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Applying for MOA Variation

Add Certifying Staff



Step 1: Click on My organisation 
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Step 2:  Select the MOA and click on Variation.
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Formal Application



Step 1: Answer a short questionnaire.
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Step 2: Select ‘Exposition’ and ‘Personnel’
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Step 3: Verify Applicant/Organisation Details
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Step 4:  Enter formal application details
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Step 5:  Scroll down to ‘Certifying staff’
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Step 6:  Select ‘Add Row’
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Step 7:  Fill in Certifying Staff Details
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Step 8a:  Click on ‘Resume’
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Note:

1. ‘Resume’ and ‘Nomination’ buttons will only 

be available after the certifying staff’s 

primary contact details are filled in.



Step 8a(i): Fill In Resume Details (Part 1)
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Step 8a(ii): Fill In Resume Details (Part 2)
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Note: 

1. Click on ‘Add Row’ for all three (3) 

sections.

2. Fill in resume details.

3. Click on ‘Submit’ located below 

‘Experience’ tab.



Step 8b:  Click on ‘Nomination’
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Note:

1. ‘Resume’ and ‘Nomination’ buttons will only 

be available after the certifying staff’s 

primary contact details are filled in.



Step 8b(i): Fill in Nomination Details (Part 1)
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Step 8b(ii): Click on ‘Add Item’ to select Ratings. (Part 2)
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Step 8b(iii): Click on ‘Add Item’ to select Ratings. (Part 3)
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Note: 

1. Clicking on the drop-down bar will 

pull a list of available ratings. 

2. Select the appropriate ratings

3. ‘Scope of work’ will automatically be 

updated.



Step 8b(iv): Click on ‘Submit’ to go back to Formal Application. (Part 4)
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Step 9: Click ‘Add Row’ to upload supporting documents
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Click to upload Documents

Note: 

1. For the first renewal in eSOMS, 

please upload the latest 

approved/accepted MOE, capability 

list, certifying staff list and SMS 

manual.

2. If there’s changes to any of the 

documents, please upload the 

revised document for CAAS’ 

approval/acceptance.



Step 10: Preview all application details. Remember to declare at the 

bottom of the page before submitting.
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After a successful submission, you will be notified as shown below as 

well as by email.
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Notification by email
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