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6 Stages Process

Login via CorpPass

Applying for MTO Renewal

Formal Application

Fee Payment

Validation & Evaluation by CAAS Officer
Approval & Downloading of MTO certificate
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Login via CorpPass



Step 1: Select ‘CorpPass Login’ method on esoms.caas.gov.sg

Singapore Government
= Iraeqriy - Service - Eooeleros

CONTACTUS | STEMAR | CasS CCRFCRATE SITE

Cowl fedation Rtk privp ol Hegagase
Enahlay apooiishes thrunh meistion A AL A Wikhin CAR5 250KE - q

Mew to e50OMS? | want to... Quick Links Welcome to

Make eSOMIS ™

P Frterprise Sadety Craers pr Ranape=ssr Symem
‘aymant

- For asiving gucaunl bolders, pleges lopin using are ol
e edleaing et oo

.
- singPass Login |

Submit

= . CorpPass Login
— ¢ Enquiry

-+] eS0MSPass Login

Kanz information on login meshods bene
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esoms.caas.gov.sg

Step 2:

Enter UEN/ENTITY ID, CORPPASS ID and Password to login

Singapase Corporme Aaess Singapore Government
CO ?Pa'ss Integrity = Service « Paoellence

& A 5 ContactUs | Feadback | Sicemap | FAG

Click here oo log in with SingFass Mabile app, or
CorpPass 2FA for Forelgners app

Log in with CorpPass

LIERSEMTITY 1 E:I
| corpRAss D (D
Password 0
[ Remermber Entity 1D (0]

Fofpot Stk CorpPags [0 or Passwid

Mew bo CarpFass? Regster Mo

CAAS
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Applying for MTO renewal



Step 1: Upon login, click on ‘My Organisation’

Haime
Ky Applications
Search Porsl

Wiews MORSMDRHazard

Mandatory Joourrence
Report (MIIR)

Mandatory Defecl Repart
{WDR)

+  HNew
-+ Profile Settings

| Dats Analytics

My Dashboard

My Gutstanding Tasks Link

Case Reference Application

T Application Type T  Status S S —
Number Reference Mo PE 1 TYpe p

My Involved Tasks

Cage Reference
MNumber

T  Descrlptior  Application Typer  Status organisation T  Last Updated

CAAS
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Step 2. Select the MTO and click on ‘Renewal’

Haorme

My Applications

Eearch Porta

Wiew MOR/MDRSHarard

Mandatory Qccurrence
Repart (MOR)

Mandatory Defect Report
(M DR}

—+  New

~+  Profile Settings

b Data Analytics

Hama My Organizati... L
My Qrganization's Approvals
Aoproval Tygss Walid Till Drate Registratios Murnber
4 - y

m

Approval Details bpplication Types

approval Type MTO From Date 1B20

varlatlon

approval Murmber  MTOR0G To Date 30020

Replacerment Cartificate |l Surrender Approva

Note: Renewal button will only
be available 3 months before

the expiry date of the approval

CAAS
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Formal Application



Step 1: Please select ‘Yes' if you would like to apply for a variation
during the renewal period

Home
My Applications
Search Portal

View MORMDRHazard

Mandatory Occurrence
Repart (MOR)

handatony Defect Repart
[MC:R)

+  Mew
+  Profile Settings

+  Data Analytics

Hame My Organizati... = Approval

Approval

Capture Additional Approval Details

Apparowal Tyrae

Maintenance Training Crganisation (MTO]

Renewal With Variation

Yiou have selecle Renewal Application

ant to vary the approval In the same apolicatio
Moy

Additional Questions related to Application
Yeu have selected Renewal 2pplication fer Maintena
T help us process your application, kincly provide t

CAhS Approvial Mo
WTCOWODE

¥

e | 0

CASE DETAILS
Last updated by
MTO PEL Applicant (1m aga)

Created by
MTD Applicant 1 {2rme age)

apnlication Tyoe
Renewal

Variation refers to any changes to the following:

* Change of Training Location

* Change of Scope

* Change of Company Name and/or Registered Address
* Revision to Manuals

* Changes to Organisation Key Personnel

* Change of Training Personnel

CAAS
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Step 1: Please select ‘Yes' if you would like to apply for a variation
during the renewal period

Home Hame My drganizati., = Approval ¥
thy Applications Approval ACICNE | -
Search Fortal Capture Additional Approval Details @ MTO PEL Applicant CASE DETAILS
View MOR/MDRSHazard sparaval Troe snolication Tyoe La=t updated by

Approval Type Application Typs MTO PEL Applicant (1m aga)
Mandatory Qecurrente Malntenance Tralning Srganlsation (MTO) Renewal _—
REP‘DI’TEMGRJ Eater] by

MTO Applicant 1 42mc ago)

Mandatory Defect Report L
IMDR Renewal With Variation
4+ Mew You have selected Renewal Application

Qe wisnt to Vary the Approval in the same apg N .
+  Profile Settings M ote:

1. If“No” is selected, you will not be able to make any

+  Data Analytics changes to your formal application details.

Additional Questions related to Applicatio] 2. Only 1 formal application can be submitted any one point

in time, i.e., if a renewal application is submitted, you
fou have selectec Renewal application for Mai cannot submit a variation application until the renewal
To help us process your application, sindly p . . .
application has been completely processed and vice versa.
CANS Appraal Mo
WMTCHO06
CAAS A guide for local organisations: MTO Renewal 11




Step 2: Specify the type of variation if “Yes” was selected

Hom Herne My Organizacl,., = Approval T

My Applications Approval Actions 1
Additional Questions related to Application

Eearch Porta

Yol have selecten Kenewal applicatian fior Maintenance Traning drganisacion (MTO),

Views MORMDRS Hazard To help us process your application, kindly provide these details.

CAas Approval Mo Approval Exoiry Date
Mandatary Occurrence MTO/I06 A0
Report (MOR)
Mandatory Defect Report
(MDA}
Wariation Type #
F Mew
_| @harge of Training Locanan
-+ Profile Sectings — harge of Scope
| @harge of Compary Name andfor Registered Address
b Data Analytics | @harges w0 Qrganisation Key Personriel
| Bevizion to Manuals
_| @harge of Training Perscnnel
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Step 3: Verify Applicant/Organisation Details

Heme
Wy Applications
Search Porta

Wiew MORSMOR Hazard

Mandatory Qecurrence
Refaort (MO8

Mandatory Defect Report
(MDA}

—+  New
—|— Profile Settings

b Data Analytics

Home My Drraanizati... ] Agaproval E CAAS/MTOS 2020... L4

Approsal : ~
s Actions [
Application

@ : 3 :

Applicant/Crganisation Details Formal Application Details  Uplead Documents Praview Application

Instructions

This form may take you up to 30 minutes to fillin. You are advised to go through the entire form and ensure that youw have all necessary information
and docurments ready pefore filling in.

Please ensure your submission is complete and fields are correctly filled, incomplete or incorrect submission will lead o delays in processing your
apolication.

Application Details
Appraval Type Applicadan Type
Maintenance Training Organisation (MTO) Fenewsal

CAAS

A guide for local organisations: MTO Renewal

13



Step 4: Enter formal application details

Home Hame My Organlzacl., = Approval = CAAS/MTO 2020, 4
S AR - | i~
My Applications L Actions i
Application S
Search Portal
1 E 4
Views MORSMDR Hazard ApplicantfCrganisation Details Formal Application Details Upload Docurments Preview Application

Mandatory Qccurrence

iRt Sk “ Training Location
Mandatory Defect Report
BRI [ Add Row
I Mew
Corr iry/Beaginn v Slale ity
WiReEE, ¥
-+ Profile Sectings 4 singapaore
1 Taf
Serear/ Building % Postal Codas
| Data Analytics

~ scope of Training Course

Descripden of Training Caurse

CAAS A guide for local organisations: MTO Renewal



Step 5: Upload relevant, mandatory, additional documents

Hame
My Applications
Searcn Fomal

Wiew MORMDRMHazard

Mandatory Scourrence
Repart (MOGR)

Mandatory Defect Report
{MIR)

- Mew
~+  Profile Settings

+ Data Analytics

Home My Organizati. =) Approval = CARS/MTO/2020...

Apprava

i Articns .
Application w -
1 : 9 4

Applicant/Crganisation Details Formal Application Details Upload Documernts Preview application

Approval Documents

Please find helow documents which have been previously approvedsaccepted, and are maintained at the agpraval level. Please modify
(add/delere/update} thiz list of documents bazed on the desired varistion(s).

Category

Mo items

Mandatary Documents

Mote  IF MG s checken, please provide justificatian in rermark calurin.,

Cancel £ Contdnue

CAAS
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Step 5: Click ‘Add Row’ to upload supporting documents

Harme Home My Organizat.. G Approval = CAAS/MTOS2020... ¥

Wy Applicarions Mpmu_m _ | ALl '
Application

Mote : If WA is checked, please provide justification in remark colurmn.

Learch Portal
Wiew MORMDRHazard Hame File Category Attach TS Remark
Mandatory Occurrence Mo items
Report (MOR)
Mandatory Defect Report
(MDR) Additional Documents
-+ Mew _
Documert not found in the abave HStF ¥You may upload adeitional supporting documents here,

b Profie Sectings Click to upload documents

N Iremns 1. For the first renewal in eSOMS, please upload the
latest approved/accepted:

a. MTOE (including list of approved training

o | me | personnel)

b. Protocol Questions with MTOE Reference

c. Procedures Manual (if any).

2. If there’s changes to any of the documents, please
upload the revised document for CAAS’
approval/acceptance.

CAAS A guide for local or terieiseiemembira= e




Step 6: Preview all application details

Harre
Wy Apolications
Learch Portal

iew MORSMERSHazard

Mandatur}' QCcurrence
Report (MOR)

Mandatary Defect Repart
{MDR)

+  Mew

=+  Frofile Sertings

4+  [Data Analytics

Home My Organizati.. B Approval = CAASMTOS2020...
Approval
Application

| z a @

ApplicantsCrganisatian Details Farmal Application Details  Upload Documents Preview Application

Application Details

Apprindal Typse Appalicalion Type
Maintenance Training Organisatian (MTD) Rerewal

Renewal With Variation

¥ou have selected Renewal Application

Do o wanlk o Vary the Approval in the same application?

Yes

¥

Aetinns -« ';::l

“ E.-Ihrnl[

CAAS
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Step 6: Complete declaration before submitting

Harme

iy Applications

Learch Porta

Views MOR/MOR/Hazard

Mandatory Occurrence
Report itOm)

Mandatory Defect Report
(M DR}

-+ Naw

 Profile Sertings

-+ Data Analytics

Home My Organizati..  &Fapproval = CAASIMTOF2020... b
Apprea
. . Arliong -'H_:'
Application
Declaration

hereby declare thar the arganizanon has met all relevant requirements contained in the SAR-147 for tris application and che particulars ghean
n this farm are true in every aspect

agrae that CAAS may collect, use, and disclose my personal data bo the Gowvernment of the Republic of Singapore and other public
Zencies, and aviation authorities, as provided in this application foem, or obtained by CAAS a5 a result of processing my application for
he purposes of assassing my application and the administration of any regulatory document that may be granted by CAAS, verification of
regulatery documents Bsued by CAAS, or enfarclng and ensuring my compliance with the relevant transport safety regulatony
reguiraments.

agree that CAAS may collect, use and disclose my personal data and contact information including email addresses, phone numbers and
postal addresses, which | have prowvided in this form, for the following purposes: {1} to receive information and updates from CAA% on
salely and regolations (2) W receive infermation (ram CAAS on aviation-relaled events and Lraining,

By providing o CAA5 personal data en oekall of anotner indsddual, | warant o CARS that all the necessary consents reguired in
accordance with all applicable personal data protection or data protection legislation, including but not limited to the PDRA, have been
obtained from that individual, ang that | have rocfied aireher of the purpese for which | abtained hisfher personal data, Please visit our
wiabsitefwwi.caas. gov.sg/privacy-statemeant) for further dessil= on our privacy statement.

CAAS
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After a successful submission, you will be notified as shown below as
well as by email.

eSOVIS

Ennbirpnians S fiky Sl Musaguaneel Syaisn

I crcure that the necessary pavments are maede, i order for TALS

BROME-UAT. CAZE. 00V.50 SaV5 ﬁm @

Wour application has been successiully submitled. You will be
directad to make sayment for applizable application teas, Pleaze

Home My Organizati., to proceed with the evaluation of your applicatien. Pleasa note that ¥

Home . . .
furthar processing of your application will anly commence aftar a
. aparmal > Apalieatinn necassary paymants have been complated, .
Ky Applications | Artinns o
Payment
Search Portal ———— K
eview MonBillable Pa
K s CASE DETAILS
Appdicart Can Reviews Non Billable Paymant b i FEL Appiicant
Viaw MOR/MOR Hazard
Last updated by
Mandatory Occurrence .
Report (MOR) The applicatian will only be processed once payment is made.
Created hy
Mandatory Defect Report Fayrment [rvoice Murmber CAASSPNS 20RO T8 f
{MADE] .
[ate 31/08/2020 12:00 PM
b Mew Qrganisi lion Marne
. _ Organisstion Address
|- Profile Sewings
Applicant Marne
{-  Data Analytica
Ieem Description Armount [5G0)
1 Renewal Fee for MTO Application 14920
2 Varlation Fee for MTO Applicatian . 1445420
CAAS A guide for local organisations: MTO Renewal 19



Notification by email

e 4. Reply = Forward  ff Delete  Jy Spam! i Unread  4F Label v g Tofolder™ o Pin =es

e <<UAT>>eS0OMS — Notice of Formal Application Submission

EII.', o esomsadmin_uvati@caas.gov.sg & ceomsadmin_ueb@cess.gov.sg taday at 1209
i waud
=
L) Dear SirMadam,
[, ]
N We received your formal application with Case Mo, CAASMTOZ020/01 36 for the following :
Approval Type @ Maintenance Training Organisation (MTO)
K Application Type : Renewal
®
& Please login to your eS0MS account to view and make payment for the relevant application fees, as well as view further

details and tha status of your application.

Please note that further processing of your application will cnly commence after all necessary payments have been
complaetad.

You will be notified upon further processing of your application.

Thank you,

pray.

Related mess

esamsadmin ua
We received ya

esomsadmin_y
We received ye

esaomsadmin_t
Wa recaived y«

Attachments

Links

Messages fro
esamsadmin_

CAAS A guide for local organisations: MTO Renewal
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Fee Payment



You will be notified of the payment advice via email with an attached
application fee in PDF which can be downloaded

@ 4=, Reply

H =« N

= Forward  f Delele 0% Sparml Bl Unread  F Labed v I Tofolder ™ o Pin oo

e =<UAT>>eS0OMS — New Payment Advice for No. CAAS/MTO/2020/0136

esomsadmin_uat@caas.govsg & esomsadm rovaticaas gov.sg aug, 31 at 12:09
Ta wiu

Application hd

Fee20200831T0

Daar MTO PEL Applicant ,
A Payment Advice for the Application No. CAAS/MTOR202000136 is pending payment.

& Attached is the copy of the Paymeant Advice no. CAASIPM2020/0755 for your reference. You may retrieve it again
frarm htlps esoms-ual.caas gav.sg 1T payment 15 madea at a later data.

Thank You,

e30MS Administrator

*** This is an automatically generated amail. T
*** Pleasa do not reply 1o this emall address. i

— prey

Related messages

espmsadimin uslcaas.goy.
& Paymant Advice for the Ap

Attachments

Links

Messages from
esomsadmin_uatifcaas,

CAAS

A guide for local organisations: MTO Renewal
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Payment case will be created “My Outstanding Tasks” in dashboard
Step 1: Login and click on the payment case

Home

Hame
Wy Applications
Learch Paortal

Wigwy MORMDRHazard

WMandatary Coourrence
Report [MOR]

Wandarary Defect Repart
(W DR)

I (LB

| Profile Settings

—|— Data Analytics

My Organizati.,

My Dashboard

Il'u'l}r Outstanding Tasks I

Application

Case Reference Number Reference No

Status will be seen as
‘Pending Payment’

1 2 3 4

Appllcation
T-.Elpp:- r  Status T | CAAS Officer v  Last Updated

AT
L Liml

5 =

1

CAARMITONLO200

CARAS/PM/2020/0708
137

1 Seprember, 2020

Pending-Payment B2 08 AN SET

Renewal

CAAS

A guide for local organisations: MTO Renewal
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Step 2: Check that payment items and amount is correct before paying

me By izali.. = Ay i
Hame Huarme Ay Qrganizati. = Apprawval o CAAS/PMAZ020/, ¥
A | = Applicatis - ]
Wy Applications e PRt Actiors -
Payment e
Search Portal
Wigw MORMORHazard ) Icem Descriptian AmaLnt (SG0)
Mandatory Occurrence 1 Rerewal Fee far MTO Application 1409020
Report (MOR) . _—
2 Wariation Fee for MTO Application 1405520
Mandatory Defect Report
(M DR
+ e Tolal furunt {2604

Mat Payanle Amaunt [5G0
—+  Frofile Sertings

[ Data Analytics

Dl Fay Later Pay Slow

Instructions:

Payment can ba made by elegraphic transferwire transfer'GIRQ in Singpore Dollar.

CAAS A guide for local organisations: MTO Renewal 24



Step 3: Select the payment mode: Credit Card (limited to SGD 5000) or
Telegraphic Transfer (TT)

e Hame Ky Organizat.,  F=)Approva = CAASIPM /20204, ..

Maka Payment #
Ny Applications
Search Portal Applicadon Me. CAAS/MTOV2020/0136
Wiew MORM DR Hazard Payrment Advice ho. CAASPMIZ020/0795

Payment Adwice Date INSOR2020

Mandartory Ccourrence
Repert {MOR) Payrment Modax + Selact
NMandatory Defect Report Credit Card
(MDR) TTWire TRENGIRD
+  Hew

P .
+  Profile Settings ayer Details

Payer Mama WiTO PEL Applicant
| Data Analytics
Payrer Organization

Payer Contact Mumber

Payer email addrass

Submit 4
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Step 3a: If payment is via Credit Card, you will be redirected to an
external payment page for payment

wirecard

IMPORTANT:

Pay to Merchant : Civil Aviation Authority of Singapore UAT Account

Reference No : CAAS/PM/2020/0794-1598955892
Amount : SGD

Please click a logo below to select your payment type

visa @
mastercard

Copyright © 2018 Wirecard Singapore Phe Lid, All rights reserved,

CAAS
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Step 3b: If payment is via TT, please arrange with your Finance to initiate the
transaction separately. Upon successful transaction, please fill in the
transaction reference number and date in the page as shown below.

Home Home My Organizati. & Approval =] CAAS/PM/2020/...
e Make Payment
hy Anplicacions
Search Portal Application Mo, CAAS/MTO/2020/0138
Wiew MOR/MDRyHazard Fayment Advice No. CAAS/PM2020/0795
Payment Advice Date 31/0R/2020

Mancarary Occurrence
R E{MIOR ; a1t Mo "

epart | il Payrmant Maodew TTAWire TRE/GIRD
Mandacory Defect Report
[MDR) Amaunt SG0

. |
+  bew TTANire TREAGIRD Murnbser #
+  Profile Settings TTANIre TRESGIRD Date =
+  Data Analytics Remarss
Payer Details
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Once we have verified your payment, you will be notified via email with
an attached receipt.

s Rephy  wp Forward g Delste 0y Spam! o Unread  F Label = [l Tofolder s o Pin ses

<<UAT=>eS0MS — Receipt for Payment of Application No. CAAS/MTO/2020/0136

esomsadmin_uatiBcaas. gov.sg & osormsadmin_vatBcaas.gov.sg lewiany al 1212
To you
Recsipt.pdf Ld

Dear MTO PEL Applicant ,
Wa have received the payment for lnveice Mo, CAASMTOY2020/01 38
& Altached is the copy of the Recaeipt Mo, CAASRPTIZ020/0751, for your reference.

Thank yaou.

***Thiz iz an gutomatically genersfed email. Please do not reply to this sddrsss. "

Related messages

csamsadmin_uaticans, gav. 55
We have recalved the paymen

Attachments

Links

Massages from

esomsadmin_uati@icaas.g

CAAS
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Once paid, status of application will be updated accordingly. Application will be
moved from ‘My Outstanding Tasks’ to ‘My Involved Tasks’.

—

H My Crrganizati... AASIMTIONZ
S ome v Drganizati e CAAS/MTO/ 2020, .
ol el e IM)I Involwved Tasks I &
Search Farta Status updated 1 =
View MOR/MDRMHazard Case Ref _
Nzﬁr:b;rerenu_e DescriptienT | Application Typer  Status T  Organisation T Last Updated
fandarary Occurrence
Report {MOR) p
1 CAAS/MTOS2020/01 - . Payment- A1 August, 2020 127
Mandatary Defect Report 36 Applicalion  Renewal SuccessfulAppSubmitted BM SGT
[ MR}
[ Mew

|- Profile Settings

- Data analytics

CAAS A guide for local organisations: MTO Renewal 29
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Validation & Evaluation
by CAAS Officer



During this process, more information/documents may be requested by the
PMI. In that case, the application will be routed back “My Outstanding Tasks”
dashboard for follow-up.

Home Home My Crganizali... b
My Applications My Dashboard
Search Portal
Wiew MORMDRHazard e
I My Outstanding Tasksl In |

Mandaton Occurrance
Report (MOR) 1 2
Mardatory Defect Repor
IMDOR) Case Reference Application _ _ - _ _

Numbear T | pefarence No v Application Type v T CAAS Officer T  Last Updated
+  Meow

1 CAAS/MTO 2020/01  CAAS/NTONZ020/013 Renewa Payment- 31 Aupust, 2020 2:20:012
36 2] LuccessfuldppSubmitted PM SGT

+  Prafile Settings

~+  Data Analytics

My Invalved Tasks

Caze Reference
Number

Descripdonr  Application Typer  Status T  Organisatien Last Updated

CAAS A guide for local organisations: MTO Renewal 31



An email notification will also be sent to inform you of the information
required.

o
©

‘%il D ®m ¥y IE

4, Reply

=) Forward  ff Delete 0y Spam! Rl Unread  oF Label v g Tofolders o Pin

wan

oy

<<UAT>>eSOMS — Request for Revision - Application Reference No.CAAS/MTO/2020/0136

esomsadmin_uati@caas.gov.sg & ccomsednin vabiiceas gov.sg

To you

Dear Sir/Madam,

today at 14:20

We refer to your Formal Application reguest, Application Reference Mo, CAASMTORZ0Z20/0136, dated 3158/20 12:05 PM for

Maintenance Training Organisation (MTO) - Renewal
Please revize your application detalls ag per comment:
Please provida datailed parsonnel informaton

Thiank You,
e30MS Administrator

AAE AR AR SRR AR AR AR AAS R AR AN IR AR SRR AR LS SRR AA AL AR AR AR A AR AR A SRR A

This is an automalically generated armail.
Please do not reply to this address.

Ralated messages

espmsadmin uab@:aas.gav.:l
We refar to your Formal App

Attachments

Links

Mesaages from

esomsadmin_uat@caas.

CAAS

A guide for local organisations: MTO Renewal
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Step 1: Login and click on the case reference number to make the necessary
changes to the formal application. Repeat steps in ‘Formal Application’.

Hame Home My Dreanizat... ¥
My Apolications Mj" Dashboard
Search Partal
iew MORMDRMHazard )
I My Outstanding Tasltsl " Lir
Mﬂhﬂdtﬂl‘}' Qecurrence !
S TS Click here 12>
Mandatary Defect Report
(MDR Case Reference Application . . - .
Nurmber T | Reference No T  Applicadon Type v Status T | CAAS Officer Last Updated
| P
1 CAAS/MTO/Z020/01  CAAS/MTOMZNZDMT 3 Renaal Fapyrmernt- 31 August, 2020 2:2001 2
36 [ o SuccesslulappSubmitled P SGT

+ Frofile Sectings

-+ ata Analytics

My Involved Tasks

{Case Reference
Nurmbey

Descriptiorr | Application Typer  Status v Organisation Last Updated

CAAS A guide for local organisations: MTO Renewal 33



During PMI evaluation phase, applicant can upload additional document.
Step 1. Search for the submitted application in your home tab under
‘My Involved Tasks and click on the case

Hame Home My Drganizat.., v
My Applications I My Involved Tasks I Statu S d u ri n g "Lin
Search Portal Click here CAAS evaluation 12>

‘iew MORM DR Hazard

Case Reference

- T  Descriptiorm | Application TypeT | Stacus T | Qrranisation v |vLast updated
Mandarory Occurrence Mumber

Repoit [(MOR}
’ 31 August, 2020 2:33:00
Mandatory Defect Report 1 Kerewal Evaluation-InProgress Bk
PM SGT
(WMD)
+  Mew

-+ Profile Setrings

[ Data analytics

CAAS A guide for local organisations: MTO Renewal 34



Step 2: Under ‘Case Information’, scroll down to ‘Attachments’ Section

Harrie
My Applicaticns
Learch Portal

iew MORMDRHazard

Mardatory Qgourrence el
Repart (MOR)

Maridatary Defect Repoet
{MDR)

+  Mew
+  Profile Settings

+  Data Analytics
i

Home My Organizati.. 5§ CAAS/MTO/2020 . = Na\Wy tab iS opened

Approwal d .
. Artinns ~- L
Application ‘— =t

Application Review CASE DETAILS

Under this section, scroll down

Case Information Formal Application Details ~ Previous Application Details ~ Evaluation Action(s) Last updated by
Case information

Approval Typa Application Type Aoolican:

Maintenance Training Rernewal

Grganization (MTO)

Crganisation Application Status

Evaluation In-Pragress

Payments)

ATTACHMENTS

¥

CAAS

A guide for local organisations: MTO Renewal
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Step 2: Under ‘Attachments’ Section, click on ‘+ Attach new’ then ‘File from
device’ to upload additional document

Home

My Applications
Search Portal

Wiew MORMDRHazard

Mandalory Oceurrence
Rezport t DR}

Mandatory Defect Report.
[MC:R)

- Mew
+  Profile Settings

“+  Dats Analytics

Haimie My Organizali... o] CAAS/MTO/2020...
Approval
Application

aSCMS - Motice of Acceptance for Submtted Fo..

Correspondencre

=

aSCh5 - Request for Revision - Application Re...

L nrrespnndence

=

aS0M5 - Motice of Formal Application Submis=...

Carrespondence
Personne Information H Wlew Yersions
: - pRlcant
File from dewice
. 2

LIRL

Artions {-

CAAS
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Step 3: Then attach document

Home Hatte My Organizath.. = Aporova F CAASIMTO/2020...

My Applications

Search Portal
Attach Documents

Wiewr MO DR Hazard
Mandatory Docurrerce
Kepart {MIK)

Mandatory Defect Report
[MIZR)
Remember to

e click ‘Attach’
-+  Prafile Setrings befOI’e CIOS|ng

Note : You are allowed to upload only one file in this screen. .
pop-up window
-+ Dacs Analytics
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After successful evaluation, the application status will be updated to
“Certification-InProgress” under ‘My Involved Tasks’

Home Home iy CIrganizacl,., ¥
g A [y Involved Tasks | (I
search Partal Status updated s me
View MORMDRHazard o _

ﬁ:‘r: ::r BrENCe 4 Descriptiont  Application Typer | 5tatus T Drrsnisation v | Last Updatad
Mandatory Dccumrence -
Report (MOR)
tMandatory Defect Repart 1 % MTO/2020/01 Application Renawal Certitication-InProgress ;:;;ué_::lﬂf 2020 23820
{MDR)
+ Pl

—+  Profile Settings

-+ Data Analytics
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Lastly, once certification has been completed, an email will be sent to

you.

‘%'I Z 2w % 3=

<<UJAT=>aS0MS — Natice of Grant of Approval

egomsadmin GAIECaRs gov.af & csomsadmin_ uetiozas gov.so taday at 14:40

3 Wi

Dear Mr PEL Applicant

W are pleased bo inform you thal your applicaiion, Application Reference No. CAASMTON2020010136 | daied 31-August-
2020 for Maintenance Training Organisation (MTO) - Renewal has bean approved.

The appeoval will be made avallable for dowsosd In @S0MS and sent to your ergantsation once full payrment I8 made. Shoukd
payment e nob required for the ansaction, you will be able o access Ihe approval immediately.

To check if thare are any culstanding payments, please login to your 850MS account and check under "My Cutstanding
Task" im your dashboard.

Clic here Lo login e your aceount bips:Yesoms-ual cans qow.so.

Yesturs faithfully,

i1
Manager [Personnel Lisensing)
CIVIL AWIATION ALITHORITY OF SINGAPORE

nexk —

Related messages

ESQMSacmin_Jatiicazs. gov.sg 14:40
Wa ara pleasad to infarm you that you. ..

Attachments

Links

Messages from
esomaadmin_uatiicaas. gov.sg

CAAS
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Civil Awialior Ao Lhor Ly ol Sngapare

Approval & Downloading of
MTO certificate



Step 1: Click on the ‘Search Portal’ on the left column

Home Haome ".1_‘:,!' ['.II'E';F.I'l 7arl,., L J

My &pplications M:'I" Dashboard

Search Portal I

Wiew MORMDR Hazard . o
My Outstanding Tasks L

Mandatory Occurrence

Report (MOR) 1 2

Mandatory Defect Report

{MIDR) Case Referemce o Application

Mumber Reference Mo

T |Application Type T Status T CAAS Officer T | Last Updated

o mew

—+  Profile Settings

My Invohed Tasks
- Data Analytics

Cage Reference
Number

T  Descripdonr | Applicaton Typer  Status T  Organisatien T | Last Updated
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Step 2: Select “Applications by Approval Type”

Harmne

Nty Applications

Search Portal

iew MORMM DR Hazard

Mandatﬂr}r Qrcurrence
Report (MOR}

Mandatory Defect Report
1M DR)

-+ Mew
[ Profile Settings

+  Data Analytics

Haome

My Search

Laarch Type

My Crganizati.. Search

CAAS
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Step 3: Select MTO under the mandatory field ‘Approval Type’ and
click ‘Search’ (asterisk denotes mandatory field)

e Hame Wy Organizari... Search CIle dropdown and
My Search select ‘Maintenance
Training Organisation

My Applications

Search Type

- y
search Portal Applications pproval Type « (MTO)
Wiews MORSMDRHazarg Approval Typa# Applicanon Type
P E T o B T | Maintenance Training Organisation [k Select Application Type... V|
Report (MOR) Stamus Approval Mumoer
Mandatory Defect Report Select Ststus..... e
(MDR}

| Aoplication Mumber Application Date Ta
Mew
|
-+  Profile Sectings fpplication Date From Approval [ssue Date To
+  Data Analytics
Anproval lssue Dale Fram Approval Expdoy Date To

Boproval Fapirg Date From

2
= S «— Click here
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Step 4: Look for the latest application by clicking on the date to sort
and select it.

Home by Organizari... Search v
Haine
My Applications
Approval Expiny Date From
Search Portal
R BN s |
Mandatory Jccurrence
Reepaort {(MOR)
Mandatory Defect Report Click to sort date:
WMOR, H
b Click once — oldest to newest
+ Hew —— Click twice — newest to oldest
F o Profile Sellings AroiTrr : . P . : . ;
Application Number Approval Type Application Type Application Date Approval Wumber Final Appraval Date Approval Expiry Date
-+ Dara Analytics Malntenance
CAAS/NTO/2020/0136 1ToiminG Renewal I 1ZO5PM MTOVOCG IEROOZIGPM 239720
Organisation
(MTO)
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Step 5: In ‘Case information’, under ‘ATTACHMENTS’, click to
view/print/download generated certificate and any
approved/accepted documents.

Hame

iy Applications

Search Fortal

iew MOR/MDR/Hazard

Mandatony Oorurrence
Repart (MOR)

Mandatory Defect Report
{MOR)

[ mew

-+ Profile Settings

| Drata Analytics

Hearraz My Drganizat... earch ] CAAS/MTOF2020... 1
Appreal -
o Actians | 0
Application
Application Review CASE DETAILS

Last updated by

Case Information Formal Application Delails  Previous Application Details  Evaluation Action(s)

Crealed by

Case information

Approval Typs Application Type Applicant
WMaintenance Training Renewal

Crganisation (MTO)

Qrganisation Application Status

Application Completed

I .~ ATTACHMENTS I

A MTO issue Control Pege. pdf
= SystemGenerated |

I oo | E‘”“”“‘E"“”I‘_ Click to view, print, download

CAAS
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Summary

6 Stages:

Login via CorpPass

Applying for MTO Renewal

Formal Application

Fee Payment

Validation & Evaluation by CAAS Officer
Approval & Downloading of MTO certificate

o gk wDhE

- END -

CAAS
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