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4 Stages Process

1. Register via eSOMS website

2. Submitting Application

3. Making Payment

4. Evaluation

5. Downloading Approval

Application Process for UA Activity Permit
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Register via eSOMS website



Step 1: Select ‘Apply for Approval/Permit’ on esoms.caas.gov.sg
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esoms.caas.gov.sg


Step 2: Select ‘For An Organisation’.
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Step 3: Select ‘Activity Permit Class 2 (AP2)’ from the drop down list.
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Step 4: Select ‘No’ for Corppass
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Step 1a: For existing applicants that already have an eSOMS account, 

Login via your respective login methods.
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Step 1a: After logging in, select New > Approval on the left pane.
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To apply for new permit, 

select Activity Permit 

Class 1/2 (AP1/AP2) 

under approval type and 

Initial under Application 

type.
Repeated applicant is only 

applicable for permits that were 

issued less than 1 year ago. 

Please refer to the next slide on 

details for repeated applicant.



Step 1a: After logging in, select New > Approval on the left pane.

10Application Process for UA Activity Permit

To repeat a permit that was approved in eSOMS, select the approval number to be repeated via the 

drop-down selection list. 

To repeat a permit that was approved previously before eSOMS, enter the approval number in the free-

text box.  o Applicant is to enter the same operating parameters (UA model, operating height and 

operating location) in the application form as the previously approved permit. If the operating 

parameters are different from the previously approved permit, the repeat application will be rejected 
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Submitting Application



Step 1: Fill up the applicant details. All the fields with * are compulsory 

fields. Please ensure that you enter the details correctly. Any 

amendment required later will lead to delay in the application process.
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Note: 

Check that the country code and mobile number are 

entered correctly. Otherwise the user won’t be able to 

receive the OTP via SMS, which is required to login.

Do not enter the area code if it is not applicable to the 

mobile number. Else, the OTP will be sent to the wrong 

number.



Step 2: Fill in details of Operation Date(s) and Time(s) of Activity.
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To add a record

Click on Add item to include additional record.

To remove a record

Click on any field of the unwanted record and 

click on Delete to remove the record.



Step 3: Provide details on the type of operations that the unmanned 

aircraft will be performing.
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To add a record

Click on Add item to include additional record.

To remove a record

Click on any field of the unwanted record and 

click on Delete to remove the record.



Step 4: Provide details of the Unmanned Aircraft
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Note:

Type of payload could include: Gimbal, camera. 

If you are using the default camera and gimbal, 

please state ‘default camera and gimbal’.

To add a record

Click on Add item to include additional record.

To remove a record

Click on any field of the unwanted record and 

click on Delete to remove the record.



Step 5: Provide frequency details.
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If ‘others’ frequency range is selected, 

specify alternate radio frequencies 

range with appropriate units.

To add a record

Click on Add item to include additional record.

To remove a record

Click on any field of the unwanted record and 

click on Delete to remove the record.



Step 6: Provide details of On-site Safety Personnel and 

Safety/Emergency Measures
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Step 7: Draw the area of operations and flight path
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Draw the area of operations using the 

circle and rectangle tools.

Draw the flight path using the drop-pin 

and line tools.

Click “Save Flight Path” when done. Wait 

for the window to close automatically.



Step 8: Upload mandatory documents and additional documents
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Click on “Upload” and there will be 

a pop-out window to upload the file. 

Risk Assessment Form is mandatory.



Step 8: Upload mandatory documents and additional documents
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Select the file to be uploaded.



Step 8: Upload mandatory documents and additional documents
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Ensure that the correct file 

is uploaded and attached 

before closing the pop-out 

window



Step 9: Preview all application details and complete declaration before 

submitting.
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You will see the following pop-out when you application is submitted 

successfully.

23Application Process for UA Activity Permit



You will receive a notice of new user account being created with the 

login name.
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An email notification will be sent to you regarding the application 

submission.
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Making Payment



You will be notified of the payment advice via email with an attached 

application fee in PDF which can be downloaded.
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Payment case will be created “My Outstanding Tasks” in dashboard

Step 1: Login and click on the payment case
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Status will be seen as 

‘Pending Payment’ 
Click here
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Step 2: Check that payment items and amount is correct before paying
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Click here 

to pay
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Alternatively, you can make a payment via ‘Make Payment’ on 

esoms.caas.gov.sg
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esoms.caas.gov.sg


The Payment Advice No. can be found in the PDF attached in the 

email.
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Ensure all the details and amount are correct and click on ‘Pay Now’
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Step 3: Select the payment mode: Credit Card, PayNow, or Telegraphic 

Transfer (TT).
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Step 3a: If payment is via Credit Card, you will be redirected to an 

external payment page for payment.
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Step 3b: If payment is via PayNow, a QR code will be generated, and 

you may scan to make payment.
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Step 3c: 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.
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Once we have verified your payment, you will be notified via email with 

an attached receipt.
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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’.
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Status updated
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Evaluation



During the process, more information/documents may be requested by 

the CAAS Officer. An email notification will be sent to inform you of the 

information required.

40Application Process for UA Activity Permit

Take note of the comments 

from the evaluating officer.



Step 1: The application will be routed back “My Outstanding Tasks”. 

Click on the case reference number to make the necessary 

changes to the formal application.
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Click here
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Step 2: Make necessary amendments according to comments by 

CAAS officer. 
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Navigate to the appropriate 

section where revision is 

required.



Step 3: Ensure amendments are made correctly and submit.
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Preview the application and 

ensure all parameters are 

specified accurately.

Click o Submit to proceed.
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Downloading Approval



Upon approval of the application, an email will be sent to you.
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Note:

This email does not serves as a permit. Payment has 

to be completed and verified by CAAS before DG 

permit can be downloaded and used.
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Step 1: Look for the case reference number under ‘My Involved Tasks’ 

in ‘Home’.
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Click on Home to find 

the application case.

Click on the case reference 

number to access the 

application case.



Step 2: Click on the certificate to download.
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The activity permit can be 

downloaded here.
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Summary

1. Register via eSOMS website

2. Submitting Application

3. Making Payment

4. Evaluation

5. Downloading Approval

- END -
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