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Enquiries Contact 

General Enquiries 
Email: rsgup_claims@sbf.org.sg 

Contact Number: (65) 6797 0763 

Login & System Enquires 
Email: sbf_sgup@stoneforest.com.sg 

Contact Number: (65) 6594 7777 

 

 

Disclaimer: 

PayrollServe is the system provider engaged by Singapore Business Federations (SBF) to administer Mid-Career Pathways Programme. No 

part of this publication may be reproduced, stored in a retrieval system, or transmitted, in any form or by any means, mechanical, electronic, 

photocopying, recording, or otherwise, without prior written permission of PayrollServe., with the following exceptions: Any person is 

hereby authorized to store documentation on a single computer for personal use only and to print copies of documentation for personal 

use provided that the documentation contains PayrollServe’s copyright notice. 
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Document Versions   Go To Frequently Asked Question (FAQ) 

 

  

Doc 
Version 

Update Date Task Changes Description Page Updated By 

1.0 28 Apr 2022 New Released of User Guide - Mandy Wong 

2.0 24 Oct 2023 Updates Revised of Programme Name - Ann Cheong 
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First Time Login to PayDay! HRMS Expense Module 
 

1) Click on URL https://eservices.stoneforestaccounts.com.sg/PRSLogin.asp to login by 

entering Company ID, Login ID and Password.  

 

 

2) Upon successful login, you will see Payday! HRMS Dashboard shows the statement 

below. This indicates you are on SBF Mid-Career Pathways Programme (MCPP). 

 

 
 

 

 

 

 

 

 

 

1  

https://eservices.stoneforestaccounts.com.sg/PRSLogin.asp
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3) Click on Verify UEN 

 

 

4) Check on the company UEN and company name.  

 

5) If the company UEN and company name are both correct, please select Verify and 

click on Update. After Update Success, you may proceed to next step. If the company 

UEN / company name is incorrect, please email SBF officer at 

RSGUP_Claims@sbf.org.sg to correct it.  

 

  

3  

mailto:RSGUP_Claims@sbf.org.sg
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6) Back to Dashboard, click on Input Company Details 

 

 

7) Ensure correct company UEN selected  

 

8) Fill in the bank details:   

 Bank Code 

 Bank Account Number (Format: Branch Code – Bank account Number, for 

example: 082 – 123456789 

NOTE: if you have multiple entities, please select the correct company’s UEN from the 

dropdown list and update the bank details for each company.  

9) Click on Choose File and upload a bank statement with written company name and 

bank account number. The supported document format 

are .pdf, .txt, .csv, .xls, .jpeg, .bmp 

 

10) Select Work Week Group – the number of working days per week. This is used for 

computation of number of working days and proration. 

 

6 
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11) Please verify the POC name, email address and contact number. You may need to 

approach SBF at RSGUP_Claims@sbf.org.sg if you need amendments. SBF officer will 

then release the access rights for you to update the POC details.  

NOTE: The POC should be the main point of contact to receive email notification when 

the claim is verified / approved / rejected even if the company may have multiple user 

accounts.  

  

12) Once the bank details was approved by the SBF officer, you shall receive an email 

notification as shown below. Any changes of the bank details after the approval shall 

contact SBF officer at RSGUP_Claims@sbf.org.sg  

 

13) If the bank details was rejected, you shall receive the email as shown below. Please 

login to the portal and update the bank details again.  

 

 

 

 

 

 

 

12 

Click here to login 13 

mailto:rsgup_claims@sbf.org.sg
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14) Check the Trainee Details under Employee Maintenance 

 

15) Go to Import and Exports and select Export Employee. You may want to select the 

company if you have multiple entities. Leave blank to select all trainees or choose 

your trainees by clicking on the magnifying glass. 

 

16) Press Download Excel to generate the Excel Report. 

 

17) Check the following details*: 

 Trainee’s Name 

 Trainee’s NRIC No 

 Bank Code (should be company’s bank info) 

 Bank Account Number (should be company’s bank info) 

 Other Details 

*Creation and amendment of trainee’s details can only be done by SBF. Please contact SBF at 

RSGUP_Claims@sbf.org.sg or +65 6797 0763 if there is any incorrect information for the trainees.  

  

16 
15 
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(A) Claims Application  

1) Go to dashboard click the link below  

 

2) System will direct you to the page below. Click on Development Plan Template to 

download.  

 

2 
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3) Fill up the downloaded Development plan with the training details 

 

4) Fill up the online form. Ensure both parties (employer and employee) has signed on 

the development plan. Submit together with the signed Development Plan. 

 

 

 

 

 

 

3 
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5) You will received a verified email acknowledgment from SBF. An example shows 

below: 

 

6) Save this email acknowledgment. You will need to include it as a supporting 

document when you submit your claim 

 

7) Back to Dashboard, click on Apply Expenses to proceed to submit claims.  

 

 

 

 

 

5 
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8) Select the Trainee and click Create.  

 

9) Update the claim months under Remarks* and click Save as Draft. You will see the 

attachment duration of the trainee auto showing. If this is incorrect, please write in 

to SBF at RSGUP_Claims@sbf.org.sg to amend it. 

 

*If you have multiple months of claim submission, please state in the remarks with the format 

of Claims for MMM,MMM,MMM/YYYY 

 

 

10) Select the Expense Item. 

 

 Training Allowance - Training grant. Please create multiple Expense item for 

different month of the claim submissions. 

 WICA - Submission of insurance claim  

 

 

 

 

 

mailto:rsgup_claims@sbf.org.sg
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11) Select From Date and To Date, the Working Days will be auto computed based on 

the date range selected.  

If you have multiple months of claim submission, please create multiple Expense 

Items with maximum 1 month duration for each Expense item.

 
 

12) Attached a zip folder (only .zip format acceptable) which includes the documents 

below:  

 

 Training Allowance 

i. Payslip 

ii. Proof of payment (etc. Bank Statement) 

iii. Verified Email Acknowledgement (received after Development Plan 

Submission) 

 

 Wica 

i. Invoice 

 

 

11 

12 
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13) Enter Description (Optional). If the working day is incomplete, please indicate the 

reason here.  

 

 

14) Click Update to save 

 

15) Check the Payable Amount  

 

16) Click Next if the details are all correct. 
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17) Click Confirm to submit* 

*There are only 2 disbursements for claims hence you need to submit at least 2 months’ claim, 

maximum 3 months, for each claim application 

 

18) System will prompt Expense Application Success 

 

19) Click on Apply Another to submit another claims  

Note: Monitor the approval status through Expenses History. Select your trainee. Click into 

individual submission record. System has a “Status” field at the end of the table. 

  

18 

19 
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 (B) Claim Amendments  

To amend or cancel the claim, you may go to Expense Module > Entries > Amend Expenses 

 

I. Pending Claim Amendments 

 

1) For pending claims, you have the option to cancel or delete each claim item individually.  

 Cancel Item – Item Status will be updated to Cancelled 

 Delete Item – Item will be removed from list 

 

2) To delete the entire application, click Cancel Application. Status will update from ACTIVE 

to CANCELLED.  
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II. Verified Claim Amendments 

 

1) For verified records, please DO NOT click on Cancel Application. You may check the claim 

status at the table located at page bottom.  

 

2) When your claim was approved by SBF verifier, you shall receive the email as shown below: 
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III. Approved Claim Amendments 

 

1) For approved records, please DO NOT click on Cancel Application.  

 

 

2) You will receive an email notification when the email was final approved.  
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IV. Rejected Claim Amendments 

 

1) If your claim was rejected by SBF Verifier, you will receive an Email Notification. Please 

refer to the rejection reason (s) from the remarks of email notification. You may also 

contact the SBF officer by getting their contact details from the email. Below is the 

email example:     

 

 Check Email Notification 

 

 Go to Expense History 

 

a. Login to the portal and click View Expense History from the Dashboard  

b. Select the Trainee and click on Amendment and select the rejected claim. 
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c. You will see the rejection remarks located at the page bottom. (May refer to FAQ: 

Common Mistake Lead to Claim Rejection) 

 

2) Please click on Re-submit Application. DO NOT delete or cancel any claim item 

individually.  

 

3) You will be directed to the Draft mode. Click on the application with Resubmission 

(application ref. no) claim for XXX/2022 

 

4) Amend the details and click update to save the changes.  

 

 

5) Click Next if the details are all correct. 

 

 

 

4 

5 

4 
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6) Click Confirm to submit 

 

7) System will prompt Expense Application Success 
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(C) Frequently Asked Question      
Back To User Guide  

Whitelisting 

My IT is requesting for the list of sites to 
whitelist for PayrollServe/ StoneForest. 
 

Please whitelist the following: 
- 203.117.94.5 
- 203.117.94.8 
- 203.117.94.3 
- eaccpay@stoneforestaccounts.com.sg 
- eservices@stoneforestaccounts.com.sg 
 

My company does not have IT officer. How 
can I whitelist the email? 

Please add eservices@stoneforestaccounts.com.sg to 
your email address contacts. 
 

Login 

How do I appoint an alternate user to 
manage my company’s claims? 
 

Upon completion of training, your registration details 
(UEN) will be sent to SBF for 2 account creation 
according to the registered POCs with SBF. If you 
require additional POC access, please contact SBF at 
RSGUP_Claims@sbf.org.sg  

I have multiple subsidiaries. Am I able 
submit all my trainees under 1 login 
account? 
 

Contact SBF at RSGUP_Claims@sbf.org.sg to request 
merging multiple entities in one single user account. 
Please let SBF officer know which entity should be the 
main entity (HQ). 
 

Company & POC Details Update 

What should I do if my company uen is 
incorrect? 

Contact SBF at RSGUP_Claims@sbf.org.sg to correct 
the UEN. 
 

What if my employee does not fall on the 
given work week group? 

Contact SBF at RSGUP_Claims@sbf.org.sg  
 

How can I update 2nd POCs details under 
[Input Company and Bank Details]? 

You may only update 1 POC details in the system. 
The POC information of this section is the person-in-
charge who will receive email notification of claim 
status. This POC can be a third person apart from the 
2 POC registered with SBF.   

Can I change POC details after updated? Yes, please write in to RSGUP_Claims@sbf.org.sg to 
request the change of details.  

Employee Maintenance 

I cannot click on Create to set up my 
employee’s profile. 

Creation and amendment of trainees can only be done 
by SBF. You may receive approval of trainee from SBF, 
however access of the trainee on the system will still 
depend on when the trainee has been uploaded. 
 

I cannot see my employees’ information 
under Employee Profile. 

Creation and amendment of trainees can only be done 
by SBF. You may receive approval of trainee from SBF, 
however access of the trainee on the system will still 
depend on when the trainee has been uploaded. 
 

file://///FS7/PRS/COMMON/1.%20PRS%20-%20Training/SBF/From%20Vina/eaccpay@stoneforestaccounts.com.sg
mailto:eservices@stoneforestaccounts.com.sg
file://///FS7/PRS/COMMON/1.%20PRS%20-%20Training/SBF/From%20Vina/eservices@stoneforestaccounts.com.sg%20
mailto:rsgup_claims@sbf.org.sg
mailto:RSGUP_Claims@sbf.org.sg
mailto:RSGUP_Claims@sbf.org.sg
mailto:RSGUP_Claims@sbf.org.sg
mailto:rsgup_claims@sbf.org.sg
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I can see my employees’ information 
under Employee Profile, but the 
employee/bank details are incorrect 
updated. 

If the bank has been approved by SBF, contact SBF at 
RSGUP_Claims@sbf.org.sg to make changes to bank 
/employee details. 
 

I can see my employees’ information 
under Employee Profile, but the 
employees are no longer with the 
company. 

Contact SBF at RSGUP_Claims@sbf.org.sg to make 
changes to your company’s information. 

Where can I generate a report of my 
trainees under the SBF schemes? 

Please go to Employee Maintenance – Import and 
Exports – Export Employee 
 
Leave blank to select all trainees or choose your 
trainees by clicking on the magnifying glass. 
 
Press download excel to generate the Excel Report. 
 

Expenses Application 

When will I receive my reimbursement? There will be 2 disbursements, once after the 3rd or 
4th month of the attachment duration and once 1 
month after completion of the whole attachment. 
Once the claim has been verified and approved, 
payment will be processed within 14 days. 

When I try to submit the claim, I see the 
window below pop up. What should I do? 

 

Please contact SBF at RSGUP_Claims@sbf.org.sg if you 
have converted your trainee to permanent employee. 
SBF will update the status and you would be allowed 
to submit the claims for the rest of the attachment 
duration. 
 

What are the attachments to be 
submitted together with the claim 
application?  

You would need to prepare the documents below and 
zip the document together and submit along with your 
claim applications: 
 

1. Individual Payslip 
2. Bank Statement (to prove the salary already 

paid to trainee) 
3. Email Acknowledgement (received upon 

Development Plan Submission) 

Can I cancel my claim application if I spot 
the incorrect information entered for my 
claim submission?  

As long as the claim status is “pending”, you will able 
cancel the claim application. You may refer to here for 
the guideline.  
 

Can I submit trainee's claim after first 
salary payment (still under probation)? 

No, you can only see the trainee after the second 
month of attachment 
 

Are we submitting the claims every 2 
months for a 6 months programme 
period which are 3 times? 

Claims are submitted once every 3 months. During the 
entire traineeship, claims will be reimbursed in 2 
tranches. You should submit one claim submission 
consisting of 3 claim items for EACH month. 
 

mailto:rsgup_claims@sbf.org.sg
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Example: 
1st claim item – April 2022 [1st – 31st April], 
2nd claim item– May 2022 [1st – 31st May] 
3rd claim item– June 2022 [1st – 30th June] 
 
All submit in 1 single application. 
 
PLEASE DO NOT compile 3 months of claims into 1 
CLAIM ITEM submission 

Expenses History 

Will there be notifications when my claims 
get approved/rejected by SBF? 
 

Yes, you will receive an email notification upon 
approval/rejection on claims. 

Where do I find the status of submission? Please go to Expenses Module > Entries > Expenses 
History > Select Employee > Select Claim > View Status 
 

What are the common mistakes which 
lead to the claim rejection? 

1. Missing signature in Development Plan 
Solution: To be dated and signed off by both the 
supervisor and trainee. 
 
2. The amount reflected on Payslip / Proof of 
Payment not match with the committed salary.  
Solution: There should not be any additional monetary 
benefits extended to trainees with reference to the 
Letter of Offer [LOO] Part A under Obligations of 
Company – point 6, footnote 5. Any expenses incurred 
are to be declared with receipts attached along with 
claim documents to proof those expenses are on 
reimbursement basis. If receipts are not provided to 
support the expenses, company are required to claw 
back additional expenses from the trainee. 
3. Incomplete supporting attachments  
Solution: Submit all the mandatory documents in 
one .zip folder  

• Payslip 
• Proof of Payment 
• Email Acknowledgement 

 

Where can I generate a report of all my 
claims? 

Please go to Expenses Module > Reports > Claims 
Progress Report. 
Select a range of dates and/or specific employees. 
Press download to generate a report in Excel format. 

 


