)’

• Registrants - please proceed to ‘Section 2 
(Appointment Form)’

• To schedule the 1st Appointment, proceed to 
‘Login to E-Services Portal’, then continue 
with the steps below.

• To re-schedule the 1st Appointment, proceed 
to ‘Re-schedule the Marriage Counselling 
Appointment’.

Return to Agenda

S Y C

Your ‘Registration for Marriage Counselling 
Programme’ must be accepted before this 
step. 

3c
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Schedule the Marriage Counselling Appointment 

6

Section 1 (Lawyer’s Details)

Indicate a tick on ‘I am 

instructed by my client, the 

Applicant’.

7

6

7Verify Lawyer’s Details which are 

auto-populated from the 

Registration for Marriage 

Counselling form. Amend details 

if necessary. 

9

8 Verify Law Firm’s Address, which 

are auto-populated from the 

Registration for Marriage 

Counselling form. Amend details 

if necessary.

To continue booking an 

appointment, click on ‘Select 

Appointment’ button.  

Return to Agenda

S Y C

8

9

Only applicable for lawyers.
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Schedule the Marriage Counselling Appointment 

11

10

Section 2 (Appointment Form)

10

View the available MCP Agencies 

and click on ‘Select’ to indicate 

registrant’s preferred agency.

12

11a

12

View Registrant Details.

Select the available date and time

for the appointment.

13 Click on ‘Preview’ button to 

continue. 

13

11b

Return to Agenda

S Y C

Only applicable for registrants.
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Schedule the Marriage Counselling Appointment 

14

Section 3 (Preview Mode)

a) Do read through details.

b) Click on ‘Submit’ button to 

verify that all information is 

accurate. 

14a

15

Section 4 (Completed)

A successful 1st appointment 

booking will display a Case 

Reference Number, Submission 

date and time, and Scheduled 

Marriage Counselling

appointment date and time.

Both Registrant and Spouse will be 

notified via their email addresses specified 

in the Registration form regarding the 

scheduled appointment date and time.

14b

15

Return to Agenda

S Y C
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Re-schedule the Marriage Counselling Appointment

a) Under your Dashboard, choose 

the MCP Case ID to re-

schedule by clicking on the 

three dots under ‘More 

Options’.

b) Select ‘Reschedule’.

1

1b

3

2

Section 2 (Appointment Form)

Under ‘Session Details’, indicate 

the New Scheduled Date and 

New Scheduled Time.

Specify Reason for changing 

appointment.

4 Click on ‘Preview’ button to 

continue. 

You will be able to re-schedule the 1st

appointment once only, up to 2 weeks 

before the original selected appointment.

If you have not scheduled a 1st

appointment before, proceed to 

‘Schedule the Marriage Counselling 

Appointment’.

1a

2

4

3

Return to Agenda

S Y C
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5

Section 3 (Preview Mode)

a) Do read through details.

b) Click on ‘Submit’ button to 

verify that all information is 

accurate. 

9c

6

Section 4 (Complete)

A successful re-scheduled 

appointment will display a Case 

Reference Number, Submission 

date and time, and Scheduled 

Marriage Counselling

appointment date and time.

Both Registrant and Spouse will be notified 

via their email addresses specified in the 

Registration form regarding the 

re-scheduled appointment date and time.

5a

5b
6

Re-schedule the Marriage Counselling Appointment

Return to Agenda

S Y C
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Filing of Originating Summons for Divorce

Return to Agenda

S Y C

1 a) Navigate to the Divorce tab 

on your Dashboard. 

b) Click on ‘Divorce E-Services’. 

2 a) Click on ‘Start a New Case’

b) Select ‘Divorce’.

Click on ‘Filing of Originating 

Summons For Divorce’.

3

2b

3

2a

4 Select an answer from the 

drop-down menu.

1b

1a

4
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5 Depending on your answer for 

Step       , continue to fill in the 

relevant fields:

a) ‘Yes’ – Completed Marriage 

Counselling Programme and 

provide the Case ID with prefix 

‘MCP’.

b) ‘Excluded’ – Provide the Case ID 

with prefix ‘R’.

c) ‘No’ - Allowed by Order of 

Court and provide the Order of 

Court date and Number with 

prefix ‘ORC’.

Return to Agenda

S Y C

5a

5b

5c

4

Filing of Originating Summons for Divorce
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6 Answer the following questions 

by indicating your answer in the 

radio buttons. 

Return to Agenda

S Y C

6a

7

Click on the ‘Proceed’ button.

6b

7

Filing of Originating Summons for Divorce
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Return to Agenda

S Y C

8

9

a) Read through the Important 

Notes.

b) Click on the links for Privacy 

Statement and Terms of Use

to read each item. 

c) Tick on the checkbox to 

agree and indicate your 

understanding of the Privacy 

Statement and Terms of Use.

Click on ‘Agree and Proceed’

button to proceed. 

8a

9

8b8c

Procced to complete the following sections:

• Case Statement

• Parenting Plan (if there is any 

child/children)

• Matrimonial Property Plan (if there is 

a matrimonial property which is a HDB 

flat)

• Notice of Appointment of Solicitor 

(Lawyers only)

Filing of Originating Summons for Divorce
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Return to Agenda

S Y C

1

1

2a

2b

3

Click on either of the following 

buttons, depending on your 

gender: 

• Proceed to Case Statement 

(Husband)(Form 7) or

• Proceed to Case Statement 

(Wife)(Form 8) 

2

3

a) Read through the Important 

Notes.

b) Click on the links for Privacy 

Statement and Terms of Use

to read each item. 

c) Tick on the checkbox to 

agree and indicate your 

understanding of the Privacy 

Statement and Terms of Use.

Click on ‘Agree and Proceed’

button to proceed. 

2c

Filing of Originating Summons for Divorce –

Case Statement
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Return to Agenda

S Y C

Section 1 (Plaintiff)

4

5

4 Read through and verify that 

pre-filled details are accurate and 

fill in required fields. 

5 Click on ‘Next: 2. Defendant’

to continue.

Section 2 (Defendant)

6 Read through to validate that 

pre-filled details are accurate and 

fill in required fields (if relevant). 

7 Click on ‘Next: 3. Date and 

Place of Marriage’ to 

continue. 

Section 3 (Date and Place of Marriage)

8 Read through to validate that 

pre-filled details are accurate and 

fill in required fields. 

9 Click on ‘Next: 4. Jurisdiction’

to continue. 

6

7

8

9

Filing of Originating Summons for Divorce –

Case Statement



26

Return to Agenda

S Y C

Section 4 (Jurisdiction)

10 Select the radio buttons to 

indicate the Court’s Jurisdiction 

and answer the follow-up 

questions for:

a) Domicile

b) Habitual Residence

11 Click on ‘Next: 5. Grounds of 

Divorce’ to continue.

Section 5 (Grounds of Divorce)

12 Provide other/additional 

grounds of divorce in the free 

text field (if relevant). 

13 a) Select the ‘Yes’ or ‘No’ radio 

buttons and answer the 

related follow-up questions. 

b) If you selected ‘Yes’, click on 

the ‘Add Talak Details’ 

button and fill in the 

required details. 

10a

10b

11

12

13a

13b

14 Click on ‘Next: 6. Child(ren)’ to 

continue.

14

Filing of Originating Summons for Divorce –

Case Statement
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Return to Agenda
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Section 6 (Child(ren))

15 Read through and verify that 

child(ren)’s pre-filled details are 

accurate. 

16 To edit details:

a) Click on the 3 dots under 

‘More Options’ and select 

‘Edit’ or

b) Click on ‘Add Child’ button

18 Verify that icon has turned from 

to      . 

19 Click on ‘Next: 7. Related 

Court Proceedings’ to 

continue. 

17 Read through and verify that 

pre-filled details are accurate and 

fill in required fields for children 

who are:

a) Below 21 years old

b) Above 21 years old

Then click on ‘Save’ button to 

continue. 

15

16a

16b 17a

27b

17b

17c

18

19

Filing of Originating Summons for Divorce –

Case Statement
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Return to Agenda
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Section 7 (Related Court Proceedings)

20 Select the ‘Yes’ or ‘No’ radio buttons. 

If you selected ‘Yes’ for any field, 

click on the ‘Add Bankruptcy Details’ 

or ‘Add Pending Bankruptcy 

Proceedings’ button and fill in the 

required details. 

21 Select the ‘Yes’ or ‘No’ radio buttons. 

If you selected ‘Yes’, click on the ‘Add 

Court Proceedings’ button and fill in 

the required details. 

22 Click on ‘Next: 8. Relief Claimed’ to 

continue. 

20 21

22

Filing of Originating Summons for Divorce –

Case Statement
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Return to Agenda

S Y C

Section 8 (Relief Claimed)

23 For relief (b) to (e) - select each 

relief the Plaintiff would like to claim 

by:

a) Ticking on the checkboxes and

b) Specifying the amount and 

details required for each claim. 

24 If the parties have any child below 

21 years old, select the radio 

buttons to specify for each child the:

a) ‘Custody’

b) ‘Care and Control’

c) ‘Type of Access’

23a

24b

24c

24a

Filing of Originating Summons for Divorce –

Case Statement

23b
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Return to Agenda

S Y C

25 a) Select the radio buttons to 

indicate the type of 

Matrimonial Home. 

b) Input location details.

25a

25b

26 Answer the follow-up 

questions if you selected these 

types of Matrimonial Homes:

a) ‘HDB Flat’

b) ‘Private Property’

26a

26b

27 Click on ‘Choose File’ button to 

upload supporting documents 

in PDF format.

Section 8 (Relief Claimed) - continued

28 a) Tick on the checkbox to claim 

for Division of other 

Matrimonial 

Property/Assets.

b) Provide details for the claim.

29 a) Tick on the checkbox to make 

Other Claims.

b) Provide details for the claim.

30 Click on the ‘Preview’ button to 

proceed. 

28a

28b

29a

29b

30

27

Filing of Originating Summons for Divorce –

Case Statement
(For Divorce only)
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Return to Agenda

S Y CFiling of Originating Summons for Divorce –

Case Statement

31

Preview Mode

a) Click the arrow button 

b) Read through details in 

Sections 1 to 8.

c) Click ‘Complete’ to verify that 

all information is accurate. 

32

Declare & Save

a) Select the checkbox to confirm 

the declaration. 

b) Click the ‘Complete & Back to 

Filing of Originating 

Summons’ button to submit.

33 Verify that the Case Statement 

icon has turned from       to       , 

indicating a completed form. 
31a

31b

31c

32a

32b

33

(For Divorce only)
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Return to Agenda

S Y CFiling of Originating Summons for Divorce –

Parenting Plan
1 Select the ‘Yes’ or ‘No’ radio buttons.

2 Click on the hyperlink under 

‘Document Required’ to download 

a template of the Parenting Plan.

3 Complete the Parenting Plan and 

click on ‘Proceed to Upload 

Plaintiff’s Proposed Parenting 

Plan/Agreed Parenting Plan’.

4

6

a) Read through the Important 

Notes.

b) Click on the links for Privacy 

Statement and Terms of Use to 

read each item. 

c) Tick on the checkbox to agree 

and indicate your understanding 

of the Privacy Statement and 

Terms of Use.

Click on ‘Choose File’ button to 

upload the completed Parenting 

Plan in PDF format. 

7 Click on ‘Preview’ button.

8 a) Verify that upload is accurate.

b) Click on ‘Complete & Back to 

Filing of Originating Summons’ 

button to confirm. 

1

2

3

4b

6

74a

4c

5 Click on ‘Agree and Proceed’ 

button to proceed. 

5

8b

8a
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Return to Agenda

S Y CFiling of Originating Summons for Divorce –

Matrimonial Property Plan
1 Select the ‘Yes’ or ‘No’ radio buttons.

2 Click on the hyperlink under ‘Document 

Required’ to download a template of the 

Matrimonial Property Plan.

3 Complete the Matrimonial Property Plan 

and click on ‘Proceed to Upload 

Plaintiff’s Proposed / Agreed 

Matrimonial Property Plan’.

4 a) Read through the Important Notes 

b) Click on the links for Privacy 

Statement and Terms of Use to read 

each item. 

c) Tick on the checkbox to agree.

5 Click on ‘Agree and Proceed’ button.

6 Click on ‘Choose File’ button to upload 

the completed Matrimonial Property 

Plan in PDF format. 

7 Click on ‘Next: 2. Supporting Documents’.

8 Click on ‘Choose File’ button to upload 

supporting documents.

9 Click on ‘Preview’ button.

10 Verify that accurate Matrimonial 

Property Plan has been uploaded and 

click on ‘Complete’ button to confirm. 

1

2

3

4a

5

6

7

8

9

10

4b4c
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Return to Agenda

S Y CFiling of Originating Summons for Divorce –

Notice of Appointment of Solicitor

1 Click on ‘Proceed to Notice of 

Appointment of Solicitor’ button.

2 a) Read through the Important 

Notes.

b) Click on the links for Privacy 

Statement and Terms of Use

to read each item. 

c) Tick on the checkbox to 

agree.

3 Click on ‘Agree and Proceed’ 

button to proceed. 

4 Select ‘Plaintiff’ option from the 

drop-down menu. 

5 Fill in lawyer’s details.

6 Click on ‘Preview’ button.

7 Verify that all details are accurate 

and click on ‘Complete’ button to 

confirm. 

1

2a

3

4

5

2b2c

7

6

This section is only applicable to Lawyers. 
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Return to Agenda

S Y CFiling of Originating Summons for Divorce –

Payment

1 Click on the ’Submit’ button.

2 Indicate a tick on the checkbox to confirm your agreement. 

3 Click on ‘Make Payment‘ button.

5 Select Payment Mode and answer the related follow-up 

questions. 

If you select ‘Request for Fee Waiver’, the reason for 

fee waiver will be displayed, according to the type of grant 

that you selected previously. 

6 Depending on the Payment Mode selected, click on the 

following buttons to proceed:

a) ‘PayNow’ – ‘Verify Payment’ button

b) ‘eNETS/Credit Card’ - ‘Submit’ button

c) ‘Request for Fee Waiver’ - ‘Submit Request for Fee 

Waiver’ button and answer the related follow-up 

questions depending on your response as a SingPass, 

CorpPass or SYCPass user. 

7 A successful payment will display a Case ID, Payment Advice 

Number, and Payment Status.

All the required sections and documents need to be marked 

as Completed (       ) before you can submit the Filing of 

Originating Summons.

1

2

3

4

6a

7

6b

6c

4 Verify breakdown of fees for Filing of Originating Summons.

5
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Return to Agenda

S Y C

1 Navigate to the Divorce tab on 

your Dashboard.

2

4

Click on ‘Divorce E-Services’

button. 

a) On Divorce E-Services page, 

click on ‘I want to...for Case 

with Originating Summons 

Number’ and

b) Select ‘Service of Originating 

Summons for Divorce’.

Click on ‘Serve Originating 

Summons for Divorce’.

3

Click on ‘Submit’ button to 

validate the Originating Summons 

Number. 

If you have case access, you will 

find a selection of available options 

to serve the Originating Summons.

5 Enter the Originating Summons 

Number.

6

Service of Originating Summons –

Initiate from Divorce E-Services
1

2

3a

3b

4

5 6

For more details on the Types of Service of 

Originating Summons, refer here.

https://www.syariahcourt.gov.sg/Divorce/Process-Divorce-Proceedings/Service-of-the-Originating-Summons
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1 To serve the Originating 

Summons via Registered Post, 

navigate to Option A and click 

on ’Attempt Service 

via Registered Post’ button.

2 Read the checklist and indicate 

a tick in the checkboxes to 

confirm each point.

3 Click on ‘Update’ button to 

proceed.

4 A successful submission will 

display a Case ID, and 

Submission Date. 

Attempt Service via Registered Post

Service of Originating Summons –
Attempt Service via Registered Post & Submit Signed Acknowledgment of Service

To attempt service of Originating Summons, 

proceed to complete this process first.

1

2

3

4

Return to Agenda

S Y C
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5 Click on the 3 dots under ‘More 

Options’ and select ‘View’.

Return to Agenda

S Y C

Submit Signed Acknowledgment of Service

You are required to send or serve all the 

documents in the Originating Summons 

Service Bundle on the Defendant via 

registered post.

In order for the service to be considered 

valid, the Defendant must sign and return 

the Acknowledgement of Service Form to 

the Plaintiff, to be submitted/filed. 

Continue with steps        to        to Submit 

the Signed Acknowledgement of Service 

Form after you have served the Originating 

Summons Service Bundle on the Defendant.

6 Select the ‘Local’ or ‘Overseas’ 

radio buttons to indicate the 

location.

7 Answer the follow-up 

questions for the selected 

location:

a) ‘Local’

b) ‘Overseas’

Service of Originating Summons –
Attempt Service via Registered Post & Submit Signed Acknowledgment of Service

5

6

7a

7b

5 11
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8 Click on ‘Choose File’ button to 

upload the signed 

Acknowledgement of Service form.

9 Click on the ‘Preview’ button.

10 a) Verify that all details are 

accurate and 

b) Click on the ‘Submit’ button to 

confirm. 

11 a) Select the checkbox to confirm 

the declaration and 

b) Click the ‘Make Payment’ 

button to confirm.

Service of Originating Summons –
Attempt Service via Registered Post & Submit Signed Acknowledgment of Service

Return to Agenda

S Y C

8

9

10a

10b

11a

11b
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Return to Agenda

S Y CService of Originating Summons –

Attempt Service via SYC Portal

1
To attempt service of the Originating Summons 

via the SYC Portal, navigate to Option B and 

click on ’Attempt Service via SYC Portal’.

2 a) Read through the Important Notes and

b) Click on the links for Privacy Statement and 

Terms of Use to read each item.

c) Tick on the checkbox to agree.

3 Click on ‘Agree and Proceed’ to proceed.

4 a) View the list of the documents in the 

Originating Summons Service Bundle and 

b) Indicate a tick to select the party on whom 

the documents will be served.

Attempt Service via SYC Portal

To attempt service of Originating Summons, proceed to 

complete this process first.

5 Verify that the Defendant/ Defendant Solicitor’s 

details are accurate and click on ‘Preview’ to 

confirm. 

7 Click on ‘Submit’ to proceed.

8 a) Select the checkbox to confirm the 

declaration and 

b) Click the ‘Make Payment’ button to confirm.

To continue to make payment, proceed to ‘Make Payment’.

1

2a

3

4a

5

7

8a

2b2c

4b

8b
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Return to Agenda

S Y CService of Originating Summons –

Personal Service Attempt

1 To serve the Originating 

Summons via Personal Service 

Attempt, navigate to Option D

and click on ’Personal Service 

Attempt’ button.

2 Read the checklist and indicate 

a tick in the checkboxes to 

confirm each point.

3 Click on ‘Submit’ to proceed.

Personal Service Attempt

To attempt service of Originating Summons, 

proceed to complete this process first.

4 a) A successful submission will 

display a Case ID, and 

Submission Date.

b) Click on ‘Back to Dashboard’. 

1

2

3

4a

This section is only applicable to Lawyers. 

4b
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Return to Agenda

S Y CService of Originating Summons –

Personal Service Attempt

5 a) Under your Dashboard, choose 

the Case ID with the ‘File 

Affidavit of Service’ by clicking 

on the three dots under ‘More 

Options’ and 

b) Select ‘View’.

6 a) Read through the Important 

Notes and

b) Click on the links for Privacy 

Statement and Terms of Use to 

read each item. 

c) Tick on the checkbox to agree.

7 Click on ‘Agree and Proceed’ to 

proceed.

File Affidavit of Service

(For lawyers only)

You are required to file an Affidavit of 

Service once you have served the 

Originating Summons on the Defendant.

8 Provide required details.

9 Click on the ‘Preview’ button.

5a

6a

7

8

9

5b

6b6c
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Return to Agenda

S Y CService of Originating Summons –

Personal Service Attempt

10 Click on the ‘Submit’ button to 

proceed.

11 a) Select the checkbox to 

confirm the declaration and

b) Click the ‘Make Payment’ 

button to confirm.

To continue to make payment, proceed to 

‘Make Payment’.

10

11b

11a
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Return to Agenda

S Y CService of Originating Summons –

Personal Service Attempt by Court Process Server

1 To serve the Originating 

Summons via Personal Service 

Attempt, navigate to Option D

and click on ’Personal Service 

Attempt’ button.

2 a) Read through the Important 

Notes and

b) Click on the links for Privacy 

Statement and Terms of Use

to read each item. 

c) Tick on the checkbox to 

agree.

3 Click on ‘Agree and Proceed’ to 

continue.

Personal Service Attempt

4 a) Fill in the required fields.

b) Click on ‘Preview’. 

1

This section is only applicable to the public.

If you have indicated that the Defendant is 

in prison in your accepted filing of 

Originating Summons, the only available 

method of service of the Originating 

Summons is Personal Service Attempt by 

Court Process Server. 

2a

3

2b2c

4b

4a
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Return to Agenda

S Y CService of Originating Summons –

Personal Service Attempt by Court Process Server

5 Click on the ‘Submit’ button to 

proceed.

6 a) Select the checkbox to 

confirm the declaration and

b) Click the ‘Make Payment’ 

button to confirm.

To continue to make payment, proceed to 

‘Make Payment’.

5

6b

6a
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Return to Agenda

S Y CService of Originating Summons –

Payment

2 Select Payment Mode and answer 

the related follow-up questions. 

3 Depending on the Payment Mode 

selected, click on the following 

buttons to proceed:

a) ‘PayNow’ – ‘Verify Payment’

button

b) ‘eNETS/Credit Card’ - ‘Submit’

button

c) ‘Request for Fee Waiver’ -

‘Submit Request for Fee Waiver’

button and answer the related 

follow-up questions depending 

on your response as a SingPass, 

CorpPass or SYCPass user. 

4 A successful payment will display a 

Case ID, Payment Advice Number, 

and Payment Status.

2

3a

4

3b

3c

1 Verify breakdown of fees for the 

applicable documents for the type of 

service.

1
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Return to Agenda

S Y CFiling of Memorandum of Defence –

Memorandum of Defence With Cross Application 

1 Select ‘Yes’ from the radio buttons.

2 Select ‘Yes’ from the radio buttons.

To file a Memorandum of Defence with 

Cross Application, click on the applicable 

criteria and follow the steps:

i. Defendant has attended the Marriage 
Counselling Programme

ii. Defendant has been excluded from the 
Marriage Counselling Programme

iii. Defendant has obtained an Order of 
Court allowing him to do so

3 a) Key in the Case ID with prefix 

‘MCP’ and 

b) Click ‘Submit’.  

4 a) If a valid Case ID was entered, 

this message will be displayed.

b) If an invalid Case ID was 

entered, click on ‘Choose File’ 

button to upload the Pre-

Originating Summons letter or 

email received by the 

Defendant.

5 Click on ‘Proceed to Memorandum 

of Defence Husband/Wife’ button. 

(i) Defendant has attended the Marriage 

Counselling Programme

1

2

3a

4a

5

3b

4b
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Return to Agenda

S Y CFiling of Memorandum of Defence –

Memorandum of Defence With Cross Application 

1 Select ‘Yes’ from the radio buttons.

2 Select ‘No’ from the radio buttons.

3 Select ‘An excluded party’ from 

the radio buttons. 

4 Click on ‘Proceed to 

Memorandum of Defence

Husband/Wife’ button. 

(ii) Defendant has been excluded from 

the Marriage Counselling Programme

(i.e., The outcome of the Defendant's 

Registration for MCP was 'Excluded’).

To continue to file a Memorandum of 

Defence, proceed here.

1

2

3

4
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Return to Agenda

S Y CFiling of Memorandum of Defence –

Memorandum of Defence With Cross Application 

1 Select ‘Yes’ from the radio buttons.

2 Select ‘No’ from the radio buttons.

3 Select ‘Has obtained an Order of 

Court’ from the radio buttons. 

7 Click on ‘Proceed to 

Memorandum of Defence

Husband/Wife’ button. 

(ii) Defendant has obtained an Order of 

Court allowing him to do so

4 Indicate Issuance Date for Order 

of Court.

5 a) Key in the Order of Court 

Number and 

b) Click the ‘Submit’ button.  

6 a) If a valid Order of Court 

Number was entered, this 

message will be displayed.

b) If an invalid Order of Court 

Number was entered, click on 

‘Choose File’ button to upload 

the Order of Court document in 

PDF.

To continue to file a Memorandum of 

Defence, proceed here.

1

2

3

6b

4

5a

6a

5b

7
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Return to Agenda

S Y CFiling of Memorandum of Defence –

Memorandum of Defence With or Without Cross Application 

1 a) Read through the 

Important Notes and

b) Click on the links for 

Privacy Statement and 

Terms of Use to read each 

item. 

c) Tick on the checkbox to 

agree.

2 Click on ‘Agree and Proceed’ 

to proceed.

Section 1 (Plaintiff)

3 Read through and verify 

that pre-filled details are 

accurate and fill in required 

fields. 

4 Click on ‘Next: 2. Defendant’

to continue. 

1a

2

4

1b1c
3
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Return to Agenda

S Y CFiling of Memorandum of Defence –

Memorandum of Defence With or Without Cross Application 
Section 2 (Defendant)

5 Read through to validate that 

pre-filled details are accurate and 

fill in required fields (if relevant). 

6 Click on ‘Next: 3. Date and 

Place of Marriage’ to 

continue. 

Section 3 (Date and Place of Marriage)

7 Read through to validate that 

pre-filled details are accurate and 

fill in required fields. 

8 Click on ‘Next: 4. Jurisdiction’

to continue. 

Section 4 (Jurisdiction)

9 Select the radio buttons to 

indicate the Court’s Jurisdiction 

and answer the follow-up 

questions for:

a) ‘Domicile’

b) ‘Habitual Residence’

10 Click on ‘Next: 5. Grounds of 

Divorce’ to continue. 

5

6

7

8

9a

10

9b
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Return to Agenda

S Y CFiling of Memorandum of Defence –

Memorandum of Defence With or Without Cross Application 

Section 5 (Defence)

11 Click on Plaintiff’s Case Statement 

and read through Paragraph 4a.

12 a) Select the ‘Confirm’ or ‘Do not 

confirm’ radio buttons and 

answer the related follow-up 

questions. 

b) If you select ‘Do not confirm’, 

in the field box provide the 

full particulars of the facts 

relied on but not the evidence 

by which they are to be proved.

15 Click on ‘Next: 6. Child(ren)’ to 

continue. 

13 Click on Plaintiff’s Case 

Statement and read through 

Paragraph 4b.

14 a) Select the ‘Agree’ or ‘Disagree’ 

or ‘N/A’ radio buttons and 

answer the related follow-up 

questions. 

b) If you select ‘Disagree’, in the 

field box provide the full 

particulars of the facts relied 

on but not the evidence by 

which they are to be proved.

11

12a

12b

14a

13

14b

15
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Return to Agenda

S Y CFiling of Memorandum of Defence –

Memorandum of Defence With or Without Cross Application 
Section 6 (Child(ren))

16 Read through and verify that pre-filled 

details are accurate. 

17 To edit details:

a) Click on the 3 dots under ‘More Options’

and select ‘Edit’ or

b) Click on ‘Add Child’ button.

18 Click on ‘Next: 7. Related Court Proceedings’

to continue. 

Section 7 (Related Court Proceedings)

19 a) Select the ‘Yes’ or ‘No’ radio buttons. 

b) If you select ‘Yes’, click on ‘Add Bankruptcy 

Details’ to fill in the required details. 

21 a) Select the ‘Yes’ or ‘No’ radio buttons. 

b) If you select ‘Yes’, click on ‘Add Court 

Proceedings’ button and fill in the required 

details. 

22 Click on ‘Next: 8. Relief Claimed’ to continue. 

18

20 a) Select the ‘Yes’ or ‘No’ radio buttons. 

b) If you select ‘Yes’, click on ‘Add Pending 

Bankruptcy Proceedings’ button and fill in 

the required details. 

16

17a

17b

19a

19b

20a

20b

21a

21b

22
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Return to Agenda

S Y CFiling of Memorandum of Defence –

Memorandum of Defence With or Without Cross Application 
Section 8 (Relief Claimed)

23 For reliefs (b) to (e) - select each 

relief the Defendant would like to 

claim by ticking on the 

checkboxes and specify the 

amount and details required for 

each claim. 

24 If the parties have any child below 

21 years old, select the radio 

buttons to specify the Custody, 

Care and Control, and Type of 

Access for each child.

23

24
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Return to Agenda

S Y CFiling of Memorandum of Defence –

Memorandum of Defence With or Without Cross Application 

25 a) Select the radio buttons to 

indicate the type of 

Matrimonial Home and 

b) Input location details.

26 Answer the follow-up questions 

to the selection of Matrimonial 

Home:

a) ‘HDB Flat’ – Division of the Flat

b) ‘Private Property’ – State 

Claim

27 Click on ‘Choose File’ button to 

upload supporting documents 

in PDF format.

Section 8 (Relief Claimed) - continued

28 Tick on the checkbox to claim 

for Division of other 

Matrimonial Property/Assets 

and provide details for the 

claim.

29 Tick on the checkbox to make 

Other Claims and provide 

details for the claim.

30 Click on the ‘Preview’ button to 

proceed. 

25a

25b

26a

26b

27

28

29

30
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Return to Agenda

S Y CFiling of Memorandum of Defence –

Memorandum of Defence With or Without Cross Application 

31 Select the ‘Yes’ or ‘No’ radio 

buttons.

If you select ‘Yes’, click on the 3 

dots under More Options and 

select Edit to edit the talak details 

(if needed). Click on ‘Add Talak 

Details’ button to add more.  

32 Complete the following actions if 

you are filing as a:

a) ‘Wife’ – Tick on the 

checkbox to select the 

grounds for divorce and 

provide details.

b) ‘Husband’ – Provide details 

regarding grounds for 

divorce.

Section 9 (Cross Application for Divorce)

33 Click on the ‘Preview’ button to 

proceed. 

31a

32a

33

31b

31c

32a

32b

For Memorandum of Defence With Cross 

Application only.
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Return to Agenda

S Y CFiling of Memorandum of Defence –

Memorandum of Defence With or Without Cross Application 

34

Preview Mode

a) Click the arrow button. 

b) Read through details in 

Sections 1 to 9.

c) Click ‘Complete’ to verify that 

all information is accurate. 

35

Declare & Save

a) Select the checkbox to confirm 

the declaration. 

b) Click the ‘Complete & Back to 

Memorandum of Defence and 

accompanying documents’ 

button to complete the 

document.

36 Verify that the Memorandum of 

Defence icon  has turned from

to       , indicating a 

completed document. 

34a

35a

36

34b

34c

35b
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Return to Agenda

S Y CFiling of Memorandum of Defence –

Parenting Plan

1 a) Select the ‘Yes’ radio button.

b) Click on the relevant 

document links to download 

and complete the required 

Parenting Plan template.

2 Click on ‘Proceed to Defendant’s 

Parenting Plan’ button. 

3 a) Read through the Important 

Notes.

b) Click on the links for Privacy 

Statement and Terms of Use to 

read each item. 

c) Tick on the checkbox to agree.

4 Click on ‘Agree and Proceed’ to 

proceed.

5 Click on ‘Choose File’ to upload the 

completed Parenting Plan. 

7 Click on the ‘Preview’ button.

6 Select document type from the 

dropdown menu.

8 a) Verify that uploaded Parenting 

Plan is accurate. 

b) Click on ‘Complete’ to confirm. 

1a

1b

2

3a

4

5

7

6

8a

3b3c

8b
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Return to Agenda

S Y CFiling of Memorandum of Defence –

Matrimonial Property Plan

1 a) Select the ‘Yes’ radio button and 

b) Indicate Defendant’s Date of Birth.

2 Click on the relevant document links 

to download and complete the 

required Matrimonial Property Plan 

template.

3 Click on ‘Proceed to Defendant’s 

Matrimonial Property Plan’ button. 

4 a) Read through the Important Notes 

b) Click on the links for Privacy 

Statement and Terms of Use to read 

each item. 

c) Tick on the checkbox to agree.

5 Click on ‘Agree and Proceed’ to 

proceed.

6 Click on ‘Choose File’ to upload the 

completed Matrimonial Property 

Plan. 

8 Click on the ‘Preview’ button.

7 Select document type from the 

dropdown menu.

9 a) Verify that uploaded Matrimonial 

Property Plan is accurate and 

b) Click on ‘Complete’ to confirm. 

1a

2

3

4a

5

6

8

7

9a

1b

4b4c

9b
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Return to Agenda

S Y CFiling of Memorandum of Defence –

Payment

2 Select Payment Mode and answer 

the related follow-up questions. 

3 Depending on the Payment Mode 

selected, click on the following 

buttons to proceed:

a) ‘PayNow’ – ‘Verify Payment’

button

b) ‘eNETS/Credit Card’ - ‘Submit’

button

c) ‘Request for Fee Waiver’ -

‘Submit Request for Fee Waiver’

button and answer the related 

follow-up questions depending 

on your response as a SingPass, 

CorpPass or SYCPass user. 

4 A successful payment will display a 

Case ID, Payment Advice Number, 

and Payment Status.

1 Verify breakdown of fees for Filing 

of Memorandum of Defence.

3b

3c

2

4

1

3a
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a) Under your Dashboard, choose 

the Case ID to book an 

appointment by clicking on the 

three dots under ‘More 

Options’.

b) Select ‘Book appointment’.

1

3

2

Section 1 (Appointment Form)

Select the available date and time

for the appointment.

Click on ‘Preview’ button to 

continue. 

1a

2

Return to Agenda

S Y CCourt Appointments –

Book 1st Appointment

1b

3

4

Section 2 (Preview Mode)

a) Read through details

b) Click on ‘Submit’ button to 

verify that all information is 

accurate. 

5

Section 3 (Complete)

A successful scheduled 

appointment will display a Case 

Reference Number, Submission 

date and time, and Scheduled 

Marriage Counselling

appointment date and time.

4a

5

4b
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a) Under your Dashboard, choose 

the Case ID to view an 

appointment by clicking on the 

three dots under ‘More 

Options’

b) Select ‘View appointment’.

1

2 View appointment details on 

appointment form. 

Return to Agenda

S Y CCourt Appointments –

View Court Appointment

1b

1a

2
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Return to Agenda

S Y CCourt Appointments –

Notice to Attend Court

1 Navigate to the Divorce tab on 

your Dashboard.

3

a) Click on ‘Court File’ 

b) Select ‘Court Notices’.

a) Identify the relevant Case ID 

and click on the three dots 

under ‘More Options’

b) Select ‘View’ or click on any 

of the hyperlinks.

2

Read through the list of 

required documents to bring 

to the appointment, and other 

Important Notes. 

4 View Appointment Details and 

Parties to Attend. 

5

1

2a

2b

3

4

5
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a) Under your Dashboard, choose 

the Case ID to re-schedule by 

clicking on the three dots 

under ‘More Options’.

b) Select ‘Change appointment’.

1

4

Section 2 (Appointment Form)

Provide details of Reason for 

changing appointment.

You will be able to re-schedule the 1st

appointment once only, up to 14 days 

before the original appointment date.

If you have not scheduled a 1st

appointment before, proceed to ‘Book 1st 

Appointment’.

Return to Agenda

S Y CCourt Appointments –

Change Appointment

2 a) Read through the Important 

Notes. 

b) Click on the links for Privacy 

Statement and Terms of Use to 

read each item. 

c) Tick on the checkbox to 

agree.

3 Click on ‘Agree and Proceed’ 

button to proceed.

1a

4

2a

3

1b

2b2c



65

8

Section 3 (Preview Mode)

a) Read through details 

b) Click on ‘Submit’ button to 

verify that all information is 

accurate. 

Proceed to the following steps to complete 

these actions:

• Change Appointment Date or Time –

Step       .

• Change Type of Appointment – Step       .

Court Appointments –

Change Appointment
Return to Agenda

S Y C

Section 2 (Appointment Form) - continued

5 Select the new date and time for 

the appointment.

Proceed to Step      . 

6 a) Select the New type of 

Appointment.

b) Submit any supporting 

documents.

c) Indicate a Preferred Date 

Range.

Proceed to Step      . 

5

6a
6b

6c

5

6

7 Click on ‘Preview’ button to proceed.

8a7

8b

7

7
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Return to Agenda

S Y CFiling Court Documents –

Filing Notice of Appointment of Solicitor

1 Navigate to the Divorce tab on 

your Dashboard.

2

4

Click on ‘Divorce E-Services’

button. 

a) On Divorce E-Services page, 

click on ‘I want to ..for Case 

with Originating Summons 

Number’.

b) Select ‘File Court Documents’.

Click on ‘Notice of 

Appointment of Solicitor’ and 

read through the section. 

3

5 Click on the Proceed to Notice 

of Appointment of Solicitor

button to proceed. 

6 a) Key in the Originating 

Summons Number

b) Click on ‘Submit’.

7 a) Fill in details of the party you 

have been appointed as a 

Solicitor for. 

b) Click on ‘Submit’.

2

5

6a 6b

4

1

3a

3b

7a

7b

This section is only applicable to Lawyers. 
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Return to Agenda

S Y CFiling Court Documents –

Filing Notice of Appointment of Solicitor
8 Select the ‘Yes’ or ‘No’ radio buttons 

and proceed to the subsequent 

steps:

• Yes – Continue to Step      .

• No – Continue to Step      .

9

11

Select the Summon(s) number for 

which you would like to be appointed.

Select the ‘Yes’ or ‘No’ radio buttons 

and proceed to the subsequent steps:

• Yes – Continue to Step      .

• No – Continue to Step      .

Select the type of Grant (if applicable)

and proceed to the subsequent steps:

• Provisional Grant of Aid –

Continue with Steps       to      , and 

Section 3a (Provisional Grant of Aid)

• Grant of Aid –

Continue with Steps       to      , and 

Section 3b (Grant of Aid)

10

12 Click on the ‘Proceed’ button. 

13 a) Read through the Important 

Notes.

b) Click on the links for Privacy 

Statement and Terms of Use to 

read each item. 

c) Tick on the checkbox to agree.

14 Click on the ‘Agree and Proceed’ 

button to proceed.

10

9

12 19

12 19

8

9

11

10

12

13a

14

13b 13c

11

12
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Return to Agenda

S Y CFiling Court Documents –

Filing Notice of Appointment of Solicitor

15 Read through and validate that 

Plaintiff’s and Defendant’s 

Details are accurate.

16 a) Select from the drop-down 

menu the party who 

appointed you to act as the 

Lawyer. 

b) Provide Lawyer’s Details and 

Law Firm’s Address. 

Section 1 (Originating Summons for Divorce)

Section 2 (Summons - e.g., Application to be 

joined as an intervener)

17 Click on ‘Next: 2. OS-2022-

000155/S003: Form 29 –

Application to be joined as an 

intervener’ to continue. 

18 Read through and validate that 

Lawyer’s Details are accurate.

19 (If applicable) Click on ‘Next: 3. 

Provisional Grant of Aid/Grant 

of Aid’ to continue. 

Only applicable if you selected the ‘Yes’ 

radio button in Step       . 8

15

16a

18

19

16b

17
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Return to Agenda

S Y CFiling Court Documents –

Filing Notice of Appointment of Solicitor

20a Click on ‘Choose File’ to upload 

the required document. 

21a Specify the validity period of the 

Provisional Grant of Aid in 

the Start Date and End Date 

fields.

Section 3a (Provisional Grant of Aid)

22a Click on the ‘Preview’ button.

Only applicable if you selected ‘Provisional 

Grant of Aid’ in the drop-down menu in 

Step       . 11

20b Click on ‘Choose File’ to upload 

the required document. 

Section 3b (Grant of Aid)

Only applicable if you selected ‘Grant of 

Aid’ in the drop-down menu in Step       . 11

21b Select ‘Grant of Aid’ as the 

document type in the drop-down 

menu. 

22b Click on ‘Preview’ to continue. 

2ba
22a

20a

20b

21b

22b
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Return to Agenda

S Y CFiling Court Documents –

Filing Notice of Appointment of Solicitor

23 a) Read through details.

b) Click on ‘Submit’ button to 

verify that all information is 

accurate. 

Preview Mode

24

Declare

a) Select the checkbox to 

confirm the declaration 

b) Click the ‘Make Payment’ 

button to proceed.

23a

24a

23b

24b
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Return to Agenda

S Y CFiling Court Documents –

Filing Notice of Appointment of Solicitor

Payment

26 Select Payment Mode and answer 

the related follow-up questions. 

27 Depending on the Payment Mode 

selected, click on the following 

buttons to proceed:

a) ‘PayNow’ – ‘Verify Payment’

button.

b) ‘eNETS/Credit Card’ - ‘Submit’

button.

c) ‘Request for Fee Waiver’ -

‘Submit Request for Fee Waiver’

button and answer the related 

follow-up questions depending 

on your response as a SingPass, 

CorpPass or SYCPass user. 

28 A successful payment will display a 

Case ID, Payment Advice Number, 

and Payment Status.

25 Verify breakdown of fees for Filing 

of Notice of Appointment of Solicitor.

26

27a

28

25

27b

27c
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Return to Agenda

S Y CFiling Court Documents –

Filing Notice of Withdrawal

1 Navigate to the Divorce tab on 

your Dashboard.

2 Click on ‘Divorce E-Services’

button. 

On Divorce E-Services page, click 

on ‘I want to ..for Case with 

Originating Summons Number’

and select ‘File Court Document’.

3

There are 2 options to filing Notice of 

Withdrawal. 

Click on the links below to proceed to the 

relevant steps:

1. Notice of Withdrawal for Originating 

Summons

2. Notice of Withdrawal for Summons

1

2

3a

3b
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Return to Agenda

S Y CFiling Court Documents –

Filing Notice of Withdrawal

1 Click on Proceed to Notice of 

Withdrawal for Originating 

Summons tab on your Dashboard.

2 a) Key in the Originating Summons 

Number.

b) Click on ‘Submit’ button.

A correct Originating Summons 

Number will display this message. 
3

Notice of Withdrawal for Originating 

Summons (1 of 2)

4 Select the ‘Yes’ or ‘No’ radio buttons 

and proceed to the subsequent steps:

• Yes – You will not be able to file the 

Notice of Withdrawal for Originating 

Summons, when talak has been 

pronounced by the husband in the 

Originating Summons.

• No – Continue to Step      .

5 Click on the Proceed. 

6 a) Read through the Important 

Notes.

b) Click on the links for Privacy 

Statement and Terms of Use to read 

each item. 

c) Tick on the checkbox to agree.

7 Click on ‘Agree and Proceed’ 

button to proceed.

1

2a

3

4

5

6a

7

2b

5

6b6c
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Return to Agenda

S Y CFiling Court Documents –

Filing Notice of Withdrawal

8 Click on the ‘Preview’ button. 

9 Read through and validate that 

Plaintiff’s and Defendant’s Details 

are accurate.

Notice of Withdrawal for Originating 

Summons (2 of 2)

10 Select the ‘Yes’ or ‘No’ radio buttons 

and proceed to the subsequent steps:

• Yes – Continue to Step .

• No – Continue to Step .

11 Click on Choose File to upload the 

consent of the Defendant to the 

Withdrawal.

12 a) Verify Notice #1 and Notice #2. 

b) Click on ‘Preview’ button.  

13 a) Verify information.

b) Click on ‘Submit’ button to proceed.

14 a) Select the checkbox to confirm the 

declaration. 

b) Click the ‘Make Payment’ button to 

proceed.

11

12

8

9

10

11

12a

13a

14a

12b

13b

14b

Proceed to Payment section to complete 

the payment process. 
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S Y CFiling Court Documents –

Filing Notice of Withdrawal

Notice of Withdrawal for Summons (1 of 2)

1 Click on Proceed to Notice of 

Withdrawal for Summons.

2 a) Key in the Summons Number.

b) Click on ‘Submit’.

A correct Summons Number will 

display this success message. 
3

4 Click on the ‘Proceed’ button. 

5 a) Read through the Important 

Notes.

b) Click on the links for Privacy 

Statement and Terms of Use to read 

each item. 

c) Tick on the checkbox to agree.

6 Click on ‘Agree and Proceed’ to 

continue.

1

2a

3

4

5a

6

2b

5b5c
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S Y CFiling Court Documents –

Filing Notice of Withdrawal

7 Click on the ‘Preview’ button. 

8 Read through and check that 

Plaintiff’s, Defendant’s and 

Intervener’s (if any) Details are 

correct.

Notice of Withdrawal for Summons (2 of 2)

9 Select the ‘Yes’ or ‘No’ radio buttons 

and proceed to the subsequent steps:

• Yes – Continue to Step      . 

• No – Continue to Step      .

10 Click on Choose File to upload 

the consent of the Defendant to 

the Withdrawal.

11 a) Verify Notice #1. 

b) Click on the ‘Preview’ button.  

12 a) Verify information. 

b) Click on ‘Submit’ to proceed.

Proceed to Payment section to complete 

the payment process. 

10

11

7

8

9

10

11a

11b

12a

12b

13 a) Select the checkbox to confirm 

the declaration. 

b) Click the ‘Make Payment’ button 

to proceed.

13a

13b
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S Y CFiling Court Documents –

Filing Notice of Withdrawal

3b

3c

Payment

2 Select Payment Mode and answer 

the related follow-up questions. 

3 Depending on the Payment Mode 

selected, click on the following 

buttons to proceed:

a) ‘PayNow’ – ‘Verify Payment’

button.

b) ‘eNETS/Credit Card’ - ‘Submit’

button.

c) ‘Request for Fee Waiver’ -

‘Submit Request for Fee Waiver’

button and answer the related 

follow-up questions depending 

on your response as a SingPass, 

CorpPass or SYCPass user. 

4 A successful payment will display a 

Case ID, Payment Advice Number, 

and Payment Status.

1 Verify breakdown of fees for Notice 

of Withdrawal of Originating 

Summons/Summons.

2

4

1

3a
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S Y CFiling Court Documents –

Filing Amended Case Statement
1 Navigate to the Divorce tab on 

your Dashboard.

2

4

Click on the ‘Divorce E-Services’

button. 

a) On Divorce E-Services page, 

click on ‘I want to ..for Case 

with Originating Summons 

Number’.

b) Select ‘File Court Documents’.

a) Click on ‘Amended Case 

Statement’. 

b) Read through the 

Description and Documents 

Required. 

3

5 Click on ‘Proceed to Amended 

Case Statement‘ button to 

proceed. 

6 a) Key in the Originating 

Summons Number. 

b) Click on ‘Submit’ button. 

1

2

4a

3a

5

6a

3b

4b

6b

7 A correct Originating Summons 

Number will display this success 

message. 

7
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S Y CFiling Court Documents –

Filing Amended Case Statement

8 Select the ‘Yes’ or ‘No’ radio buttons. 

If you selected ‘Yes’, proceed to 

answer the subsequent questions.

9 Click on the Proceed button. 

10 a) Read through the Important 

Notes.

b) Click on the links for Privacy 

Statement and Terms of Use to 

read each item. 

c) Tick on the checkbox to agree.

11 Click on the ‘Agree and Proceed’ 

button to proceed.

8

9

10a

11

10b10c
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S Y CFiling Court Documents –

Filing Amended Case Statement

12 a) Verify that Plaintiff’s Details 

are accurate. 

b) Indicate in the checkbox if 

Plaintiff has changed name. 

13 a) Key in Plaintiff’s new full 

name.

b) Click on ‘Choose File’ button to 

upload the Deed Poll. 

14 a) Indicate in the checkbox to 

amend other particulars relating 

to the Plaintiff (if any). 

b) Complete the subsequent 

fields. 

15 Click on ‘Next: 2. Defendant’ to 

continue. 

Section 1 (Plaintiff)

12a

13a

14a

15

12b

13b

14b
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S Y CFiling Court Documents –

Filing Amended Case Statement

16 a) Verify that Defendant’s Details 

are accurate. 

b) Indicate in the checkbox if 

Defendant has changed name. 

17 a) Key in Defendant’s new full 

name.

b) Click on ‘Choose File’ button to 

upload the Deed Poll. 

18 a) Indicate in the checkbox to 

amend other particulars relating 

to the Plaintiff (if any). 

b) Complete the subsequent 

fields. 

19 Click on ‘Next: 3. Date and Place 

of Marriage’ to continue. 

Section 2 (Defendant)

16a

17a

18a

19

16b

17b

18a
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S Y CFiling Court Documents –

Filing Amended Case Statement

Section 3 (Date and Place of Marriage)

20 Indicate a tick in the checkbox to 

make amendments to the section.

23 Click on ‘Next: 4. Jurisdiction’

to continue.

Section 4 (Jurisdiction)

25 Insert amendments to the pre-

filled details as needed.

26 Click on ‘Next: 5. Grounds of 

Divorce’ to continue.

21 Insert amendments to the pre-

filled details as needed.

22 Click on ‘Choose File’ button to 

upload the Marriage Certificate/ 

Revocation Certificate.

24 Indicate a tick in the checkbox to 

make amendments to the section.

20

25

21

22

24

23

26
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S Y CFiling Court Documents –

Filing Amended Case Statement

27 a) Indicate in the checkbox to 

amend the section (if any). 

b) Complete the subsequent 

fields. 

28 Click on ‘Next: 6. Child(ren)’ to 

continue. 

Section 5 (Grounds of Divorce)

29 Indicate in the checkbox to amend 

the section (if any). Complete the 

subsequent fields. 

30 To edit details for each child:

a) Click on the 3 dots under 

‘More Options’ and select ‘Edit’ 

or

b) Click on the ‘Add Child’ button.

Section 6 (Child(ren))

31 Click on ‘Next: 7. Related Court 

Proceedings’ to continue. 

32 a) Indicate in the checkbox to 

amend the section (if any). 

b) Complete the subsequent 

fields. 

33 Click on ‘Next: 8. Relief Claimed’

to continue.

Section 7 (Related Court Proceedings)

27a

28

29

30a

31

32a

33

27b

30b

32b
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S Y CFiling Court Documents –

Filing Amended Case Statement

34 a) Indicate in the checkbox to 

amend the section (if any). 

b) Complete the subsequent 

fields. 

35 Click on the ‘Preview’ button to 

continue.

Section 8 (Relief Claimed)

36 a) Read through details.

b) Click on the ‘Submit’ button 

to proceed. 

Preview Mode

37

Declare

a) Select the checkbox to 

confirm the declaration. 

b) Click the ‘Make Payment’ 

button to proceed.

34a

35

36a

37a

34b

36b

37b
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S Y CFiling Court Documents –

Filing Amended Case Statement

Payment

32 Select Payment Mode and answer 

the related follow-up questions. 

33 Depending on the Payment Mode 

selected, click on the following 

buttons to proceed:

a) ‘PayNow’ – ‘Verify Payment’

button.

b) ‘eNETS/Credit Card’ - ‘Submit’

button.

c) ‘Request for Fee Waiver’ -

‘Submit Request for Fee Waiver’

button and answer the related 

follow-up questions depending 

on your response as a SingPass, 

CorpPass or SYCPass user. 

34 A successful payment will display a 

Case ID, Payment Advice Number, 

and Payment Status.

31 Verify breakdown of fees for Filing 

Amended Case Statement. 

32

33a

34

31

33b

33c



86

Return to Agenda

S Y CFiling Court Documents –

Filing Affidavit/Other Documents
1 Navigate to the Divorce tab on 

your Dashboard.

2

4

Click on the ‘Divorce E-Services’

button. 

a) On Divorce E-Services page, 

click on ‘I want to ..for Case 

with Originating Summons 

Number’.

b) Select ‘File Court Documents’.

Click on ‘Affidavits/Other 

Documents’ and read through 

the Description and Documents 

Required.

3

5 Click on ‘Proceed to File 

Affidavit/Other Documents‘

button to proceed.

6 a) Select the type of 

case 'Originating Summons'

or 'Summons' in which you 

would like to file the affidavit.

b) Click on the ‘Proceed’ button.

1

2

3a

5

3b

4

8 A correct Originating Summons 

Number will display this success 

message. 

7

8
7 Key in the Originating 

Summons Number and click on 

the ‘Submit’ button.

6a

6b
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10a

11

10b

Return to Agenda

S Y CFiling Court Documents –

Filing Affidavit/Other Documents

9 a) Read through the Important 

Notes.

b) Click on the links for Privacy 

Statement and Terms of Use to 

read each item. 

c) Tick on the checkbox to agree.

10 Click on ‘Agree and Proceed’ 

button to proceed.

9a

10

9c

11 Click on ‘Choose File’ button to 

upload the required document. 

12 Select from the drop-down menu 

the Type of Document.

For other documents, select 

‘Other Affidavit’.

13 Click on ‘Preview’ button to 

continue.

11

12

13

9b
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S Y CFiling Court Documents –

Filing Affidavit/Other Documents
14

15 Click on ‘Complete’ button to 

proceed.

16

Declare

a) Select the checkbox to 

confirm the declaration.

b) Click the ‘Make Payment’ 

button to submit the filing of 

the Affidavit/Other Document.

16a

14

Fill in the Deponent's name. 

Deponent is the person who is 

giving the testimony in the sworn 

Affidavit and affirming the Affidavit.

For other documents, fill in the 

name of the document.

15

16b
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Filing Affidavit/ Other Documents

Payment

18 Select Payment Mode and answer 

the related follow-up questions. 

19 Depending on the Payment Mode 

selected, click on the following 

buttons to proceed:

a) ‘PayNow’ – ‘Verify Payment’

button

b) ‘eNETS/Credit Card’ - ‘Submit’

button

c) ‘Request for Fee Waiver’ -

‘Submit Request for Fee Waiver’

button and answer the related 

follow-up questions depending 

on your response as a SingPass, 

CorpPass or SYCPass user. 

20 A successful payment will display a 

Case ID, Payment Advice Number, 

and Payment Status.

17 Verify breakdown of fees for Filing 

Affidavit / Other Documents.

20

19b

19c

19a

18

17
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S Y CFiling of Summons –

Application to be Joined as an Intervener

1 Navigate to the Divorce tab on 

your Dashboard.

2 Click on ‘Divorce E-Services’ 

button. 

a) On Divorce E-Services page, 

click on ‘I want to ..for Case 

with Originating Summons 

Number’.

b) Select ‘File Summons’.

3

4 a) Click on ‘Application to be 

Joined as an Intervener’. 

b) Read through the 

Description and Documents 

Required. 

5 Click on ‘Proceed to Application 

to be Joined as an Intervener‘

button to proceed. 

6 a) Key in the Originating 

Summons Number.

b) Click on the ‘Submit’ button. 

If you do not have case access –

c) Key in the ID Nos. of the 

Plaintiff and the Defendant. 

d) Click on the ‘Submit’ button. 

1

2

3a

4a

5

6c3b

6b

4b

6a

6d
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S Y CFiling of Summons –

Application to be Joined as an Intervener
7 Select the case(s) for which to file the 

Application to be Joined as an 

Intervener. 

8 Indicate ‘Yes’ or ‘No’ in the radio 

button and answer the subsequent 

questions. 

9 Click on the ‘Proceed‘ button. 

10 a) Read through the Important Notes.

b) Click on the links for Privacy 

Statement and Terms of Use to read 

each item. 

c) Tick on the checkbox to agree.

11 Click on the ‘Agree and Proceed’ 

button to continue. 

7

8

9

10a

11

10b10c

12 a) Read through Description

b) Click on ‘Proceed to Summons 

(Application to be Joined as an 

Intervener)‘ button. 

13 a) Read through the Important Notes 

b) Click on the links for Privacy 

Statement and Terms of Use to read 

each item. 

c) Tick on the checkbox to agree.

14 Click on the ‘Agree and Proceed’ 

button to continue. 

Section 1 (Summons - Application to be Joined 

as an Intervener)

12a

13a

14

12b

13b13c
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S Y CFiling of Summons –

Application to be Joined as an Intervener
Section 1 (Summons - Application 

to be Joined as an Intervener) -

continued

15 Indicate ‘Yes’ or ‘No’ in the 

radio button. 

16 a) Click on ‘Add Intervener‘

button. 

b) Complete Intervener’s 

Details.  

28

17 Click on ‘Save’ button to proceed. 

18 Depending on which radio 

button you selected in Step      , 

the following fields will be shown 

to you:

a) ‘Yes’ – Standard Orders will 

be auto-populated.

b) ‘No’ – Key in the non-

standard orders to be made.

19 Click on ‘Preview’ button to 

proceed. 

15

16a

17

18a

19

16b

18b15
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S Y CFiling of Summons –

Application to be Joined as an Intervener

20 a) Read through details 

b) Click on ‘Complete’ button to 

verify that all information is 

accurate. 

21 Select the checkbox to confirm 

the declaration and click the 

‘Complete’ button.

22 Click on ‘Complete & Back to 

Filing of Summons (Application to 

be Joined as an Intervener)’ 

button to continue. 

Section 1 (Summons - Application to be 

Joined as an Intervener) - continued

Section 2 (Affidavit-in-Support)

24 Indicate a tick in the checkboxes 

to confirm that Pre-Requisites

have been met.

25 a) Click on the links for Privacy 

Statement and Terms of Use to 

read each item. 

b) Tick on the checkbox to agree.

26 Click on ‘Agree and Proceed’ 

button to continue. 

20a

21

22

20b

23 a) Scroll down to ‘2. Affidavit-in-

Support’, read through Description

/Documents Required

b) Click on ‘Proceed to Affidavit-in-

Support‘ button. 

23a

24

25a

26

23b

25b
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S Y CFiling of Summons –

Application to be Joined as an Intervener

27 a) Click on ‘Choose File’ button to upload 

the completed affirmed Affidavit-in-Support

b) Choose the Document Type from the 

drop-down menu. 

Section 2 (Affidavit-in-Support) - continued

30 a) Read through details.

b) Click on ‘Complete & Back to Filing 

of Summons (Application to be Joined as an 

Intervener)’ button to confirm that all 

information is accurate. 

28 a) Key in Deponent’s Name. 

b) Click on ‘Add Affidavit-in-Support’ button to 

add another Affidavit-in-Support (if any).

29 Click on ‘Preview’ button to proceed. 

Section 3 (Affidavit Consenting to Summons)

31 Scroll down to ‘3. Affidavit Consenting to 

Summons’, indicate ‘Yes’ or ‘No’ in the radio 

buttons and proceed with the following steps:

a) Yes – Click on ‘Proceed to Affidavit Consenting 

to Summons‘ button. 

b) No – Proceed to Section 4 (Notice of 

Appointment of a Solicitor) (if required).

32 Indicate a tick in the checkboxes to confirm that 

Pre-Requisites have been met.

34 Click on ‘Agree and Proceed’ button to proceed. 

27a

30a

28a

29

31a

32

33a

34

27b

28b

30b

33 a) Click on the links for Privacy Statement and 

Terms of Use to read each item. 

b) Tick on the checkbox to agree.

31b

33b
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S Y CFiling of Summons –

Application to be Joined as an Intervener
Section 3 (Affidavit Consenting to Summons) - continued

35 a) Click on ‘Choose File’ button to upload 

the completed Affidavit Consenting to 

Summons. 

b) Choose the Document Type from the 

drop-down menu. 

38 a) Read through details.

b) click on ‘Complete & Back to Filing 

of Summons (Application to be Joined 

as an Intervener)’ button to confirm that 

all information is accurate. 

36 a) Key in Deponent’s Name. 

b) Click on ‘Add Affidavit Consenting to 

Summons’ button to add any (if required).

37 Click on ‘Preview’ button to proceed. 

37

35b

36b

Section 4 (Notice of Appointment of a Solicitor)

39 a) Scroll down to ‘4. Notice of Appointment 

of Solicitor’, read through Description

b) Click on ‘Proceed to Notice of 

Appointment of Solicitor‘ button. 

40 a) Read through the Important Notes.

b) Click on the links for Privacy 

Statement and Terms of Use to read 

each item. 

c) Tick on the checkbox to agree.

41 Click on ‘Agree and Proceed’ button.

35a

38a

36a

38b

39a

40a

41

39b

40b

40c

This section is only applicable to Lawyers (if required).
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S Y CFiling of Summons –

Application to be Joined as an Intervener

Section 4 (Notice of Appointment of a 

Solicitor) - continued

42 Key in Lawyer’s Details and Law 

Firm’s Details.  

43 (If applicable) Click on ‘Next: 2. 

Provisional Grant of Aid/Grant 

of Aid’ to continue. 

44 Click on ‘Choose File’ button to 

upload the PGA/GA. 

45 Specify the Start Date and End 

Date of the PGA.

46 Click on ‘Preview’ button to 

proceed. 

47 a) Read through details 

b) Click on ‘Submit’ button to 

proceed. 

48 a) Select the checkbox to 

confirm the declaration. 

b) Click the ‘Complete & Back to 

Filing of Summons 

(Application to be Joined as 

an Intervener)’ button.

42

43

44

45

46

47a

48a

47b

48b

This section is only applicable to Lawyers

(if required).
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S Y CFiling of Summons –

Application to be Joined as an Intervener

Payment

50 Select Payment Mode and answer 

the related follow-up questions. 

51 Depending on the Payment Mode 

selected, click on the following 

buttons to proceed:

a) ‘PayNow’ – ‘Verify Payment’

button.

b) ‘eNETS/Credit Card’ - ‘Submit’

button.

c) ‘Request for Fee Waiver’ -

‘Submit Request for Fee Waiver’

button and answer the related 

follow-up questions depending 

on your response as a SingPass, 

CorpPass or SYCPass user. 

52 A successful payment will display a 

Case ID, Payment Advice Number, 

and Payment Status.

51b

51c

49
Verify breakdown of fees for Filing 

Application to be Joined as 

Intervener. 

50

51a

52

49
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Return to Agenda

S Y CFiling of Summons –

Application to Vary Court Order under Section 52(6) A of the AMLA
1 Navigate to the Divorce tab on your 

Dashboard.

2 Click on ‘Divorce E-Services’ button. 

On Divorce E-Services page, click on ‘I want 

to ..for Case with Originating Summons 

Number’ and select ‘File Summons’.

3

4 Click on ‘Application to Vary Order of Court 

under Section 52(6) of the AMLA’ and read 

through the Description. 

5 Click on ‘Proceed to Application to Vary 

Order of Court under Section 52(6) of the 

AMLA‘ button. 

6 a) Key in the correct Originating Summons 

Number 

b) Click on ‘Submit’. 

c) This success message will be displayed.

7 To select the Order of Court to be varied:

a) Indicate a tick to select the available Order 

of Court and/or Other Order of Court

b) Insert details for Other Order of Court 

(if required)

c) Click button to Add other Order of Court

(if required)

8 Specify if you are filing a Provisional 

Grant of Aid or Grant of Aid and the type 

of Grant (for lawyers only).

9 Click on ‘Proceed’.

1

2

3a

4

5

6a

7a

8

9

3b

6b

6c

7b

7c
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S Y CFiling of Summons –

Application to Vary Court Order under Section 52(6) A of the AMLA
10 a) Read through the Important Notes 

b) Click on the links for Privacy 

Statement and Terms of Use to read 

each item. 

c) Tick on the checkbox to agree.

11 Click on ‘Agree and Proceed’ button to 

proceed. 

12 Click on ‘Proceed to Summons 

(Application to Vary Order of Court)’ 

button to continue. 

Section 1 (Summons (Application to Vary Order 

of Court))

15 Click through the following sub-sections 

to validate their details:

a) ‘Plaintiff’

b) ‘Defendant’

c) ‘Intervener’ (if applicable) – click on 

Edit to view details and fill in the 

subsequent fields. 

d) ‘Orders’ – Click on Add Paragraph 

and fill in the subsequent fields.

16 Click on the ‘Save’ button.

10a

11

12

15a

10b10c

15b

15c

15d

16

13 a) Read through the Important Notes.

b) Click on the links for Privacy 

Statement and Terms of Use to read 

each item. 

c) Tick on the checkbox to agree.

14 Click on the ‘Agree and Proceed’ button 

to continue. 

13a

13b13c

14
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S Y CFiling of Summons –

Application to Vary Court Order under Section 52(6) A of the AMLA
Section 1 (Summons (Application to Vary 

Order of Court)) - continued

17 Click on ‘Preview’ button.

18 a) Read through sections.

b) Click on ‘Complete’ button to verify 

that all information is accurate. 

19 a) Select the checkbox to confirm the 

declaration. 

b) Click the ‘Complete & Back to 

Filing of Summons (Application to 

Vary Court Order under Section 

52(6) A of the AMLA)’ button to 

submit.

20 Click on ‘Proceed to Affidavit-in-

Support’ button to proceed. 

Section 2 (Summons (Application to Vary 

Order of Court))

21 Indicate a tick in the checkboxes to 

confirm that Pre-Requisites have been 

met.

23 Click on ‘Agree and Proceed’ button to 

proceed. 

22 a) Click on the links for Privacy 

Statement and Terms of Use to read 

each item. 

b) Tick on the checkbox to agree.

17

18a

19a

20

21

23

22a

18b

19b

22b
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S Y CFiling of Summons –

Application to Vary Court Order under Section 52(6) A of the AMLA
Section 2 (Summons (Application to Vary 

Order of Court)) - continued

24 a) Click on ‘Choose File’ button to 

upload the completed affirmed 

Affidavit-in-Support. 

b) Indicate the document type. 

27 a) Do read through details.

b) Click on ‘Complete & Back to 

Filing of Summons 

(Application to to Vary Court 

Order under Section 52(6) A 

of the AMLA)’ button to 

confirm that all information is 

accurate. 

25 a) Key in Deponent’s Name. 

b) Click on ‘Add Affidavit-in-

Support’ button to add any 

additional Affidavit-in-Support. 

26 Click on ‘Preview’ button to 

proceed. 

24a

27a

25a

26

24b

25b
27b
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Return to Agenda

S Y C

Payment

29 Select Payment Mode and answer 

the related follow-up questions. 

30 Depending on the Payment Mode 

selected, click on the following 

buttons to proceed:

a) ‘PayNow’ – ‘Verify Payment’

button.

b) ‘eNETS/Credit Card’ - ‘Submit’

button.

c) ‘Request for Fee Waiver’ -

‘Submit Request for Fee Waiver’

button and answer the related 

follow-up questions depending 

on your response as a SingPass, 

CorpPass or SYCPass user. 

31 A successful payment will display a 

Case ID, Payment Advice Number, 

and Payment Status.

30b

30c

28 Verify breakdown of fees for Filing 

Application to Vary Order of Court. 

Filing of Summons –

Application to Vary Court Order under Section 52(6) A of the AMLA

29

30a
31

28
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S Y CFiling of Summons –

Application for Substituted Service and Affidavit

1 Navigate to the Divorce tab on 

your Dashboard.

2 Click on ‘Divorce E-Services’

button. 

a) On Divorce E-Services page, 

click on ‘I want to ..for Case 

with Originating Summons 

Number’

b) Select ‘File Summons’.

3

4 a) Click on ‘Application for 

Substituted Service’ 

b) Read through the section. 

5 Click on ‘Proceed to Application 

for Substituted Service‘ button to 

proceed. 

6 a) Key in the Originating 

Summons Number

b) Click on the ‘Submit’ button. 

7 Go to Option C. File Summons 

and click on ‘File Summons 

(Application for Substituted 

Service and Affidavit)’ button. 

1

2

3a

4a

5

6a

7
3b

4b

6b
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S Y CFiling of Summons –

Application for Substituted Service and Affidavit

8 a) Read through the Important 

Notes.

b) Click on the links for Privacy 

Statement and Terms of Use to 

read each item. 

c) Tick on the checkbox to agree.

9 Click on ‘Agree and Proceed’ 

button to proceed. 

Section 1 (Summons (Application for 

Substituted Service))

10 Click on ‘Proceed to Summons 

(Application for Substituted 

Service)’ button to proceed. 

11 a) Read through the Important 

Notes.

b) Click on the links for Privacy 

Statement and Terms of Use to 

read each item. 

c) Tick on the checkbox to agree.

12 Click on ‘Agree and Proceed’ 

button to proceed. 

13 Indicate a tick in the checkboxes to 

choose who the documents will be 

served on and the documents to 

be served. 

8a

9

10

11a

12

13

8b8c

11b11c
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S Y CFiling of Summons –

Application for Substituted Service and Affidavit
Section 1 (Summons (Application for 

Substituted Service)) - continued

14 Select the ‘Yes’ or ‘No’ radio 

buttons, and fill in the subsequent 

fields:

a) ‘Yes’ – Indicate the method of 

service and provide the required 

details. 

b) ‘No’ – Key in the orders in the 

text box.

15 Click on the ‘Preview’ button to 

proceed. 

16 a) Do read through details 

b) Click on the ‘Complete’ button 

to confirm that all information is 

accurate. 

17 a) Select the checkbox to 

confirm the declaration. 

b) Click the ‘Complete & Back to 

Filing of Summons 

(Application for Substituted 

Service)’ button.

14a

15

16a

17a

14b

16b

17b
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S Y CFiling of Summons –

Application for Substituted Service and Affidavit
Section 2 (Affidavit-in-Support)

18 Click on ‘Proceed to Affidavit-in-

Support’ button to proceed. 

19 Indicate a tick in the checkboxes 

to confirm that Pre-Requisites

have been met.

21 Click on the ‘Agree and Proceed’ 

button to proceed. 

20 a) Click on the links for Privacy 

Statement and Terms of Use to 

read each item. 

b) Tick on the checkbox to agree.

22 a) Click on ‘Choose File’ button to 

upload the completed affirmed 

Affidavit-in-Support

b) Select document type.

25 a) Do read through details.

b) Click on ‘Complete & Back to 

Filing of Summons 

(Application for Substituted 

Service)’ button to confirm that 

all information is accurate. 

23 a) Key in Deponent’s Name. 

b) Click on ‘Add Affidavit-in-

Support’ button to add any 

additional Affidavit-in-Support. 

24 Click on ‘Preview’ button to 

proceed. 

18

19

21

20a

22a

25a

23a

24

20b

22b

23b

25b
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S Y C

Payment

27 Select Payment Mode and answer 

the related follow-up questions. 

28 Depending on the Payment Mode 

selected, click on the following 

buttons to proceed:

a) ‘PayNow’ – ‘Verify Payment’

button

b) ‘eNETS/Credit Card’ - ‘Submit’

button

c) ‘Request for Fee Waiver’ -

‘Submit Request for Fee Waiver’

button and answer the related 

follow-up questions depending 

on your response as a SingPass, 

CorpPass or SYCPass user. 

29 A successful payment will display a 

Case ID, Payment Advice Number, 

and Payment Status.

26 Click on ‘Make Payment’ button.

Filing of Summons –

Application to Vary Court Order under Section 52(6) A of the AMLA

27

28a

29

26

28b

28c




