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SUMMARY OF DOCUMENTATION CHANGES 
 

Version No Date Revised Summary of Changes 
1.0 24th May 2006 - 

 
• Addition of Summary of Documentation Changes Page 1.1 18th June 2007 
• Changes to Notes for Sending of Correspondences (Pg 5) 

 
1.2 28th Apr 2008 • Changes to Notes for Sending of Correspondences (Pg 5) 
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ESPro Submission: Sending of Correspondences 
 

Please ensure that the following steps are performed before you proceed to make your 
e-submission through ESPro: 

 
• Download & Complete Form(s) 
• Attach External File(s) For Submission 
• Select Recipient 
• Digitally Signature File(s) 

 
 
1 Select the file(s) to be submitted by ticking the empty checkbox(es) beside the file 

name(s) as shown. 
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2 Right-click on the Application Folder and select Correspondence. 

 

 
 
 
3 Click on the down arrow button to select the relevant e-Submission (ES) number  

or you may key in the  e-Submission (ES) number to tag the Correspondence with. 
 

  
  
 
4 Click on the OK button. 
 
 

 
Notes: 

� Base on Reference* is a mandatory field that must be filled with the e-Submission 
(ES) number, which these file(s) are to be made reference to. 

� Reply To by the agency, usually for complying to Written Directions. 

� If there are no CA numbers to be filled in, the Reply To field is to be leave blank. 
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5 Key in your User ID and Password and click on the OK button. 
 

  
 
 
6 Please ensure that the file(s) to be submitted are listed in the Submission  

Summary and click on the Begin button to begin your submission.  
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7 Upon successful submission of files to the Corenet e-Submission System (Corenet 
ESS), a Correspondence Number (E.g. CR20040603-03756) will be generated and 
the file(s) in the Work Area will be transferred to the Submitted Area.  
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Notes: 

 
- Upon successful submission, a Notification Email will also be sent to the 

applicant to confirm that the submission has reached Corenet ESS. 
 

 
 

 

 
 
 

 
Notes: 

 
- Alternatively, you may login to the Corenet ESS website to print the Acknowledgement Slip 

for your submission (available for both submission(ES) and correspondence(CR)). 
 
- Please refer to Corenet Manual Guide Page 107 (Viewing/Printing of Acknowledgement 

Slip)  
 
- To download ESPro User Manual, please click 

http://www.corenet.gov.sg/integrated_submission/esub/others/UserManual.pdf 
 


